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RATIONALE AND PURPOSE FOR A TRAINING GUIDELINE 

The Small Scale Irrigation Directorate (SSID) is mandated to develop institutional capacity including 

human resource development to deliver effective and sufficient support service, irrigation 

infrastructure development, improving technical capacity and capability of professionals at all levels 

and ensuring beneficiary farmers are actively engaged in irrigation agriculture particularly giving 

emphasis to small holders and private investors engaged in small scale irrigation agriculture. 

 

The desire by GoE organizations to learn how to develop capacity of their staff and 

colleagues was expressed many times in every region through the institutional 

assessment process during SMIS’s project’s inception period. Recent assessments on 

current training practices carried out by MoA organizations at the regional level show 

that that there is a need to improve the overall approach to CD including how to 

conduct training needs assessments and how to design and develop effective training 

programs (Agricultural Growth Program (AGP) Assessment of the Effectiveness of the 

AGP Training Activities in Four Regions of Ethiopia, 2014, P. 2) 

 

SSID staff will be responsible for developing the capacity of regional, zonal and woreda experts who 

will then be responsible for developing the capacity of their organizations. High quality CD practices 

are necessary to make sure technical experts understand the content of technical manuals and 

guidelines; and are able to demonstrate this knowledge at other levels of the system through 

training and support.  

 

The purpose of this guideline is to provide SSID personnel, in their role as facilitators and trainers1 

with guidance about how to design, develop, conduct (through training and facilitation), monitor, 

and assess training programs. It promotes a participatory, learner-centered approach to training 

based on adult learning methodologies and neuroscience.  

 

There are many good resources available in Ethiopia on the topic of Training of Trainers (TOTs), 

facilitation, training and participatory strategies. This guideline is specifically tailored to the 

perceived needs of SSID personnel, but readers are encouraged to review similar documents created 

by other projects. 

 

                                                           
1 The terms “trainer/ing” and “facilitator/ing” are used interchangeably in this guideline. The terms have somewhat different meanings (as 
explained in Chapter 4) but the assumption is that SSID  staff will use both training and facilitating skills, depending upon the learning 
situation and the needs of the learners, in any SMIS capacity development program.  
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1. CAPACITY DEVELOPMENT – WHAT IS IT? 

Most critical reviews of capacity development practice find that many programs are poorly grounded 

in theory and lack consistent conceptual frameworks. The approaches to capacity development are 

many, and most are characterized by vague and inconsistent concepts and lack of a common 

terminology (adapted from the Capacity Development Results Framework, World Bank International, 

2009, p.6). 

 

The concept of “capacity development (CD)” emerged in the 1980s as an aggregate of many other 

development approaches. It has become the “way” to do development. However, as a concept, 

process, and strategy, it is not always well-understood. Many organizations continue to hold a view 

of CD as something that involves one-off trainings, materials and financial support.  

 

The work of the SSI sub-sector is guided by the Small-Scale Irrigation Capacity Building Strategy for 

Ethiopia that outlines, among other principles, the long term nature of CD. The capacity needs of key 

stakeholders responsible for the MI sub-sector is informed by the working strategy document 

developed by the Agriculture Transformation Agency (ATA) called Realizing the Potential of 

Household Irrigation in Ethiopia that proposed interventions to address identified bottlenecks to 

access. CD, in this context, looks more broadly at system level change.  

 

This chapter is designed to clarify the concept of CD among key stakeholders supporting small-scale 

and MI initiatives, including leaders, managers and experts, and to establish a shared understanding 

about its purpose.  

 

“Capacity” and “capacity development” are defined differently by various entities and organizations.  

This chapter will answer the following questions: 

 

 What does capacity and CD mean? 

 What are levels of capacity? 

 How do adults learn? 

 What is a systematic approach to CD? 

 

1.1. What is Capacity? 

Here are a few examples of definitions of capacity. These definitions link capacity specifically to 

development: 

 

 Organization of Economic Development (OECD): Capacity is the ability of people, 

organizations, and society as a whole to manage their affairs successfully.  

 United Nations Development Programme (UNDP): The ability of individuals, institutions and 

society to perform functions, solve problems, and set and achieve objectives in a sustainable 

manner



 

 

 

 

 The power to achieve one’s goals (Real Lavergne, Department of Foreign Affairs, Trade and 

Development (formerly CIDA). 

 

Capacity Types 

Different types of capacity are required depending on the contextual needs. Usually capacity 

includes a mix of hard and soft competencies that fit the context and enable individuals and 

organizations to carry out their functions and achieve their development objectives.  

 

Examples of human capacity:  

 Hard capacity - technical skills, knowledge and methodologies  

 Soft capacity - leadership; management; relational skills: negotiation, teamwork, emotional 

intelligence, and conflict resolution  

 

The type of capacity required determines how it should be developed. Developing capacities will 

then be approached in different ways.  

 

Literature on capacity development refers to human capacity development. Tangible resources like 

money, buildings, and equipment can contribute to human capacity, but they are not capacity in and 

of themselves.  

 
Capacity Levels 

Capacity needs to be considered at multiple levels, and in terms of linkages between levels and the 

system. CD programs supporting the SSI/MI sector should be designed to promote changes at the 

individual, at the institutional and at the system levels. 

 

Individual capacity targets change in: 

 

 competencies (knowledge, skills and the abilities to use them) 

 attitudes, values, culture, and motivations 

 

SSI/MI: individuals can be agronomists, engineers, gender experts, natural resource management 

experts, participatory development of small scale irrigation schemes (PIDM) experts. 

 

Organizational/institutional capacity targets change in:  

 

 Collective human competency combined with (improvement of) internal structures, systems, 

procedures and technologies. 

 

At this level, organizations or institutions interact and contribute to the system while guiding and 

influencing the competencies and performance of its people towards achieving a shared vision and 

common goals.  

 

In the SSI/MI subsector; regional and woreda engineers and agronomist are the focus of this level of 

capacity change. Partner institutions include MoA’s Small Scale Irrigation Directorate (SSID), the 

Natural Resource Management Directorate, and the Women’s Affairs Directorate. At the regional 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=0CB0QFjAAahUKEwiBsq6q4sLIAhXFO4gKHTAzBCg&url=http%3A%2F%2Fwww.international.gc.ca%2Findex.aspx&usg=AFQjCNH-VaOOClJETX5oxbOTO4qLaE7OcQ
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=0CB0QFjAAahUKEwiBsq6q4sLIAhXFO4gKHTAzBCg&url=http%3A%2F%2Fwww.international.gc.ca%2Findex.aspx&usg=AFQjCNH-VaOOClJETX5oxbOTO4qLaE7OcQ
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level, organizations include the agriculture extension process in the Bureau of Agriculture, and the 

Bureau of Water (or equivalent).  

 

System level capacity targets: 

 

 (Creation or adaptation of) laws, regulatory frameworks, plans and policies, and operating 

systems, and in place to enable implementing organizations to carry out their functions, 

including higher-level commitment to the sector.  

 

SSI/MI sector examples of institutionalization:  

 

 Institutionalizing a systematic approach such as PIDM within the irrigation sub-sector 

 A-TVETs design, develop and teach courses based on the SSI technical guidelines  

 

Each level (individual, organizational, system) is inter-linked, and sufficient capacity needs to be in 

place at each level in order for the system to perform well.  

 

The relationship among the levels can be explained as follows:  

 

The system level influences and governs the thinking, behaviors and practices of organizations2 and 

individuals. 

 

Organizations, in line with the established systems, put in place operational systems, processes, and 

procedures for effective and efficient delivery of the collective vision and goals. While they interact 

and contribute to the system level, organizations guide and influence the competencies and 

performance of individuals towards achieving the shared vision and goals. 

 

Individuals in organizations, using their cognitive and emotional intelligences, influence the 

organizational and institutional levels for adaption and enhancement of systems, structures, policies 

and laws. 

 

Described in another way, as individuals grow and change, they influence/cause the organization to 

grow and change, which further causes the overarching SSI/MI system to change. 

 

Capacity develops based on both top-down and bottom-up influences.  

  

                                                           
2For the purpose of this guideline, “organization” refers to “formalized entities that involve a cluster of people who are brought together 
for a common purpose. Organizations both conform to and influence institutions. They include a wide spectrum of human activity and can 
be categorized as private or public, for-profit or non-profit, governmental or nongovernmental, and so forth (Lusthaus et al, 2002, p. 12). 
Sector agencies from the federal to woreda level are organizations. The SSID and Natural Resource Management directorates can be 
considered as separate organizations within the MoA institution. Similarly, at the regional level, Agricultural Extension and Irrigated 
Agriculture teams are discrete organization.  
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Figure 1: The relationship among capacity levels 

 
 

Example of three levels of capacity in the SSI sector: 

 

 Individual level 

Engineer: has competencies related to irrigation infrastructure design including study, 

design, construction, supervision and maintenance. 

 Organizational level 

Bureau of Water: has the capacity to establish procedures and systems that explain how to 

manage and account for the identification, design, construction and maintenance of SSI 

schemes 

 System level 

Parliament/MoA-SSID: sets policies and plans that dictate the vision for SSI development in 

Ethiopia  

 

A systematic approach to CD supports system-level change. SSID is designed to support system level 

change in the small and micro scale irrigation.  

 

1.2. What Is Capacity Development? 

There are many definitions of CD. The following definition is based on the OECD work: 

 

The processes whereby people, organizations and society as a whole unleash, strengthen, create, 

adapt, and maintain capacity over time. (Len CD Learning Package, p.9) 
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With the inclusion of the verb “unleash”, the definition is grounded in the belief that capacity 

already exists within individuals and organizations and needs to be brought out and expanded. 
 

“Capacity development” or “capacity building”? 

In general, the term “capacity building” was in use before “capacity development”. Capacity building 

seems to imply that no capacity exists and it needs to be built from the bottom or ground up. This is 

not the case within the context of Productive Safety Net Programme (PSNP) where there is 

significant capacity in place. CD, on the other hand, emphasizes the inherent existence of such 

capacity and addresses the need to support or facilitate processes that are already underway (LENcd 

learning package). Most organizations working in the arena of organizational change and 

development refer to CD3. For these reasons, the term “CD” is used throughout this guideline.  

 

This guideline focuses on how to strengthen individual capacity in a way that, over time, will lead to 

system level change. Providing training to individuals is one way to promote the development of 

capacity but training by itself will not lead to individual or organizational performance changes.  

 

1.3. How Do Adults Learn? 

Before identifying ways to develop and facilitate training programs for individual change, it is useful 

to understand how adults as individual learn.  

1.3.1. Adult Learning Principles 

There is abundant research that validates that learning takes place for adults when information 

builds on existing knowledge, and is relevant and useful to the learner. The main principles of adult 

learning include the following: 

 

 Self- responsibility – adults learn best when they take responsibility for their own learning. 

 Personal meaning – learning process should have personal meaning for them, it should 

relate to their own experience and what they know as well as being easily adapted to their 

own work place/site circumstances. 

 Learning styles – Individuals learn differently. Incorporate theory, visual, audio, and activities 

into the training design to make it easy to learn for all types of learners. 

 Adaptable design – learning is progressive. Start at the level where people are at and build 

on their emerging interests. 

 

Below are strategies to help facilitators4enhance the effectiveness of capacity development 

programs: 

 

Adults are autonomous and self-directed 

Adults need to be free to direct themselves. Adults are responsible for their own learning process 

and know their own needs. Facilitators should focus on guiding participants to develop their own 

knowledge, rather than just providing them with information in a didactic manner.  

 

                                                           
3For example, The African Union/ New Partnership for Africa's Development Capacity Development Strategic Framework (2009); the 
Learning Network on Capacity Development (2011); and the Human and Institutional Capacity Development Handbook (USAID, 2010); and 
the Capacity Development Results Framework (World Bank, 2009). 
4 The term “facilitators” and “trainers” will be used interchangeably throughout this document. Though the terms denote different skills 
(that will be elaborated upon in Chapter 4), it is useful for individuals to both train and facilitate during any capacity development event.  
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Suggestions: 

 

 Involve participants actively in the learning process, and help them towards achieving their 

goals. 

 Get participants' perspectives about what topics to cover and how to best make the content 

relevant. 

 Allow participants to assume responsibility for presentations and group leadership. 

 Give participants some input into the program content, either through discussing where the 

emphasis s should be placed, or by giving participants ample opportunities to present their 

own ideas related to the content. 

 

Adults need to understand why they are learning something 

They must see a reason for learning a concept. Learning has to be applicable to their work or other 

responsibilities to be of value to them. Therefore, facilitators must identify objectives for 

participants before the training begins. 

Suggestions: 

 

 Indicate objectives at the start of each training even, and at the beginning of each day. 

 Show the "big picture" context of the training, and indicate clearly the rationale behind the 

activities 

 Make sure participants are clear about the sanctioning or sponsoring body of the training 

and any high level endorsements of the training, or the reform agendas of which it is a part. 

 After introducing the day's topics, ask participants for their input about the relevance or 

practical usage for the content in their daily work. 

 Help participants to create linkages between the content and their daily work, focus on 

making the learning relevant and practical. 

 

Training should directly address adults’ needs and concerns 

Adults are goal-oriented. They usually know what goal they want to attain. They, therefore, 

appreciate a training program that is organized and has clearly defined elements. 

Suggestions: 

 

 Help identify/clarify the goals of the participants, and match them up with the training 

objectives. 

 Show participants how the training will help them attain their goals. 

 Be clear about the training objectives and discuss them openly with participants. If there is 

objection, deal with it. 

 Take some time at the start of the session to check with participants about their 

expectations or specific questions that they are hoping will be addressed. Make note of 

these in a prominent place and make a point of trying to refer back to them during the 

session as relevant points come up. 
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Adults benefit from activities, which allow them to relate new information and skills to their 

previous experiences 

Adults have accumulated a foundation of life experiences and knowledge that may include work-

related activities, family responsibilities, and previous education. They need to connect learning to 

this knowledge/experience base. 

Suggestions: 

 

 Draw out participants' experiences and knowledge through discussion and group activities. 

 Show appreciation for participants' contributions, and make an effort to relate the content 

you present back to the experiences the participants have referred to. 

 

Adults approach learning as direct problem-solving 

Adults are practical and they focus on the aspects of training most useful to them in their work. They 

may not be interested in knowledge for the sake of knowledge.  

Suggestions: 

 

 Keep learning activities open-ended. This will allow participants scope to adjust the activity 

to make it more relevant to their work. Participants may be bitter if they are forced to work 

on a prescribed activity, but if they can tweak it to their own working context, they will be 

motivated. 

 Keep a practical orientation. Sometimes it's necessary to introduce theory, but remember 

that participants are most motivated to learn things which have direct application to their 

working context.  

 Tell participants explicitly how the training will be useful to them. 

 Make direct and explicit linkages between the training content and participants' daily work. 

 Provide opportunities for reflection about the application of new concepts in the 

workplace/site after each learning unit.  

 

Adults need to learn in a comfortable and respectful environment 

Adults participants come to training with a wealth of knowledge and experiences which must be 

honored by facilitators. Participants should be treated as equals, and allowed to voice their opinions 

freely. The mutual respect between facilitators and participants is a prerequisite for good 

communication and a comfortable, nonjudgmental climate for learning to take place. 

Suggestions: 

 

 Be polite and courteous with participants. 

 Take the time to get to know participants and get a sense of what they themselves have to 

contribute. 

 Invite input and questions from participants, and show your appreciation when they do 

contribute. Allow participants to respond to one another as well: when an opinion is voiced, 

ask others if anyone would like to respond to it. 

 Encourage self-assessment. If possible, rather than assessing participants yourself, have 

them assess themselves. You can provide them with assessment criteria, and give them a 

chance to modify those criteria. Involving them directly in the assessment process will 

motivate them, and also show them due respect. 

(adapted from the LIVES Capacity Toolkit).  
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1.3.2. Neuroscience Explains How We Learn 

Since the 1950s, technology such as magnetic resonance imaging (MRIs) has allowed scientists to 

observe the brain as it works. Neuroscience, the scientific study of the nerves and how nerves affect 

learning and behavior, provides powerful new insights into the workings of the brain – beyond our 

understanding based on psychology in the 1950s and 1960s. These insights that can help facilitators 

create learning experiences that are both more effective and more efficient in terms of learning and 

retention. 

 

An experiential learning cycle called “Experience, Reflection, Generalization and Application (ERGA)” 

will be described more fully in Chapter 2, but for now it is useful to understand the link between an 

experiential learning cycle and how the brain learns. The ERGA learning cycle begins with an 

experience where participants gather information which is followed by a reflection on that 

experience; then information is created or generalized; and finally it is actively tested or applied in a 

real (work place/site) situation. Each step of the cycle is associated with a different part of the brain 

– those areas associated with sensory, associative and motor functions.  

 

Here is a simplified image of the brain that shows how the learning cycle activates four different 

areas of the brain.  

 
Figure 2: Areas of the brain 

 
 

“The learning cycle consists of four stages: gather sensory experiences through the sensory cortices; 

engage in reflective observation, drawing on the temporal lobe; create new concepts in the 

prefrontal cortex; and actively test through our motor cortices. The complete cycle of learning arises 

from the very structure of the brain and results in new and lasting physical connections…. The power 

and duration of learning is proportionate to how many regions of the brain are engaged. The 

completion of the entire cycle is required for true change in behavior and performance” (Hendell-

Giller et al, 2011, p.3). 

 

Neuroscientists have confirmed and expanded upon what psychologists already assumed about 

adult learners in the 1970’s and 1980s.  
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How does neuroscience influence the design of SSI and MI training programs? Training programs 

should allow for the gathering, reflection, creation and practice of retrieval of knowledge within the 

learning process itself. While using an experiential learning cycle as a design strategy may require 

greater time and effort, in actuality it is more efficient: the result is that what is learned is more 

deeply embedded and the likelihood of the learner being able to apply learning on the job 

dramatically increases. 

 

 Use an experiential learning cycle approach to plan learning activities in order to stimulate 

many areas of the brain and thereby deepen the learning.  

 

“While ensuing the inclusion of all the elements of the cycle may require and 

initial slowing down and a reduction in the quantity of content that can be 

covered in a learning experience, the result will be a profound shift in the quality 

of the learning (and ultimately the difference between time and money well 

spent or time and money wasted). Deciding what is most important becomes a 

critical design step” (Hendel-Giller, 2011, p.5) 

Other relevant findings: 

 

 Neuro plasticity is the single most important concept in terms of learning and the brain. The 

knowledge that our brain is constantly changing and growing – that cortical plasticity 

extends throughout the human lifespan – shifts our understanding of what is possible for 

adult learners.  

 The brain structure dictates that learning events should begin with what the learner knows. 

Understanding the importance of tapping into a learner’s prior knowledge is a significant 

shift away from the perspective that learning is the imparting of knowledge by the 

trainer/instructor/teacher. 

 Experts and novices learn differently – a distinction that needs to be considered when 

designing learning activities. Experts have more connections and interconnections, strong 

ties between connections, and an organized knowledge structure. This makes it easier for 

them to acquire and assimilate new information and retrieve prior knowledge. The expert 

and the novice organize information into chunks of different sizes, and breaking information 

into chunks that are manageable for novices is critical.  

 The brain is social. It requires and thrives on interactions with other brains. In fact, the brain 

develops in concert with other brains – and requires those other brains to develop. People 

learn from each other, sometimes without even realizing that they are doing so. 
 Virtually all mental activities involve both emotion and cognition. When it comes to making 

decisions and taking actions, feeling counts every bit as much as thought.  
 Emotion is needed to engage the learning cycle as well as move through it. However, the 

right amount of emotion is needed for learning – not too much or too little. Humans do not 

learn when they are stressed in the learning environment.  
 In order to engage a learner in the learning cycle – to even begin the process of gathering 

sensory data – attention must be harnessed. A learner is always paying attention, but is s/he 

focusing on relevant information or on what the trainer intends?  
 Multi-tasking, the paying attention to two or more attention-rich stimulus simultaneously, 

does not work. Using novelty (unfamiliar stimulus) is a good way of getting the brain to 

initially attend to a stimulus. 
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 The brain has an extraordinary capacity to remember images. Pictures seem to operate as 

“chunks” and while the brain can hold only a few chunks in the working memory at a time, 

visual images allow the brain to hold and enlarge the scope of these chunks. Research in 

neuroscience strongly supports what is already considered a best practice in learning design 

– engaging multiple senses, particularly visual and auditory senses.  
 

Neuroscience and memory  

As facilitators, we want our participants to store important material into their long-term memories. 

But to get there, data must first pass through at least two other brain “portals.” 

 

Immediate memory is simply how the brain deals with all the sensory input we receive. We can think 

of it as a temporary “clipboard.” Picture yourself memorizing the Ethio Telecom phone card 

recharger. Chances are that after you input the secret code, you forget the number—there is no 

reason to keep it on the clipboard. Immediate memory gives us the chance to receive it, and then 

dispose. 

 

Working memory is also a temporary memory. It’s where we consciously process the input we 

receive. We can think of it as a worktable where we take apart and re-arrange input in order to 

eventually delete or store it somewhere else. Recent research shows that we can only hold about 

four chunks of data at any one time.  

 

Typically, we can only process input intently for about 10 minutes in working memory before losing 

focus. To prevent the material from fading, we must quickly use it in a different way. In a training 

situation, this could involve applying the information through an activity, like solving a case study, 

building a model, teaching others, etc. 

 

In order for information to be encoded into the learner’s long-term storage, it must meet two 

criteria: 

 

 Does the information make sense? (Does the learner understand it?) 

 Is the information relevant? (Can the learner connect it to past learning and current needs or 

interests?) 

 

1.3.3. The 70:20:10 Model for Learning and Development 

Scientists, psychologists and educators have contributed to our understanding about adults learn. 

Research on organizational learning contributes to this knowledge. 

 

Understanding how adults learn is born out in the research on organizational learning. 

 

The 70:20:10 Model for learning and development is a commonly used formula within the training 

profession to describe the optimal sources of learning. It holds that individuals obtain 70 percent of 

their knowledge from job-related experiences, 20 percent from interactions with others, and 10 

percent from formal training events. 

 

The model was created in the 1980s by three researchers and authors working with the Center for 

Creative Leadership, a nonprofit educational institution in the United States. The three, Morgan 
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McCall, Michael M. Lombardo and Robert A. Eichinger, were researching the key developmental 

experiences of successful managers. 

 

The 70:20:10 Model is considered to be of greatest value as a general guideline for organizations 

seeking to maximize the effectiveness of their learning, and development programs through other 

activities and inputs. The model continues to be widely employed by organizations throughout the 

world. 

 

The model’s creators hold that hands-on experience (the 70 percent) is the most beneficial for staff 

because it enables them to discover and refine their job-related skills, make decisions, address 

challenges and interact with influential people such as bosses and mentors within the work settings. 

They also learn from their mistakes and receive immediate feedback on their performance. 

 

Employees learn from others (the 20 percent) through a variety of activities that include social 

learning, coaching, mentoring, collaborative learning and other methods of interaction with peers. 

Encouragement and feedback are prime benefits of this valuable learning approach. 

 

The formula holds that only 10 percent of workplace learning optimally comes from formal 

traditional training and other educational events, an approach that usually surprises organizations 

focused on being learning cultures.  

 

1.3.4. Styles of Learning  

The ERGA learning cycle also accounts for the fact that all learners have unique styles of learning.  

Trainers should be aware that all adults learn differently. “Learning styles” theories have evolved 

significantly over the past 30 years. Put simply, learning styles can be thought about as three broad 

categories – visual learners, auditory learners, and kinesthetic learners (based on the Visual, 

Auditory, and Kinesthetic Learning Styles model (2001). According to this model, most people 

possess a dominant or preferred learning style: 

 

Visual learners tend to: 

 Learn through seeing 

 Think in pictures and need to create vivid mental images to retain information 

 Enjoy looking at maps, charts, pictures, videos, and movies 

 Have visual skills which are demonstrated in reading, writing, understanding charts and 

graphs, a good sense of direction, sketching, painting, creating visual metaphors and 

analogies (perhaps through the visual arts), manipulating images, constructing, fixing, 

designing practical objects, and interpreting visual images 

 

Auditory learners tend to: 

 Learn through listening 

 Have highly developed auditory skills and are generally good at speaking and presenting 

 Think in words rather than pictures 

 Learn best through  lectures, discussions, talking things through and listening to what others 

have to say 
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 Have auditory skills demonstrated in listening, speaking, writing, storytelling, explaining, 

teaching, using humour, understanding the syntax and meaning of words, remembering 

information, arguing their point of view, and analyzing language usage 

 

Kinesthetic learners tend to: 

 Learn through moving, doing and touching 

 Express themselves through movement 

 Have good sense of balance and eye-hand coordination 

 Remember and process information through interacting with the space around them 

 Find it hard to sit still for long periods and may become distracted by their need for activity 

and exploration 

 Have skills demonstrated in physical coordination, athletic ability, hands on 

experimentation, using body language, crafts, acting, miming, using their hands to create or 

build, dancing, and expressing emotions through the body. 

 

By designing programs that move participants through all four stages of ERGA, all styles of learners 

will have an opportunity to deeply understand the concepts and ideas being taught. When it comes 

to actually delivering the program, it will be the responsibility of facilitators to ensure all individual 

learning styles are accommodated.  

 

To learn more about your own learning style, go the following website link: 

 

http://www.mindtools.com/pages/article/mnemlsty.htm?utm_source=nl&utm_medium=email&ut

m_campaign=11Aug15#np 

 

What is your style? How does your style effect how you teach and learn?  

 

Instructional techniques to address all learning styles  

 

We will discuss instructional strategies in Chapter 4, but the suggestions below show the relationship 

between particular strategies and learning styles.  

 

 Motivate learning. As much as possible, relate the material being presented to what has 

come before and what is still to come in the same course, to material in other courses, and 

particularly to the participants’ personal experience.  

 Provide a balance of concrete information (facts, data, real or hypothetical experiments and 

their results) and abstract concepts (principles, theories, mathematical models).  

 Balance material that emphasizes practical problem-solving methods with material that 

emphasizes fundamental understanding.  

 Follow the scientific method in presenting theoretical material. Provide concrete examples 

of the phenomena the theory describes or predicts; then develop the theory; show how the 

theory can be validated and deduce its consequences; and present applications  

 Use pictures, schematics, graphs, and simple sketches liberally before, during, and after the 

presentation of verbal material. Show films and videos. Provide demonstrations and hands-

on experiences, if possible.  

 Do not fill every minute of a training program with lecturing. Provide intervals—however 

http://www.mindtools.com/pages/article/mnemlsty.htm?utm_source=nl&utm_medium=email&utm_campaign=11Aug15#np
http://www.mindtools.com/pages/article/mnemlsty.htm?utm_source=nl&utm_medium=email&utm_campaign=11Aug15#np
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brief—for learners to think about what they have been told (reflective).  

 Provide opportunities for trainees to do something active besides transcribing notes. Small-

group brainstorming activities that take no more than five minutes are extremely effective 

for this purpose  

 Assign some drill exercises to provide practice in the basic methods being taught but do not 

overdo them. Also provide some open-ended problems and exercises that call for analysis 

and synthesis 

 Give participants the option of cooperating on activities to the greatest possible extent. 

Active learners generally learn best when they interact with others; if they are denied the 

opportunity to do so they are being deprived of their most effective learning tool.  

 Applaud creative solutions, even incorrect ones 
 

1.3.5. The Learning Pyramid 

The “learning pyramid” translates what scientists and educators know about how humans retain 

knowledge into a visual organizer. It illustrates that retention increases the more the learner’s brain 

is engaged. Lecturing participants leads to less than 10 percent retention level - knowing this, it is 

our responsibility as training designers to design programs that maximize learning. The Learning 

Pyramid shows average retention rates for various methods of instruction, 24 hours after the 

instruction period. Each person learns differently, and these are averages only, but there are a few 

important lessons to learn from the research. First, note that passive learning strategies (lecture, 

reading, multimedia, and demonstration) result in the lowest retention rates, while more active 

learning strategies (discussion, practice and application) result in substantially better retention rates. 

The more participants engage with the material and work with it themselves, the better they will 

learn. In addition, notice that the use of multiple instructional strategies will compound learning. For 

instance if visual aids accompany a lecture-based session, retention is greater. 

 

Facilitators should be mindful of this learning pyramid, and seek ways to integrate active learning 

strategies, in some form, throughout training programs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Figure 3: Learning Pyramid 
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1.4. Phased Approach to Human CD and Learning 

 

Research about how to develop human capacity in sustainable ways emphasizes the importance of 

using a phased approach, rather than relying on one-off training events, to develop and sustain 

individual and organizational capacity.  Agriteam uses a four staged approach to capacity 

development. It is grounded in neuroscience, adult learning theory, and the notion that most 

learning happens on the job. Below is an explanation of each of the four stages of the CD strategy. 

This guideline will mostly focus on capacity strengthening activities, stage 2 of the model. 
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The four stages of capacity development 

 

Stage One: Consensus building 

The first stage of the CD approach is “consensus building”.  

Consensus building is: 

 

 The process by which people come together to express their ideas, clarify areas of 

agreement and disagreement, develop shared resolutions, and/or reach consensus/common 

ground. 

 

At this stage, project staff will work with key stakeholders to reach agreement on project priorities, 

results, approaches, and strategies; and as the project gets underway, SSID staff makes sure that 

specific interventions are designed based on stakeholder needs and collective agreements. 

SSID will use a number of mechanisms to reach consensus between/among partners: consultative 

meetings and workshops; participatory road maps; awareness-raising/creation activities; gap 

analysis and needs assessments; accountability matrices; criteria to select Agricultural Technical and 

Vocational Education Training (A-TVETs) and SSI schemes; annual planning processes; international, 

regional and in-country/region study tours; and project supervisory board meetings. 

 

Stage Two: Capacity Strengthening  

The second stage of the  CD approach is referred to as “capacity strengthening”.  

Capacity strengthening means: 

 

 Developing individual competencies and attitudes, and organizational operating systems 

structures, procedures and technologies that allow people and organizations to perform 

their functions well.  

 

At this stage, project staff will work with key partner experts to develop/adapt activities designed to 

strengthen individuals and ultimately, their organizations. They will provide some training.  

 

SSID capacity strengthening interventions will take on a variety of forms: training; learning-by-doing; 

demonstrations; peer assist (learning-before-doing); side-by-side support; and procurement 

(supporting physical capacity). At this stage, SSID national and regional experts who will together 

with regional and woreda experts to carry out the work (based on agreed-upon annual plans), 

mostly side-by-side, in order to improve individual technical competencies and organizational 

performance. Training events will be designed using an experiential learning cycle.  

 

Stage Three: Capacity Application 

The third stage of the CD approach is “capacity application”.  

 

Most organizations provide training opportunities in order to strengthen individual and 

organizational capacity. Done poorly, training can waste human and financial resources. Done 

without follow up support, training interventions may be completely ineffective. Activities at this 

stage provide opportunity for individuals to practice what they have learned in real situations with 

support from SSID staff, supervisors and peers. 
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Capacity application means:  

 

 Enhanced or new capacities are applied on-the-job and to the task at hand, and when new or 

improved processes, procedures, technologies or systems are implemented to improve 

individual and organizational functioning and performance. 

 

As shown in the neuroscience research, at this stage, an individual’s use of new capacities requires 

the creation of a receptive context into which they can be applied. With a receptive context in place, 

SSID staff will employ a variety of “job-embedded” or “on-the-job” strategies to support individuals 

as they “try on” and experiment with new competencies in the workplace/work site following a 

learning experience (training, demonstration). At this stage, SSID experts will be “hands-off” as 

individuals practice using new skills at the workplace/site (offices, irrigation schemes, households). 

They will do less demonstrating of skills, and more observing, and less mentoring and more 

coaching. Understanding that most learning happens on the job is central to this stage of CD. 

 

SSID staff will provide good job-embedded support (JES) practices such as:  

 

 On-the-job/hands-on training  

 Mentoring  

 Coaching 

 Joint development of training resource materials 

 Joint field visits to SSI and MI schemes as part of diagnostic, supervision, quality control or 

practical training 

 Assistance in TOT training conducted by partner institutions at the woreda and farmer levels  

 

Regardless of the practice or strategy, any type of JES should result in experts feeling empowered 

and able to critically solve their own problems. Trust must be in place in order for such JES strategies 

to work effectively. 

 

Stage Four: Institutionalization 

The fourth and final stage of the CD approach is “institutionalization”.  

 

Institutionalization is: 

 

 Those new capacities, approaches, systems, and processes that have been successfully 

applied by an organization (or program)and are achieving the desired improvements 

become internalized and regularized within the system. 

 

At this stage, it is appropriate for interventions to be evaluated by external assessors to identify 

those interventions that support gender-responsive identification, planning, design, construction 

and management support of SSI systems and micro-irrigation schemes in a coordinated manner and 

according to an adopted integrated watershed-based approach (the project’s ultimate outcome).  
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Those capacities, approaches, systems and processes introduced by SMIS over the project’s life such 

as the PIDM approach, an enhanced irrigated agriculture extension system, hand pump construction 

guidelines, and other systems and processes will be assessed (internally and/or externally) for 

effectiveness. Institutions will adopt those capacities, approaches, systems and processes deemed 

effective at improving sector-level performance, and be prepared to adapt organizational structures 

and dedicate human and financial resources to ensure their sustainability. 

 

It takes time and ongoing support to reach the stage of institutionalization
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2. PLANNING TRAINING PROGRAMS 

Before experts begin designing and developing a training program, it needs to be carefully planned. 

Planning for trainings should take place during the annual planning period and sufficient budget 

should be allocated to training needs. Once capacity assessments have been completed (again, 

ideally during the planning period), and budget is approved, then relevant experts should develop a 

specific training proposal, to be approved by their supervisor.  

Questions that need to be answered through a training proposal: 

Purpose: Enhancing Existing Capacity among Staff 

 What are the priority capacity needs (validate through regions, or conducting capacity 

assessments, when possible (see below) 

 Set priority for the training  

 Estimate total number of participants and profession 

 Include in the annual training plan, including time and budget 

 How are women going to be included in the training (target participation: 30% of the 

participant total)? What specific strategies are going to be used to attract women 

professionals (even if they do not have all of the qualifications or experience)?  

 Is it important to conduct a training of trainers first with regional experts? How will this take 

place? 

 Who should be conducting or delivering the training? How will they become experts in the 

content of the training? 

 When should the training be delivered?  

Purpose: Introducing New Technologies or Software 

 

 Selecting the location where the technology (such as a solar pump) will be implemented 

 Discuss with regions or woredas 

 Estimate number of participants and profession 

 Annual training plan, time and budget 
 

SSID should consider using a training proposal template that addresses these questions. Please see 

Appendix G for an example.  

Some tips to consider when planning a training event: 

 If the training is a technical in nature, then the size of the group should not exceed 35-40 

people 

 Co-facilitation of training events is recommended, and should be budgeted.  A maximum of 

three facilitators should deliver one training, otherwise trainers are not engaged 

 If the training is skill-based (participants need to practice some skills during the training), 

then the training program will take longer 
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 If practical demonstrations (at irrigation schemes, farmer training centers, or in a model 

farmer’s field) or other experiential activities will enhance the knowledge or skill transfer, 

then they need to be planned and budgeted (it is recommended that technical trainings be 

70% experiential (visits to schemes, FTCs, other woredas;  solving real problems (repairing 

pumps), demonstrations, site visits,  etc.  

 Be sure that the training plan can be implemented as scheduled in all woredas; if the training 

is shortened or attached to other trainings, the quality of the training will be diminished.  

 Remember that the training event is not a “magic bullet”; it is the first stage of transferring 

knowledge and skills from the federal to the regional to the woreda level. Follow up support 

also needs to be budgeted and intentionally planned.   
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3. CONDUCTING CAPACITY ASSESSMENTS 

This chapter is designed to provide training designers with guidance about how to identify capacity 

gaps among individual staffing groups in order to design needs-driven training programs.  

 

The chapter will answer the following questions:  

 

 How can trainers carry out capacity needs assessments  

 How can competency priorities be identified? 

 

Why should capacity assessments be conducted?  

A capacity needs assessment is the process of identifying gaps between ideal performance and 

current capacity.  

 

Neuroscience and adult learning theory explain that individuals learn when the content is relevant, 

meaningful, and practical. In other words, training programs should be demand-driven, and designed 

based on participants’ real and expressed needs. Note - in a relatively new field such as small-scale 

irrigation, lengthy training needs assessment questionnaires are not necessary because it can be 

assumed that most staff do not have the requisite knowledge to carry out their new responsibilities. 

However, it is still important to confirm assumptions about what people know and to identify the 

most important competency gaps.  

 

Beyond what is understood about adult learning, many organizations recognize the value of 

assessments to ensure that their capacity interventions are relevant and will lead to benefits. It is a 

“rational process by which an organization determines how to develop or acquire the human skills it 

needs.” However, many organizations perceive assessments as complex and time consuming and 

therefore do not devote resources to the process. Training interventions are usually designed on the 

basis of common sense or the opinion of senior management. The ability to link training solutions to 

performance outcomes is the key to organizational success and conducting a needs assessment will 

support the management of scarce training resources and provide a baseline to measure the impact 

of investments in personnel.  

 

Capacity assessments can be conducted at three levels of an organization: 

 

 Organizational or institutional assessment–at this level, the assessment probes 

organizational performance including organizational capacity related to leadership, human 

resources, financial management, etc., and the enabling environment. 

 Process/department/team assessment–at this level, the assessment measures the capacity 

of a group of individuals who are responsible for the same or similar work. This level of 

assessment identifies the staffing group’s collective knowledge and skills compared to the 

competencies required of the group. 

 Individual performance assessment–at this level, an individual is assessed in relation to how 

s/he is performing on the job and in relation to the specific job description.  
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It is useful to think about a staffing group’s performance gaps within an institution’s mandate and 

goals. When designing a specific performance intervention, the gap between an institution’s actual 

performance and its desired performance should be determined.  This is the organizational level 

analysis. For example, the number of functioning small scale irrigation schemes or the number of 

irrigated acres of agriculture may be an organizational goal and indicator of performance. The goal 

inspires experts to work towards resolving shared problems or expanding good practice. As a 

consequence, capacity development interventions are seen as having real potential to contribute to 

the achievement of these goals. The assessment begins with a “need” which can be identified in 

several ways and is generally described as a gap between what is currently being done and what 

needs to happen now and in the future. Gaps can include differences between:  

 

 What organizational leaders expects to happen and what actually happens  

 Current and desired job performance  

 Existing and desired competencies and skills  

 

3.1. How to Conduct Training Needs Assessments 

A particular group of individuals who are responsible for the same or similar work (irrigated 

agriculture development agents, water management engineers, for example) can be assessed based 

on three types of competencies: 

 

 Technical competencies–knowledge, technical skills, attitudes, beliefs and value 

 Behavior competencies–competencies related to collaboration, analysis, problem solving, 

time management, interpersonal relations 

 Performance competencies–quality and quantity of work produced. 

 

Based on the SSID mandate, most training programs will be technical in nature and thus capacity 

assessments of staffing groups should focus largely on technical competencies. The required 

competencies (knowledge, skills and attitudes) for that group are examined based on their roles and 

responsibilities. (Behaviour competencies can be assessed through individual performance 

assessment processes and performance competencies are routinely measured by the Balanced 

Scorecard Process). 

 

In general, what are the steps to conducting any capacity needs assessments? 

 
1 Clarify the purpose of the needs assessment  

 What do you know? What do you think you know?  

 What do you want to know?  

 What are you trying to measure through a needs assessment? 

 What will you do with the information you collect?  

 How will you report the information? Is it user-friendly and easy to understand?  

 Are all interested groups included in planning and conducting the needs assessment?  

 Who will be responsible for the various steps?  

 
2 Identify the target group  

 Who will be involved?  
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3 Determine how you will conduct the needs assessment.  

 

4 What tools and methods should be used and who will design them?  

 

A good resource for learning about different tools is How to Identify your Organization’s Training Needs: A 

Practical Guide to Needs Analysis by J. H. McConnell (2003)  

 

Information about performance can be collected using the following:  

 Performance Standards  

 Need-to-Know Grid  

 Job Analysis  

 Competency Tests  

 Attitude assessments  

 Questionnaires  

 Focus Groups  

 Meeting  

 

The criteria used to select data collection tools should include the following:  

 Relevance and quantifiable data obtained  

 Cost  

 Time  

 Ease of use  

 Perception about the needs assessments within the institution  

 

Design and pilot a survey instrument or adopt one that already exists.  

 Are the instruments easy to use?  

 Is the format easy to summarize and analyze?  

 

 

 

5 Collect Data  

 Develop a way to collecting and collate the data  

 How do you plan to follow up with those not responding to the collection tools  

 Organize the data by key categories  

 Use data summary sheets to help determine patterns and make calculations easier  

 
6 Analyze the data  

 What are the strengths?  

 What are the weaknesses?  

 

7 Use the results---very important  

 Determine short and long term goals—use at least 3 data sources to justify each goal or 

target area  

 Develop a plan  

 Allocate resources  

 Summarize findings in an organizational needs assessment summary.  
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OFTEN TRAINING IS NOT THE SOLUTION. Some performance gaps can be reduced or eliminated 

through other management actions such as communicating expectations, providing a supportive 

work environment, undertaking induction for new employees, removing obstacles that slow down 

work progress, and providing the tools and means to complete the work. Some gaps, however, do 

require training support to build upon existing competency and skills development. This can occur in 

when personnel need information on new procedures, processes, or tools being introduced. 

 

When developing SSSID training programs, it is recommended that process/department-level 

assessments be conducted, especially if they follow closely behind organizational assessments. 

Individual performance assessments are usually the responsibility of supervisors or team leaders.   

 

3.2. Operational Level Task Analysis – Staffing Level Assessment 

There are many ways to conduct an operational level assessment on a particular expert or staffing 

group. 

 

The most participatory way to gather information is to bring representative individuals (managers 

and experts) together to discuss their staff’s needs and identify priorities. Competency gaps can be 

identified by referring to organizational mandates, business scorecard data, job position 

descriptions, and high performer’s best practices as identified in the literature, and through 

observations. 

 

The training designer can facilitate a session whereby a number of people answer questions such as: 

 

 What are the major performance gaps of this staffing group, in relation to the overall 

organization’s performance? 

 What technical tasks, related to these performance gaps, are required for effective 

implementation (use job descriptions and balanced scorecard (BSC) information)?  

 What is the current level of competence in these task areas? (high, medium, low) 

 What are the priority needs?  

 What additional actions/inputs are needed for effective implementation of XX (in terms of 

human and physical capacity) 
 

So, what is a “performance standard”?  

 

Performance standards are well-articulated through the business process reengineering Strategic 

Map, Balanced Scorecard and annual planning documents. They relate to an organization’s mandate. 

An example of performance standards for the BOA irrigated agriculture unit could be:    

 
 “support self-sufficiency of SSI farmers and to increase productivity of products through 
both rain-fed and irrigation means.” 

 

How can information about current performance be identified?  

 

Through impact assessments, annual progress reports, special reports, policy documents.  

 

What is a performance gap?  
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 A gap between existing and expected performance.  

 

Examples of performance gaps:    

 Staff do not know how to develop SSI schemes feasibility studies  

 Managers do not know how to use Microsoft Office Project Management 

 Irrigation scheduling for specific vegetables is misunderstood  

 Woreda experts cannot repair diesel pumps 

 Water user associations do not understand how to be functioning committees.  

 

Examples of skills and/ or knowledge required to demonstrate competency  

 Feasibility study guidelines and templates; reporting writing skills 

 Computer skill on Microsoft Office software  

 Guidelines on irrigation scheduling for tomatoes, onions, garlic and peppers 

 Diesel pump parts and instructions about how to repair pumps 

 Copies of the water user association proclamation and information about how it should be 

interpreted.  

 Coaching skills  

 Training skills  

 

Examples of task performers  

 Engineers 

 Agronomists 

 Horticulturalists 

 Irrigation agriculture experts 

 Gender experts 

 Planning experts  

 Monitoring and evaluation technical assistance  

 

Here are two simple, cost-efficient methods to identify capacity needs that can be easily managed by 

facilitators and/or the organization’s senior experts or managers.  

 

3.2.1. Participatory Competency Assessment 

 

1. Gather all employees who have the same job in a room with a flip charts and markers.  

2. As a group, and based on organizational mandates and strategic plans, articulate the current 

performance standard(s) for the staffing group. 

3. Provide a summary of documents (special reports, Balanced Scorecard, etc) that identify 

organizational performance gaps and ask task performers to validate findings.  

4. Brainstorm – and list - what competencies are the most important to achieving the 

performance standards.  

5. Rate (high, medium, low) the team’s performance on specific competencies. 

6. Rank competencies in terms of most important to least important in relation to the 

performance standard.  

Note: for Step 5 and 6, try to get the group to reach general agreement about rating and 

ranking competency needs.  

7. For each competency, break it down into its attitudes, knowledge and skills  
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8. Identify the most important competencies and related KSAs to address through capacity 

strengthening activities.  

9. Brainstorm solutions to the performance gaps, including training and other performance 

solutions.  

10. Identifying training priorities: for those performance gaps that will be managed through 

training, ask each person to list their ten training needs. As they list the training needs, the 

facilitator captures the training needs on the flip chart. Don't write down duplicates. 

11. When all training needs have been listed, use a weighted voting process to prioritize the 

training needs across the group. See Section 2.3. In a weighted voting process, you can use 

dots or numbers to vote on and prioritize the list of training needs.  

12. List the training needs in order of importance, with the number of points assigned as votes 

determining priority.  

13. Make sure you have notes (best taken by someone on their laptop while the process is 

underway) or the flip chart pages to maintain a record of the training needs assessment 

session.  

 

3.2.2. Competency Proficiency Self- Assessment 

Individuals conduct a self-assessment based on a competency framework, and rank their 

competency gaps in terms of priorities to them. Competencies and related skills can be provided by 

the facilitator or senior expert.  

 

This method can be adapted to allow the group, as a whole to complete and assess one competency 

matrix that represents the group’s collective competencies.  

 

Assessment Process A: Competency Proficiency Self-Assessment  

Representatives of a staffing group work with a facilitator (manager, senior technical expert) to 

assess their own competencies based on a competency framework. If the individuals within the 

group have the same or similar jobs, the whole group can identify the main competencies and 

related skills required to perform the job. Alternatively, this information can be developed by the 

facilitator prior to individuals completing the self-assessment. See the template below.  
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Competency Proficiency Self-Assessment 

Job position title:________________ 

Individual’s name: ____________________ 

Date:_____________________ 

 

Instructions: Complete the competency matrix using the proficiency definitions above. Be as honest 

as possible about yourself.  Then, based on your self-assessment, rank the competency gaps from 1 

to 5 in terms of training priority. Only rank 5 competencies. 

 

Competency Proficiency Definitions: 

1 Being Developed 

I demonstrate a minimal use of the competency and am currently developing it 

2 Basic 

I demonstrate limited use of a competency and require additional training to apply without 

assistance or frequent supervision 

3 Intermediate 

I demonstrate a working or functional proficiency of the competency to be exercised 

effectively (has working or functional command of the competency) 

4 Advance  

I demonstrate in-depth proficiency levels I am able to assist, consult or lead others in the 

application of a competency 

5.  Expert 

I demonstrate broad, in-depth proficiency; I am recognized as an authority or master 

performer in exercising the competency 

 

Competency 

Cluster 
Competency 

P
ro

ficien
cy 

(1
-5

) 

 

To
p

 five
 

p
rio

rities 

Comments 

1. To be 

developed 

by the 

facilitator or 

staff expert 

beforehand 

 

1.1 

 

 

   

1.2 

 

 

   

1.3 

 

 

   

2.  

2.1 

 

 

   

2.2 

 

 

   

2.3    
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3.3. Prioritizing Competency Needs 

Once the competency assessments have been completed by individuals, the facilitator will direct the 

group to prioritize the competency gaps in terms of most urgent training needs. Here are two 

prioritization strategies that can be used to reach consensus on the training priorities.  

 

Note: these strategies can be used for any group decision-making tasks.  

 

Tool One: Dotmocracy 

 
Purpose            

 
 For a group to rank, prioritize or otherwise make discernments within data generated in an 

assessment or workshop (from a series of issues / actions or points) 

 To identify areas of common ground and differences  

 Can be used as an aide to decision making 

 
When it is useful           

 
Suppose you have just had a series of small group presentations on issues. Using this tool, it is easy 

to add another layer of analysis, or establish priorities.” We have about 12 main issues up here on 

the wall. Which ones are the most promising ones to work on?” 

 
How it is used            

 

 Dots are used for “voting”. Each participant has a finite number of dots (votes). Three votes 

is a common number for each round of voting.  

 

Design Tip: 

A useful formula for deciding how many votes to allocate to each participant is: 

 

 Take whatever the length of the list is and allocate approximately a quarter of that as a 

number of votes. For example 12 issues = 3 votes each. 

 

 

3.  

3.1 

 

 

   

3.2 

 

 

   

3.3 
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 As part of the workshop design, facilitators pre-assign criteria for dots by colour such as 

o Green dots = most promising areas to work on to bring about change. 

o Red dots = most serious, critical issues. 

o Orange dots = problems which require more discussion, analysis etc. 

o Blue dots = problems which are cheapest to fix. 

o Black dots= problems we should work on first. 

o Etc. 

 According to what the process is you are doing, and the criteria which are most applicable, 

participants each get to vote by walking up to flip charts where the competencies are listed at 

the front of the room, and score using coloured markers or dot stickers. As an example: 

“Identify your priorities by placing dots next to the competency(s) most important to you) 

 Once all the votes are in, a useful step at this point is reflection / discussion on: 

o What sense do they make of the analysis (the scoring)?  

 There is now a visual display of another level of analysis, which could be useful to: 

o Identify the common ground action agenda 

o See what should be worked on first 

o To see that there is not in fact one common perception, but a range of perceptions 

etc. 

 Do a flip chart page that shows the top 3 – 5 priorities based on that one criteria. Check in: 

Does this reflect our present understanding of what our priorities are or what is an 

appropriate choice?  

o Yes and no are both options, and proceed accordingly.  

o What would they suggest are the implications for action and next steps? 

(Adapted from Culture of Intercultural Learning Seven Facilitator Competencies Toolbox, 2012, p.58) 

 

Tool Two: Nominal Group Technique (NGT) 

NGT is a useful technique for prioritizing issues within a group, giving everyone fair input into the 

prioritization process. This is particularly useful when consensus is important, and when a strong 

group decision needs to be made. Using this tool, each group participant "nominates" his or her 

priority issues, and then ranks them on a scale. The score for each issue is then added up to 

determine the priorities. The obvious fairness of this approach makes it particularly useful when 

prioritization is based on subjective criteria, and when people's "buy-in" to the prioritization 

decisions is needed. 

 

Steps to follow: 

 

The facilitator identifies appropriate individuals who will make final decisions on capacity gap needs. 

The facilitator will: 

 

1. Share all of the identified competency needs 

2. Facilitate a discussion about each competency need, and provide clarification. 

3. Allow participants time to consider each need in relation to their organization’s 

performance. 

4. Record the final list of competency needs on flipchart paper using letters (not numbers) to 

identify each statement. 
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5. Ask each participant to write down the corresponding letters on a piece of paper and rank 

orders the needs (with 1 being the most important).  

6. Combine the rankings of all team members. This is the group's consensus on the most 

important competency gaps. Note: the lowest total score is the group’s top priority!  

 

Here is an example: 

 

 

Assessment/Preparatory 

Phases of PIDM 

Competency Priorities 

Wubit Hune Jalal Wubishet Bob Etenesh Score 

Group 

consensus 

priorities 

A Pre-feasibility studies 5 3 3 3 5 3 22 
 

B 
Community-awareness 

campaign 
2 4 2 1 4 4 17 2 

C Feasibility studies 4 5 5 4 1 1 20 3 

D 
Preparation of the 

Feasibility Reports  
1 1 1 2 3 2 10 1 

E 
Participatory Design 

Scheme Process  
6 2 5 5 6 5 28 

 

F 

Preparation of the 

Agriculture Development 

Plan 

3 6 6 6 2 6 29 
 

 

3.4. Gender Considerations when Designing SSI and MI Training Programs 

The Ministry of Agriculture has made strong policy commitments to supporting gender equality and 

addressing gender discrimination that puts rural women farmers at a greater disadvantage than 

male farmers. It has set some concrete gender goals and sector priorities including gender targets 

(e.g. to target at least 30% of FHHs in all extension services). It has shown leadership in addressing 

gender issues for the whole Government of Ethiopia. It developed gender mainstreaming guidelines 

(2013) for all agricultural sectors and the Women’s Affairs coordination system. Guidelines cover all 

capacity building elements of the natural resource management system and watershed and small 

scale irrigation schemes; agricultural technical and vocational educational training system, 

agricultural extension system; Ethiopian horticulture development system, information and 

knowledge management systems, and agricultural inputs system.  

 

Conducting a Gender-Based Analysis 

 

Gender issues need to be considered at the very early stages of developing and scheduling SSID 

training programs, regardless of who is to be trained (women and men public servants, women and 

men beneficiaries, others). When training designers are developing capacity assessments and 

identifying competency priorities, gender issues must be assessed.  What are the gender issues in 

relation to the training topic? How can training designers find out: 

 

 Meet with gender focal persons in the Ministry to discuss the topic 

 Talk to woreda experts and DAs, including women  
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 Review relevant literature (see for example, the following review conducted for SMIS: 
“Gender Review of Small Scale and Micro Irrigation and Agriculture in Ethiopia: Key Gender 
Issues, Constraints and Institutional Responses Relevant to the Design of Canadian/Dutch 
Gender-Responsive SMIS Project”, Waller, K., Beyene, T., Shiferaw, W., Mohammedadem, H. 
and Berhana, T. (2015))  

 

Gender issues related to SSI may include women and men’s differential participation in, or access to: 

  

 irrigation scheme selection 

 voluntary land donation process 

 grievance redress mechanisms 

 social accountability processes 

 irrigation water user associations 

 extension services, agricultural inputs, micro-credit 

 market access  

 access to inputs – motorized pumps, fertilizer, seeds, cash.  

 

What are other gender issues related to small scale and micro-irrigation? Gender issues related to 

training topics need to be carefully integrated into the training design. Women and men’s preferred 

learning modalities should also be considered by training designers, especially modalities preferred 

by women farmers.  

 
Teaching Women Farmers 

Research about how women farmers learn is summarized below, and should be considered when 
designing training programs for farmers.  Specific accommodations need to be in place to meet 
women’s preferred learning needs. Consider the findings of the 2015 Women and Youth 
Agency/ATA assessment:  
 

The WYAD/ATA 2015 study consulted women farmers directly about their needs and interests in 
agricultural extension services. These recommendations include irrigation extension. Women, especially, 
preferred informal extension approaches since this option organizes women-only extension groups and 
introduces women friendly technologies. Moreover, women often get extension services from informal 
sources, such as their neighbors, peer groups, social networks (farmer based associations) and in limited 
scales from husbands. Even though development groups and 1-to-5 networks are favorable structures for 
promoting extension services, the WYAD/ATA study found that many were not functional in many regions 
(WAD/MoA/ATA 2015). Women’s preferred extension approaches to have: 

 

 Practical demonstrations to practice the learned skill followed by on the job training  

 Experience sharing sites to further  observe best practice san learn 

 Women friendly training such as facilitated in local languages, close to their locality and in the right 
time and season, and illiterate-friendly with lots of illustrations and demonstrations; no lecturing 
approach 

 Use of electronic media such as radio or mobile phones to share agricultural information, dmean and 
supply status, input supple, distribution and price updates, use of illustrative posters and stories of 
farmer role model son radio 

 House to house advisory services to allow women to openly express themselves and to communicate 
their ideas and to not take up as much time; near their cooking and domestic chores; preference for 
female DAs 

 Focus on women friendly technologies and enterprises – to design demonstrations ,training and 
experience sharing visits based on their enterprises such as fruits, vegetables, poultry management 
and ruminants fattening and dairy [y production; and support made through value chain platforms 
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linked to markets 

 Women only development groups to meet every week and to focus on common concerns and 
interests; to work as a platform to be exposed to new practices from other women and to share 
experiences and should be facilitated by female DAs. 

 
Women stated that they did not like training being given along with men in the same group; do not 
appreciate formal trainings in classrooms in foreign languages; participating in demonstrations focused on 
male-biased technologies such as mold-board plows, chemical calibration and application and did not 
appreciate the daily 1-5 army meetings (MoA/ATA 2015: 13-14). These are important strategies for the 
SMIS’ support to irrigation extension services. (Gender Review of Small Scale and Micor Irrigation and 
Agriculture in Ethiopia, 2015) 

 

3.5. Next Steps 

When the right people are part of the capacity assessment process, the training program will reflect 

the real needs of the participants. This work contributes to reaching consensus about the 

importance of the training and a commitment by target participants to making individual and 

organizational changes as a training output.  

 

Once the facilitators and/or group of individuals have identified the most important competencies to 

be addressed in a training program, then the individuals responsible for developing the material can 

proceed with the heavy work of developing the training program, including facilitator notes, 

participant guidelines, and power point slides.
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4. DEVELOPING TRAINING PROGRAMS 

This chapter explains one way to develop training programs based on adult learning principles (and 

validated by neuroscience) as discussed in Chapter 1 and in relation to learning styles. There are 

several experiential learning cycle processes used today of which ERGA is  one example. The most 

important consideration when developing training programs is that adults participate and reflect 

upon the learning process. 

 

Information in this chapter is based on the assumption that training interventions are required to 

address performance gaps as identified through the capacity assessments. It focuses on the second 

stage of the four-stage capacity development approach: capacity strengthening.  

 

The chapter will answer the following questions:  

 

 Who should design training programs? 

 Who should develop training programs? 

 What format of training should I use to achieve the results? 

 How do I use ERGA to design learning units? 

 What instructional strategies can be used to deliver technical knowledge? 

 What training materials should be developed to ensure high quality delivery and rolling out? 

 

Who should design SSID training programs? 
 

Designing a training program is a different skill set than developing the program. Designing training 

involves thinking at a high level, and mapping out how competencies should be sequenced in a way 

that will deepen the learning for participants. Experiential instructional designs require more time.  

Ideally, technical working groups that represent key stakeholders should convene to map out the 

competencies to be taught, and how they should be taught. However, this technical group should 

not be responsible for actually developing the training program. 

 
Who should develop SSID training programs? 
Ideally, like the capacity assessment process, developing SSID training programs should be a 

collaborative process involving a lead, 2-3 experts, and as necessary, consultants. The development 

team should be small in number. The material can be divided among the developers with a view that 

one person will be responsible as final editor to bring the material together and finalize it.  

 

4.1. Types of Training Formats 

Based on the competencies to be addressed, what training format should be used to achieve the 

learning among the target group? Here are some choices: 
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Type of training Description 

Awareness-raising  

Participants are introduced to a large amount of information in a general way. 

The objective is not deep learning but an understanding of the importance of 

the concepts in relation to organizational performance. This type of training 

usually targets leaders and managers. Awareness– raising events are usually 

half to one day long and include a lot of facilitated discussions among 

participants.  

Technical training  

Participants gain new knowledge and skills in a particular technical area. This 

type of training usually targets regional and woreda experts. Such training can 

be 2 – 10 days long and results in deep knowledge. (70% practical/30% 

theoretical) 

Refresher 

Refreshers should follow technical training (some months after the initial 

training), as needed. Refreshers are designed to review or elaborate on 

competencies taught during the technical training, particularly those 

competencies most difficult to understand and/or most challenging to apply in 

the workplace. Refreshers are usually a half day to two days in duration. 

Workshop  

As the title denotes, workshops emphasize the exchange of ideas and the 

demonstration and application of techniques and skills. It emphasizes problem-

solving, hands on training and requires the involvement of participants.  

 

As will be discussed in Chapter 4, all approaches to training requires some balance of both 

facilitation and training skills.  

 

4.2. Experiential Learning Model: ERGA 

Experience, Reflection, Generalization and Application (ERGA) is an experiential learning model that 

describes the stages of learning based on adult learning principles. It is rooted in David Kolb’s work 

on how adults analyze an experience in order to understand and apply it to new situations. It also 

builds on the notion that learning is a gradual, graduated process.  

 

According to Kolb, individuals experience four stages of learning: a) has some sort of concrete 

experience, b) observes and reflects on this experience, c) analyzes and generalizes the experience, 

and finally, d) applies what has been learned to new situations. This is an inductive method of 

learning and the way most adults naturally learn every day. When learning experiences are designed 

based on these four stages, learners together with other learners construct new knowledge through 

the process of inquiry and reflection. Most hard and soft capacities can be well-understood when 

taught through a graduated learning experience such as ERGA.  

 

ERGA is structured around distinct stages that move from individual experiences to learning 

application. Information is introduced at its most essential element and becomes more complex as 

learners gain deeper understanding. 

 

 

 

The four stages of ERGA are: 
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Figure 4: Stages of ERGA 

 
 

ERGA can guide the overall training plan plus individual learning units or sessions.  

 

Let’s look at each learning stage in more detail.  

 

Experience: 

Adults learn best by both doing and from experience. At this stage of learning a new concept(s), an 

activity that builds on new or existing experiences is planned. The activity can be a real experience in 

which the learners experience something like a team building exercise (trust walk, for example), role 

play, or a case study (example: one person’s story about being inducted into the civil service). The 

experience could involve learners practicing a skill, creatively solving a problem, analyzing an existing 

situation, conducting a self-assessment, or having a new learning experience. 

 

The activity could also be an “evoked” experience where learners remember an experience from the 

past (“Think about when you were inducted into your current job.... Write down all of the positive 

aspects of that experience.”)  

 

For learning to occur, individuals need to actively participate in the experience. 

 

Reflection (What?): 

At this learning stage, it is useful for learners to pause and reflect on the experience. Rather than 

telling participants what happened, the facilitator asks questions designed to encourage learners to 

de-construct the experience themselves. The learning becomes more meaningful.  
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Sample reflection questions: 

 

 What happened? 

 What did you notice or observe from that experience?  

 What was particularly interesting or significant about the experience? 

 What was challenging, what went well? 

 How did you feel about what happened? 

 

Participants can respond to the questions as a whole group, in small groups, or in writing. These 

questions need to be constructed in advance.  

 

Generalization (So what? What does this mean for you?): 

Generalizing involves abstract conceptualization. It is learning that moves beyond reflecting on first-

hand experience or knowledge about an idea or concept(s) to a more general perception about the 

concept. At this stage, learners need to draw conclusions, see patterns, or formulate rules or 

theories, all based on the experience. How can this learning be generalized to other situations? With 

the staff induction example, at this stage of the learning cycle, learners generalize about the 

importance of a systematic staff induction process.  

 

For designers, activities that build in opportunities for learners to summarize key ideas about the 

concept(s) or principles will reinforce the learning and support their storage and recall of the new 

information.  

 

This is also the stage when new information can be introduced. The information may be in the form 

of a mini-lecture or through sharing relevant documents (for example, the Government of Ethiopia 

(GoE) Civil Service Induction Guidelines). 

 

Remember: A mini-lecture is a short presentation that transmits information from the facilitator to 

the audience. When designing mini-lectures, it is useful to plan key points that are logically-linked. 

Periodic review of the lecture content, through asking questions, will “lock in” the learning for 

participants. Adults can focus on a good presentation for about 20 minutes. After that, they may 

stop listening or attending. Presenters should make key points and elaborate only when it appears 

necessary.  

 

Sample generalization questions: 

 

 What does this mean for you? 

 What are you learning or what is reinforced for you? 

 What does this suggest about the concept, the group, and you as an individual? 

 What could we generalize from this? 

 How does this concept/topic affect different target groups (women/ men; people from 

different ethnic groups; people with disabilities, etc.) 

 What impact might this have on your situation? 

 How is this like (or not like) another experience you have been through? 
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Application (Now what?):  

At this stage of the learning, learners either use the new learning, or plan a way to use it. This is the 

deepest level of learning. Returning to the staff induction example, learners could develop guidelines 

for a staff induction program and identify ways these guidelines can be applied in their workplace. 

 

Sample application questions: 

 

 Now, what would you do in a similar situation in the future? 

 How do you want to do things differently in the future? 

 How might you adapt this approach to your own situation, with consideration to diverse 

target groups (men, women, ethnic groups)?  

 What challenges would be experienced in adapting this to your present situation? 

 What knowledge or skills can you transfer from this activity to your work? 

 

When using ERGA to design learning programs, be sure to plan adequate time for all stages of the 

learning cycle. The time allotted for the experience should equal the time allotted for the other 

three stages: Time for experience = Time for reflection (R + G + A).  

 

4.3. Training Goals and Learning Outcomes 

Training program developers need to plan training with the “end in mind”. They need to ask 

themselves, “What will learners be able to do differently at the end of the training course (and in 

line with priorities identified through the capacity assessment)”? 

 

A general training goal should be created for the overall training program.  

 

- What is the difference between a goal or objective and learning outcomes? 

 

Training goals are clear and concise statements that describe the intended outcomes of instruction.  

 

Training goals are a specific statement about what the participants will know or be able to do at the 

end of the training. Goals should be developed for the program and explain the overall expectations. 

Goals or objectives are intended results of instruction and describe what the responsibilities of the 

instructor. 

 

Learning outcomes represent the competencies that learners can expect to demonstrate after 

completing the instruction. Outcome statements should be specific, observable, and measurable.  

 

Learning outcomes describe discrete units of learning and should be stated at the beginning of each 

session or unit of the training. They articulate exactly what the participants should be able to do at 

the end of the learning unit.  
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Overall Training Goal Formula: 

 

To + verb to show direction of change (improve, strengthen, build) + what will change 

(ability, knowledge, understanding, comprehension, capacity, abilities, skills) + for who 

(people, organizations, groups) + what will be learned  

 

Example: To + improve + the competencies + of SSID staff + to design, develop, deliver and 

monitor training programs 

 

Learning Outcome Formula:  

 

Conditions under which learning will be demonstrated + who (the specific target group) + 

verb (Bloom’s Taxonomy) + what will be learned.  

 

Examples:  

By the end of the session + irrigated agriculture experts + will be able to construct + learning 

outcome statements.  

 

By the end of the session, + engineers + will be able to analyze + feasibility studies for 

quality. 

 

By the end of this training, + engineers + will be able to use + the Microsoft Project 

Management software program to manage SSI projects. 

 
 

A learning outcome describes the learner’s expected level of performance (what the learner will be 

able to do and how s/he will demonstrate the knowledge, skills or behaviors) by the end of the 

unit/program. It describes results, not processes. 

(adapted from Harriman, E-Learning Resources) 

 

Designers need to ask, “What will the learners be able to DO by the end of this program/session?” 

Learning outcomes are statements that indicate what the participant will know or be able to do 

upon completion of the activity, course, unit, workshop, etc. Outcomes are usually expressed as 

knowledge, skills or attitudes. 

 

Learning outcomes are statements describing a desired condition. 

 

 Focus on the participant’s behavior to be changed 

 Serve as a guide for managing content, instruction, and/or the evaluation 

 Identify specifically what should be learned 

 Inform participants what will be accomplished 

 

A learning outcome should answer: 

 

 What did the participants learn? 

 How do we know it? 
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Learning outcomes must be: 

 

 Achievable/ completed by the participant in the training 

 Observable 

 Measurable 

 

The learning outcomes act as “buckets” for the content of the learning unit. By identifying these 

early on, the content is very clear. Brainstorm as many ideas, topics, and activities as can be to fit 

into each bucket. Then select ONLY the two to three most important topics and/or activities within 

each bucket. 

 

This is the content—nothing more. It’s important to remember the adage: Less is more! 

 

It is very common for many facilitators, especially those tasked with disseminating complex technical 

knowledge, to try and squeeze all the content into a limited amount of time. The tendency is for 

designers then to begin to lecture, and as noted in Chapter 1, learning and retention declines under 

these conditions. It is more important to understand some concepts deeply and being able to learn 

through self-discovery. 
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4.4. Learning Road Map 

What is a learning road map? It is a road map for learning based on the four-stage experiential 

learning model. A learning road map helps facilitators move learners through ERGA. It is a planning 

tool that guides the development of learning for every learning outcome.  

 
To use the learning road map, designers will: 
 

1. Write the learning outcome for the session in the centre of the map.  

2. Decide on a learning “experience”: a hands-on exercise that provides a new challenge or 

builds on the experience of participants. 

3. Carefully construct powerful reflection questions. 

4. Carefully construct generalization question (s). 

5. Carefully construct application questions. 

 

In general, when planning each session, remember that learners should spend equal time on the 

experience stagewhen compared to reflection, generalization, and application stages combined. 

 

A typical training program can have many learning roadmaps. 

 

On the next page is a learning road map template.  
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Figure 5: Learning Road Map Template 
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Figure 6: Water Well Drilling Techniques Road Map 

 E: Experience 

 

On-farm demonstration: 

Facilitator takes small group of 

engineers to farms (nearby) 

where different techniques 

have been used to drill wells.  

 

A: Application 

 

Action plan: Participants 

specifically plan when they will 

provide training to farmers on 

the tube well drilling 

techniques. 

Learning topic: Tube Well 

Drilling Techniques 

 

Learning outcome Engineers 

will be able to explain four 

different drilling techniques for 

water wells 

 

Time allocated: 4 hours 

R: Reflection  

 

(back in classroom and whole 

group discussion) 

 

What did you notice about your 

learning during the 

demonstrations? What type of 

well do you prefer to 

demonstrate? Why? What was 

the most important skill you 

learned during the 

demonstration? 

 G: Generalization 

 

Refer participants to the 

manual well drilling guideline. 

Ask them to read the section on 

tube well drilling techniques 

 

Question: Which technique  
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4.5. Other Design Considerations 

Once the road map for each unit is planned, designers should consider other factors relevant to 

learning. Designing a training program should include identifying strategies which best meet 

individual and group needs based on the training objective and specific learning outcomes. 

 

For every unit of learning, designers should ask themselves:  

 

 What specific competencies will be taught?  

 At each stage of the learning cycle, what activities support learning the competencies? What 

materials will be needed?  

 How can the overall experience be exceptional? 

 What problems are anticipated and how will they be managed? 

 

To address the above questions, facilitators will brainstorm possible activities that respond to the 

learners’ needs and are relevant to the objectives of the session. They should be selected based on 

what is known about the participants and about learning styles. Finally, for each session, the 

materials required, the room set up, and the timing need to be meticulously planned.  

 

4.6. Designing Questions 

One of the most useful skills facilitators can develop is that of asking questions. Competent 

facilitators use questioning intuitively throughout the session, for a variety of purposes. On one 

level, asking questions is very easy, all people do it; yet there is skill and understanding needed in 

order to express questions clearly and to probe appropriately following a participant's response. 

 

Questions should be designed in a way to uncover the tacit knowledge and practical experiences of 

the target groups in order to motivate and encourage participation. Some basic classifications of 

questions will help draw attention to the different uses of questions. Good questions encourage 

participants to think and reflect. This is often best accomplished through open-ended questions 

which are directly relevant to the working context. The following are sample open ended questions. 

 

Question for clarification 

What do you mean by XXXXX ? 

What is your main point? 

Could you put it another way? 

Probe assumptions 
What are you assuming? 

What could you assume instead? 

Probe reasons and evidence 
What would be an example? 

Could you explain your reasons to us? 

Probe implications and consequences 
What effect would that have? 

What is the alternative? 

Viewpoints or perspectives question 
How would other groups of people respond? Why? 

Can anyone see this another way? 

 

Questions should be prepared in advance, especially for the reflection and application stages of the 

learning session, and be noted in the Facilitator’s Notes.  
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4.7. Gender and Nutrition Considerations When Developing Training Programs 

For training designers, it is important to think about how to integrate gender and, where appropriate 

nutrition considerations, into the content of the training program. Gender experts must be involved 

in the design and development of all SSID training programs. Their role in contributing to the design 

and development of the program, from the earliest stage, ensures that relevant issues are 

incorporated into the training documents. Their involvement must be intentional - and they should 

be included in both the development of guidelines and other technical document and in the training 

programs designed to disseminate knowledge and skills related to these guidelines.  

 

4.8. Choosing Appropriate Instructional Strategies 

Capacity strengthening interventions based on an experiential learning cycle include opportunities 

for learners to experience and share their learning, knowledge and life experiences with their peers. 

This experience-sharing is highly motivational. Asking powerful questions encourages both thinking 

and collective sharing.  

 

Lectures (accompanied by skill drill exercises) and on-farm demonstrations are among the most 

common strategies used to transfer technical knowledge.  Done well, these strategies can be 

engaging and participatory.  
 

Lectures 

Technical knowledge on small scale irrigation and micro irrigation needs to be disseminated to a 

number of target organizations. One of the most common ways of sharing technical or theoretical 

knowledge is through lectures or presentations. When prepared thoughtfully, a presentation can 

inform, persuade, inspire or even entertain participants. Trainers need to spend time to properly 

develop and practice presentations.  

 

When planning to give a lecture, trainers should use simple process such as:  

 

 tell them what you are going to tell them 

 tell them 

 tell them what you have just told them. 

 

Tips for preparing lectures that engage the learners: 

 

 Related to Section 3.6 above, facilitators should ask questions throughout the lecture, so 

that the lecture becomes more of a conversation. Asking trainees to raise their hands (for 

example, "What is the direction of the data: increasing? decreasing?") is easier than asking 

them to speak. Questions with surprising answers can engage trainee's interest (for 

example, "How much land has the potential to be irrigated in this region?”) Generally, 

questions are more evocative if you are not looking for one right answer. The most fruitful 

questions are thought-provoking and, often, counterintuitive. For example, “What biases 

might influence individual water analysts (engineers, for example) about water realities?” 

 Pause in the lecture after making a major point. Show trainees a multiple-choice question 

based on the material you have been talking about. (Example: "If the incidence rate of 

tuberculosis (TB) increased due to an increase in immunocompromised AIDS patients, but 
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the duration of tuberculosis infections remained the same, the prevalence of TB would a) 

increase, b) decrease, or c) not change.") Ask trainee to vote on the right answer, and then 

turn to their neighbors to persuade them of the answer within the space of two minutes 

(talking to a few people is easier than speaking up in a large group). When time is up, ask 

them to vote a second time. Usually far more trainees arrive at the correct answer when 

voting the second time. 

 Invite challenges to the ideas. This can lead to lively debates and shows that trainees are 

thinking and engaging with the material. Also, invite questions. 

 When someone asks a question, instead of the trainer answering it, ask for an answer from 

other members of the class. In a large group, always repeat a question or paraphrase a 

response before going on, so that all participants can hear and understand 

 Stop the lecture and ask students to write for one or two minutes in response to a particular 

question. Then ask them to discuss the question. The writing will give everyone a chance to 

think about and articulate a response, and may enable broader participation. 

 Allow time for questions at the end of lecture. Ask if there are any questions or if students 

would like to have a point clarified 

 At the end of your lecture, or at any other appropriate stopping point, give students a one-

question "quiz," based on the material just covered in the class. Ask them to answer the 

question collectively. 

 Do a one-minute paper at the end of class. In this exercise, students write down what they 

consider (a) the main point of the lecture and (b) the main questions they still have. You can 

use some of these questions to begin the next session.  One advantage of this technique is 

that participants may listen more carefully. 

 

Brain drift: Research has shown that after listening for more than 15-20 minutes to a lecture, most 

people have difficulties maintaining their concentration and tend to drift away. Brain drift must be 

kept in mind when planning a lecture. 

 

Restrict lectures to a few main points. The input is more successful, if participants remember 5-7 

general points, than if they only remember 1-2 very detailed ones. 

 

To help learners to remain concentrated and to follow the information, provide good and clear visual 

aids or flip charts in combination with reference to the participant material (that may include well-

structured handouts) that summarize the contents of the lecture. See Chapter 2 for more 

information.  

 

On-farm demonstrations  

Demonstrations are a mode of training that can fit within a training program and which should 

follow the usual principles of learning by objectives i.e., the demonstration must have a clear 

purpose. The participants must know why the demonstration is being presented and how they will 

be able to apply the learning. As always, the participants are expected to participate actively in the 

exercise. To make this effective, the number of participants should be low. (AGP CB Manual, p. 18) 

 

Pre-demonstration activities  

 Define purpose and expected results of the technology demonstration  

 Identify appropriate demonstration sites and timing  
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 Develop demonstration protocol – set of activities and procedures for technology shows  

 Develop information/take home materials – flyers, information pack  

 Develop tools for documenting the demonstration process and results – feedback recording 

sheets, photo documentation, interview guides  

 

During demonstration activities  

 Make sure that the technologies are operational  

 Provide background information  

 Demonstrate the installation and operation of the technologies in question  

 Give plenty of time for participant practice (if possible), discussion and feedback  

 Document questions, concerns and feedback  

 

Post-demonstration activities  

 Report on process and outputs of the demonstration event  

 Work on feedback and questions raised during the demonstration  

 

There are many other strategies trainers can use to disseminate knowledge and skills to participants 

in an engaging, participatory manner. The following table includes some examples. 
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Table 1: Types of Instructional Strategies 

Types of Instructional Strategies Description Suggested uses  

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  

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 
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Types of Instructional Strategies Description Suggested uses  

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 

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. 
 

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  

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 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 

Note: watch this video to learn about how to use effective brainstorming techniques: 
https://www.youtube.com/watch?v=9K8W4ooygUU 
 
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,  

https://www.youtube.com/watch?v=9K8W4ooygUU
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Preparing group activities during the designing of a training program is imperative for sharing 

experiences and capturing the perspective of all participants. The group size should be small (four to 

six participants) and manageable to make the discussion focused and provide opportunity for 

everyone to speak.  

 

Linking topics and units 

When designing the learning process training course topics should be linked unit by unit to keep the 

flow coherent and easily understood by the participants. The link between topics determines 

whether the attainment of learning objectives is on the right track or not. The facilitator/trainer 

should transition from one topic to the next while still reminding participants of previously covered 

topics. In so doing the link between the current and the previous topics is maintained. Linking back 

and forward is required during the facilitation process to ensure the scope of the learning and the 

level of understanding are strengthened and enhanced. 

 

Planning discussion points 

During the training design phase, planning the discussion point is a key role of the 

designer/facilitator. Discussion points should be prepared in the form of a checklist or questions 

intended to inspire and stimulate participant discussions. The purpose of planning discussion is to 

deepen the learning process and clarifies concepts raised during learning topics. When planning, 

there is a need to identify the discussion point, including the methodology, in order to facilitate the 

discussion process. Think-pair- share, mind mapping, force filed analysis, role play, fish bone 

diagram, generative dialogue and question and answering can be used as methods of implementing 

the discussion plan.  
 

Preparing for a discussion: 

A discussion can be an excellent learning activity if it is well designed during the design stage. 

Careful preparation is important in determining the success of a discussion: 

 

 Decide on the learning objectives for the discussion 

 Decide if a discussion is the best way to accomplish the objectives 

 Plan a list of open-ended questions which will help to guide the discussion. You may not 

use all of the questions, but planning in advance makes it easy to keep the discussion 

going as it unfolds 

 Plan for how to ensure that multiple perspectives are examined. A discussion with only 

one point of view is no better than a lecture  

 In advance, summarize the main things you want the learners to come to know through 

the discussion. 
 

During the discussion, guide learners towards these knowledge outcomes. Once the preparation of 

discussion points are completed, facilitating the discussion using a variety of facilitation skills and 

tools is vital to achieving the purpose of the discussion. 

 

4.9. Developing Teaching and Learning Materials 

As noted at the beginning of this chapter, it is common practice for training programs to be designed 

by consultants and technical experts, and then delivered by other FS staff. To ensure quality control 
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as these programs are cascaded down, usually to all 300 plus woredas, the teaching and learning 

materials need to be explicit and clear. Comprehensive facilitator’s guides, in particular, are central 

to effective delivery. 

 

Facilitator’s Notes 

Facilitator’s guides are developed for the purpose of guiding facilitators on how to implement the 

content of a program. In good facilitator’s guides, the content is organized into discrete units or 

sessions based on the main competencies or topics. Each unit presents the content logically, moving 

from individual experiences to shared learning and application (ERGA). Probing questions are 

suggested and key learning points are made explicit. Facilitator hints or tips prepare facilitators for 

possible challenges to delivering the unit.  

 

Facilitator’s guidelines should include the following:  

 

 Purpose of the training and of the learning activity  

 Agenda (proposed) of the training program 

 Building collaborative environment activities/exercise 

 Learning outcomes and objectives  

 Preparation 

 Performance tasks or assignments for participants to carry out post-training 

 Post-training evaluation for participants 

 Additional readings on the topics to prepare the facilitators  

 

How the facilitators plan to teach each competency should be explained through a learning unit 

template. Each unit of learning should include the following information: 

 

 Unit title 

 Learning outcome 

 Time allotted for the unit  

 Material required 

 Experience questions and activities  

 Reflection questions 

 Generalization activities 

 Application activities.  

 

Note: the ERGA learning cycle process will be explained in more detail in Chapter 4.  
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The template can look like this: 

 

NUMBER AND TITLE MODULE 1.1  (INDICATES DAY AND TOPIC SEQUENCE) 

MATERIALS REQUIRED  
 
 

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

 

LEARNING OUTCOMES  Participants will: 

 Understand …. 

 

 Be able to demonstrate…  

SUGGESTED APPROACH 

 

 

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

deliver the training unit. Bullet points are useful.  

 

See an example of facilitator notes for one lesson as Appendix D.  

 

 

 

 

 

 

 

 

 

 

Participant materials 

SSID training programs will usually be designed around guidelines and other resource documents 

related to small scale irrigation and micro irrigation. Participants will receive copies of these 

documents as part of the training activity. They can be used throughout the training and as 

reference following the program.  

 

A participant book should not be confused with a workbook, which has limited information and no 

further use beyond the training program. 

 

Power point slides 

Power point slides, if used properly, can be an effective means of complementing information 

delivered orally. However, PowerPoint has some serious limitations. Since the sequence of slides is 

set in advance by the facilitator, most facilitators tend to follow their slides as a script, and thus slide 

into a lecture style presentation that typically fails to engage participants. Therefore, it is important 

for facilitators to remind themselves that slides are not facilitator notes. The purpose of slides is to 

help participants remember key ideas.  

 

When preparing power point slides, consider the following points: 

 

 Minimize the use of text (words). Use pictures or graphics to tell a story.  
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 Do not overload your slides with too much text or data.  

 FOCUS: key words only,( what do you want people to remember) 

 No more than seven words and seven lines on a slide. 

 Make sure the font size is 28+ font and use bold for titles. 

 Keep a logical flow and sequence.  

 Try to use no more than 10 slides per session 

 Make sure that backgrounds don’t distract from the information 

 Use contrast: light on dark or dark on light. 

 Consistent backgrounds add to the professional look of presentation. 

 Sounds, transitions, animations can be distracting so use sparingly. 

 Number your slides and give them a title (adapted from Slane, M. 2006). 

 

Developing training materials takes a very long time. The investment is worthwhile if the materials 

are used as they are intended and the training is being scaled up by a number of facilitators. 



4. DEVELOP TRAINING PROGRAMS 

Approach to Facilitation and Training Guidelines Agriteam Canada Consulting Ltd 
Small Scale and Micro Irrigation Support Project (SMIS) 55 January 2019 

5. IMPLEMENTING AND EVALUATING TRAINING EVENTS 

The previous chapters dealt with how consensus is built during the CD planning process and how CD 

materials are designed and developed. This chapter deals with implementing and delivering the 

agreed CD activities using creative and collaborative facilitation techniques. CD activities should be 

delivered in the form of innovative, learner centered programs that incorporate opportunities for 

creativity and collaboration among participants. A variety of tools and techniques should be used to 

make the event interactive and to ensure skill and knowledge is shared in the most effective and 

efficient way needed to address identified gaps. The format of the program will depend upon these 

capacity gaps. Some programs can be developed in a modular format moving from simple concepts 

to more complex, with short time intervals between each module. User-friendly resource materials 

such as the Facilitator’s Guide and Participant Book are required to ensure quality and sustainability 

of the training programs. Joint planning with responsible institutions and individuals is crucial. 

 

In this chapter, the following questions will be answered: 

 

 What is the difference between facilitation and training? 

 How can facilitators be well –prepared to deliver training? 

 How can trainers manage the training event? 

 What is an ideal group size? 

 How can facilitators set up the venue for optimal learning (including logistics, room 

arrangement, group size, difficult participants, and use of flip charts)? 

 How can trainers monitor and evaluate the training event? 

 

5.1. Facilitator and Training Competencies 

To be a good at training and facilitating requires time and experience, and learning by doing is the 

best way of becoming competent. The most effective trainers and facilitators have a range of key 

characteristics. 

 

The terms training and facilitating are often used interchangeably when, in fact, they differ 

depending on the purpose of the activity.  The purpose will determine the structure of the session 

and the skill set needed to deliver it. In pure terms:  

 

 The purpose of a training session is to transfer knowledge and skill.  

 The purpose of a facilitated session is to move a group of people through a process to reach 

an end result (work plan, strategic plan, policy development) 

 

5.1.1. Training and Facilitating 

 

What is training?  
Training is about "creating learning experiences" where participants develop knowledge and skills 
through their active involvement in the learning process and repetition of the covered material.  
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As discussed in Chapter 3, a trainer delivers the course in such a way that the learners always have 

to do something besides listening to a lecture - be it a brainstorming activity, small group exercises, 

analyzing a case study, or any other activity aimed at experiential discovery.  

 
What is facilitation?  

Facilitation is any activity that makes tasks for others easy. Facilitation focuses on the experiences 

and activity of the learner. Within a framework and by using group processes and strategies, 

participants explore and learn by creating their own content. Facilitation is not just about the 

acquisition of knowledge, skills and abilities; it is also about group process and shared learning.  

 

A facilitator helps a group of people understand their common objectives and assists or guides them 

to plan to achieve these objectives without taking a particular position (content neutral) in the 

discussions. Some facilitator tools will try to assist the group in achieving common ground or 

consensus as a basis for future action.  

 

"The facilitator's job is to support everyone to do their best thinking and practice. To do this, the 

facilitator encourages full participation, promotes mutual understanding and cultivates shared 

responsibility. By supporting everyone to do their best thinking, a facilitator enables group members 

to search for inclusive solutions and build sustainable agreements" – Kaner, S. 2007, p. 32)  

 

5.1.2. What is the difference between facilitation and training?  

Some organizations call their trainers "facilitators” and this is meant to be shorthand for "facilitators 

of learning." However, is "facilitator" really an appropriate term when the "facilitator" exclusively 

lectures and uses Power Point? Is facilitating a strategic planning session and teaching someone how 

to do that really the same thing?  

 

Good trainers and facilitators share many characteristics and behaviors. However, the role of trainer 

and facilitator are different and it is important to distinguish between them.  Most adult educators 

use "train" as an umbrella term for what they do and most trainers “facilitate” learning sessions for 

participants. Group facilitation (adapted from Schwarz, 1994) is: 

 

“A group facilitator is a person who is acceptable to all members of the group, substantively 

neutral and has no decision-making authority who intervenes to help a group improve the 

way it identifies and solves problems and makes decisions, in order to increase the group’s 

effectiveness”  

 
Table 2: Difference between facilitation and training 

Facilitator (facilitating) Adult Educator (trainer) (training) 

Is not necessarily a content expert. Is a content expert. 

Is an expert in many forms of group processes 

(including inter-and-intra-group conflict 

resolution, strategic planning, team building, etc.) 

Is not necessarily expert in many forms of group 

process. Instead, continually develops new 

methods to help participants achieve specific 

learning outcomes. 
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Facilitator (facilitating) Adult Educator (trainer) (training) 

Often helps the group to define and verbalize its 

own outcomes (e.g. to solve a specific problem or 

develop a new procedure.) When outcomes are 

externally prescribed, helps the group develop, 

implement and "own" action steps to achieve the 

outcomes. 

The trainer does not help each learner group 

establish its own learning outcomes. However, 

the trainer will be involved in implementing 

and/or analyzing the results of training needs 

assessments.  

Sees facilitation as a process to help achieve 

specific "bits" of broad organizational or staff 

group goals. 

Often focuses on training's impact on actual, 

discrete job performance or tasks. Trainer may 

evaluate training's effectiveness long after the 

training event takes place. 

Facilitation is needed when: 

 Participants benefit from knowledge 

sharing and exchange   

 Complex or difficult group dynamics exist 

 Meetings need to be more effective 

 A person without a vested interest in the 

outcome needs to lead the session 

 

Training is needed when: 

 Introducing new information (policy, 

guideline, etc.) to which no-one has 

experience 

 There is a need for improved  

performance 

 Needs-assessment identifies gaps in 

knowledge, skills or attitude 

 A credible expert (current, relevant, 

experienced, knowledgeable) is required 

To do everything needed to make sure that 

participants have a good discussion, make good 

decisions and achieve their objectives 

 Enable shared understanding 

 Enable agreements  

 Make sure voices are heard 

 Make sure points made are clear 

 Make sure everyone is working  on the 

same problem with the same approach 

 Maximize participation from the group 

 Protect participants 

To do everything needed to make sure that the 

course is effective and engaging 

 Using life stories to illustrate theoretical 

points guarantees that participants will 

remember the content. 

 Stimulate thinking by engaging 

participants in active learning.  

 Divide complex skills into several simple 

ones, and teach each of the simple skills 

consecutively. 

 Check, re-check and double-check the 

theories that you teach are understood – 

be current, relevant and informed. 

 Laughter contributes to effective 

learning. Pack learning with funny 

stories, pictures, anecdotes, etc. 

 Offer opportunities to communicate 

content with each other, a lot of group 

and pair work activities. 

 

SSID capacity development activities will be designed and delivered by expert trainers who will know 

when to use training strategies and when to use facilitation strategies to ensure groups of 

participants build knowledge and skills while reaching consensus about how to solve complex 
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problems related to their work.  They will know how to “dance in the moment”,  moving from 

training to facilitating and back again as the learning needs arise. 

 

5.2. Characteristics of Good Facilitators and Trainers 

To be an effective trainer and facilitator, individuals need to have a lot of experience conducting 

trainings. Characteristics fall into the following categories:  

 

 Organized  

 Results- focused  

 Master Level Content (Trainers) or Process (Facilitators) Knowledge  

 Good Training Skills  

 Effective Communicator  

 Empathic  

 Patient  

 

1. Organized  

 Makes meticulous preparation  

 All sessions are organized so that all of the intended topics have been covered within the 

time schedule but remains flexible enough to make changes to meet the needs of the 

participants  

 Keeps to time without being driven by it  

 Clear scripts and well-defined aims and objectives which enable individuals and groups to 

bring to the surface abilities and skills  

 Goes the extra mile  

 Good quality training material which reinforces the elements of the session(s) so that the 

trainees can review the content long after the training and still be able to recall the main 

concepts  

 Sufficient time for participant’s completion of anonymous, where possible, evaluations  

 Assessments so that the individuals can track their own progress throughout the training 

session (i.e. daily evaluation, review of unit learning objectives, etc.)  

 

2. Results-Focused  

 Act as an effective chair for training events and manage the groups or sessions well.  

 Motivates participants regardless of the individuals' self-esteem or confidence.  

 Actively encourage collaboration and team work to the extent where they are actively 

involved in idea generation and problem solving.  

 Will NOT provide all of the answers up front without ensuring that the trainees have an 

attempt at problem-solving before asking for assistance. Participants leave the session with 

the 'tools' needed to solve their own problems.  

 

3. Master Level Content (Trainers) or Process (Facilitators) Knowledge  

 Knows the content or process like a master 

 Ensures that the training provided is completely relevant to the organization and 

participants’ needs  

 Has direct experience in the content and does not just rely on theories  



5. IMPLEMENTING TRAINING PROGRAMS 

Approach to Facilitation and Training Guidelines Agriteam Canada Consulting Ltd 
Small Scale and Micro Irrigation Support Project (SMIS) 59 January 2019 

 Enthusiasm for the subject and capable of putting it across in such an interesting way that it 

becomes inspirational  

 Integrity to let participants know about any limitations or gaps in their knowledge rather 

than bluff their way through things.  

 Thinks and acts creatively  
 

4. Good Training Skills  

 Creates a healthy interaction between trainer and the trainees.  

 Links the facts and theories to real life issues and ensure participants can put them to 

immediate effect.  

 Confident but not overconfident.  

 'Think on their feet' (or “dance in the moment”) and respond to, and capitalize on 

participants' contributions  

 Knows what tools and techniques to use with small groups and with large groups 

 Good performers and make the training sessions interesting or even entertaining.  

 Demonstrate genuine interest and enthusiasm in learning and teaching the topic  

 Good sense of humor and willing to make learning enjoyable  
 

5. Effective Communicator  

 Good communication skills mean that a trainer has a high standard of written and verbal 

skills where the subject matter can be demonstrated and explained in a clear, accurate 

manner.  

 Adapts easily and is able to change the training or process to suit the needs and aspiration of 

the participants (by conveying the subject matter to beginners without using unnecessary 

jargon while also being able to challenge those with advanced knowledge.  

 Offers constructive feedback without being critical.  

 

6. Empathic  

 Deals with sensitive issues and manages people’s feelings  

 Encourages humour and respect  

 Creates an atmosphere of confidence  

 Makes good relationships  

 Genuinely interested in people and easily relates to their needs, aspirations and frustrations.  

 Able to get on well with participants regardless of status, age, abilities or backgrounds.  

 Notices whenever a participant has a problem or difficulty and resolves it at the earliest 

opportunity.  

 Warm and approachable which make the trainees feel completely at ease  

Particularly skilled at motivating others to achieve their goals . 

 

7. Patient  

 Provides the opportunity for participants to make mistakes, learn from them, and correct 

themselves. Remember - it is easier to jump in and correct the mistake rather than let the 

person you are training learn from the experience  

 Respond to trainees' different learning styles and be skilled enough to differentiate the 

training sessions so that the slower ones reach their goals while the more advanced trainees 

will be given more challenging exercises to get to mastery. In this way, none of them will be 
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overwhelmed and but everyone will have successfully completed the training session with a 

sense of personal pride and achievement  

 Believes in teamwork 

 

5.2.1. Preparing Facilitators  

 

Conventional GoE practice dictates that a TOT is the time when material developers and selected 

regional facilitators discuss the training material. A more elaborate way to approach the TOT could 

be to divide the preparation into three parts: pre-TOT, rehearsal and live TOT.  

 

Operationally, staff have a responsibility to prepare other Government staff to delivery SSID  

trainings. Where time and resources allow, SSID trainers should support regional experts through 

three stages of preparation: 

 

Pre-TOT 

During the Pre-TOT, the lead facilitators (often the lead material developers) deliver the program as 

planned to the facilitators. The facilitators interact like participants while taking notes on how each 

session is being delivered. They will strengthen their understanding of the learning topics and how 

they link together. Because a variety of techniques are used in learner-centered training, it is 

important that facilitators experience the training from a participant’s perspective. This is an 

important learning opportunity. The pre-TOT tests how well the program meets the identified 

performance gaps.  

 

During the pre-TOT, time can be set aside for the new facilitators to discuss each day’s session with 

the lead facilitators and to seek clarity on content and delivery approaches.  

 

Rehearsal 

Between the pre-TOT and the LIVE TOT, facilitators will work in pairs to meticulously read the 

Participant Book, the Facilitator’s Guide, and any relevant background reading and articles. They will 

practice delivering difficult sessions with each other. Then, prior to the event, they will rehearse one 

session in front of the lead facilitators and the rest of the team. This is a valuable opportunity for 

facilitators to receive direct and immediate targeted feedback. Rehearsing builds the confidence of 

facilitators to deliver the live TOT.  

 

Live TOT 

At this stage, together the whole facilitator team delivers the event. Facilitators will divide learning 

topics between themselves and will share in the facilitation.  

 

Though it can be time-consuming and costly to invest in these three preparation steps, experience 

on other projects shows that this level of preparation makes all the difference to the learning 

outcomes of the CD event in terms of performance change. The return on investment is very high.  

 

Co-facilitating - Designing an alliance  

Ideally, most CD events should be facilitated by more than one person. When two or more 

individuals are responsible for delivering a training, it is important to be very clear, from the very 

beginning, about how the individuals will work together. Facilitators should have a candid 
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conversation with each other before the event. For example, it is best when facilitators designate a 

“lead” and “support” roles for each session of a training. It should be made clear about what “lead” 

and “support” means in every situation. Does “support” mean that the facilitator can leave the room 

when the lead is presenting? Can the support facilitator interrupt the lead facilitator if the lead 

facilitator has forgotten important information? Should some sessions be “co-facilitated”? What 

does “co-facilitation” mean for each facilitator?  

 

5.3. Facilitating a Collaborative Learning Environment 

From the onset of any training program, it is useful to establish a learning environment that is 

collaborative and trusting. How a facilitator does this depends upon how well participants already 

know and trust each other. This section has been adapted from the Centre for Intercultural 

Learning’s Facilitation Training and Capacity Building Course Toolbox (August 2012).  

 

One way to understand how to build a collaborative and inclusive environment is to identify the 

steps and sequence of steps which facilitators can take to set things off in the right direction. Each of 

the activities below seem to meet participant needs, and enable people to engage fully and 

generously: 
 

 Respect protocols and cultural norms regarding formality, hierarchy etc. especially with 

openings and closings 

 Recognize each person in the room by at least having them introduce themselves by name 

and organization 

 Facilitators demonstrate and model early on and consistently, transparency and succinct 

clarity related to purpose, norms (how we will work together), direction, and procedures for 

the event 

 Participants are given an opportunity to “give voice” (or find their voice) related to the 

purpose early on, and this task is designed and structured by the facilitator for brevity and 

clarity and interest 

 Engage participants in collective work early on – a simple and clear task, for example in pairs 

or small groups which will help them to introduce themselves to each other, or to discuss 

their interests, or share their experience related to the collective work to be undertaken. 
 

Here are some basic principles that facilitators should model and promote at the beginning of a 

learning event: 

 

1. Dialogue: 

 Dialogue before decision making (to have exchanges among the participants & gather points 

of view and information on options as opposed to making final decisions) 

 Our purpose is to learn and build a shared understanding (rather than problem solving, 

convincing, debating, etc.) 

 

2. Everyone teaches—everyone learns (we all have important knowledge and can learn from each 

other). 

 

3. Differences are not a problem: 
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 Differences which can be recognized, ‘given a space’, learned about and understood. 

 Differences which can be negotiated and resolved over time and in application. 

 Differences which can combine and make a third and better option (perhaps the essence of 

the value added of intercultural collaboration and teamwork). 

 

4. Contribution of all participants and groups. 

 

5. The “Empty Chair”: Considering the needs and perspectives of those who are not present yet still 

on whose behalf we are working. It could be the beneficiaries or other stakeholders who cannot 

attend. 

 

6. Negotiating a learning contract.  
 

5.4. Important Trainer Strategies 

Presentation skills  

To really succeed at presenting and build up effective presentation skills, there are several key areas 

that you need to become skilled in. And once you have mastered these skills you will be able to 

create a presentation with a clear message and deliver it with confidence.  

 

5.4.1. Fundamentals of good lecture skills  

As discussed in Chapter 3, delivering lectures is an important part of any technical training program. 

Delivering lectures well takes practice. It is very important to be clear about what should be said, 

when it should be said and how.   

 

Trainers need to practice giving the lecture several times before the real event. They can deliver the 

lecture to a test audience such as work colleagues or family members, as they may not be familiar 

with terminology being used. As it is very important to ensure that all participants (regardless of 

their background) understand what the meaning. This will help trainers find ways to explain 

technical concepts in lay-person’s language. During the delivery of the lecture, trainers should be 

aware of the following tips.  

 

Tips to improve lecture skills:  

 

1. Regulate your breathing: When we are nervous we tend to forget about breathing, and this can 

lead to tension. Slowing down to breath easily is important.  

2. Vary vocal pace, tone, and volume: A monotonous tone may lose participants’ interest in the 

subject matter.  

3. Appearance (personality, dress):  what trainers wear should not be too distracting for the 

audience. They should avoid wearing shiny or noisy jewelry and very bright colours.  

4. Interaction: trainers should try to include the audience by using their names. This shows 

participants that you are interested in them and that you believe they have something to 

contribute to the session.  

5. Structured lecture: there should be clear structure – an introduction, body and conclusion.  

6. Motivate learners to pay attention: trainers need to gain the interest of the participants 

through asking questions and engaging them in the learning process.  
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7. Keep in mind the principles of adult learning. If possible, start the lecture with a personal story.  

 

5.4.2. Body language of a trainer  

The body language (non-verbal communication) of a trainer is very important; it can make or break 

the training.  

 

Body language impacts a great deal of how we communicate, and can reflect quite accurately what 

is going on inside us but also inside the trainees. There are several aspects we need to think. See the 

following tips.  

 

Tips to improve non-verbal communication skills:  

 

1. Dress code: the way you dress as a trainer is important. Often the first day of a training course is 

more formal since some officials may attend the opening sessions.  

2. Body movements and posture: in order to include all participants it is often advisable to move 

around. 

3. Eye contact: do not focus on only 2-3 participants. Scan the whole group when speaking. 

4. Confidence: there is a balance between being humble and confident. Participatory approaches 

are about co-learning, so it is important for trainers to remember that we learn every day from a 

variety of people including trainees!  

5. Voice: Nonverbal speech sounds such as tone, volume, rhythm are important communication 

elements. When we are nervous we tend to speak faster which may be a problem for some 

trainees to follow especially if the training course language is not their mother tongue. Be aware 

of this and make an effort to speak slowly.  

 

Facilitating a discussion 

Before starting the activity, facilitators should be sure that the seating arrangements allows 

everyone to see one another. The following are important activities to be considered when 

facilitating discussions: 

 

 Choose the size of the discussion group according to the goals of the discussion.  

 At the start of a discussion, present a well-designed question, some factual material, a story 

or something to stimulate learner thinking. 

 Keep the discussion length relatively short. Around 20 minutes is a good guideline. 

 Set limits to individuals’ speaking time, and then ensure they are followed. 

 Make sure you keep air-time equitable and help everyone in the room to participate. 

 The facilitator should guide the discussion by asking questions (see Chapter 3). 

 If a learner does not express themselves clearly, try paraphrasing what they said, perhaps 

adding in your own insights to help increase learner understanding. 

 Reinforce the discussion by taking notes on the flip chart paper. 

 At the end of the discussion, ask participants to summarize the main points. Summarizing 

tells facilitators how much participants have retained. 

 

Managing time 

Time is a scarce resource and every CD activity needs to be managed well for time. Experienced 

facilitators know how important. What are some common time-wasters in trainings? 
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Table 3: Common time-wasters in training 

Causes of wasting time Strategies 

Late arrivals 

Develop group norms that everyone agrees to and will abide by. For 

instance, late comers may be asked to do energizers or exercises. 

Consequences for late comers, as stated in group norms, should 

encourage everyone to be on time.  

Prolonged group work  

At the beginning of the training, there should be consensus with 

participants on the level of engagement throughout the course. 

Participants should be encouraged to see themselves as members of a 

self-managed/high performing team. Self-managed teams engage in 

activities without needing direction. They are time-conscious and 

punctual. 

Small groups moving to 

a plenary session 

Staged or staggered start. Start on time by discussing previously covered 

issues and initiate reflection on earlier topics. Start the main learning 

topic when others arrive.  

Getting the whole  

group’s attention  

Facilitators should use a variety of tricks to get participants to pay 

attention (“Hello/Hi song”, rhythmic clapping, clinking a drinking glass).  

These techniques should be agreed-upon when the collaborative learning 

environment is being established.   

 

Encouraging active involvement: Facilitators are responsible for making the learning experience 

participatory for learners. The following strategies can be used to encourage participants to be 

actively involved in the learning process.  

 

 Non-verbally:  

o Make eye contact and nod your head 

o When you ask a question, make eye contact with an individual who has not 

contributed. They will feel stronger pressure to answer. 

o Use a strong, enthusiastic voice to keep up the level of excitement 

o Wait in silence while making eye contact with the participant 

 

 Verbally 

o ask controversial questions (make sure they are on topic) 

o ask open-ended questions, so participants don’t need to be afraid of answering 

incorrectly 

o prompt a fuller response with phrases like, “I like your idea, could you expand on 

that”? or “What do you mean by this/that”? 

o take the opposite opinion, to challenge participants (with a smile) 

o exaggerate a participant’s opinion to make it sound extreme (with a smile) 

 

 Try posting “Rules for Engaging Discussion” to ensure that participants understand 

expectations. For example: 

o Only one person speaks at a time 

o When someone speaks everyone else listens 
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o Raise your hand if you wish to speak 

o No negative comments about other people 

o Speaking time must not exceed one minute per person 

o All points of view must be respected, everyone has equally opportunity 

o Each person must participate at least once 

 

  Support timid participants’ contributions, boost their confidence and ask for extra 

comments 

 If necessary, interrupt dominant/talkative/aggressive participants by asking others to 

respond. 

 

Be Flexible 

Good facilitation is an art. It takes a lot of practice. Expert facilitators become very comfortable with 

“dancing in the moment”. This means that facilitators are able to adjust the content and pace to the 

needs of the particular participant group. It is important to shorten a particular unit, or even delete 

it if time is a constraint. Rushing through slides is completely ineffective in terms of the learning 

process. Allowing participants to discuss pertinent issues in order to reach a common understanding 

may take precedent over a learning outcome, depending upon the issues. Facilitators must 

continuously use their judgement, and adjust the schedule accordingly.    

 

Using icebreakers 

 

An icebreaker is an exercise or game that's meant to introduce people to each other in a fun, relaxed 

way. A more formal icebreaker could involve games or songs that help people remember each 

other's names, for example. In this metaphor, the "ice" is the tension caused by being in an 

unfamiliar situation or meeting new people. The original icebreaker was literally that: a ship 

designed to break through ice in frozen channels at sea. 

 

Here is one example of an icebreaker. There are many examples available on the internet (for 

example, https://www.cleverism.com/10-ice-breaker-activities-meetings-training-team-building-

sessions/). 

Ten Things in Common 

Divide the meeting participants into groups of four or five people by having them number off. 
(You do this because people generally begin a meeting by sitting with the people they already 
know best, especially their closest coworkers and people from their departments. It's a natural 
comfort zone thing.) 

One of the key expectations for any icebreaker that you offer is to help people from different 
departments get to know each other. This helps you build more effective teams and reinforces 
camaraderie and cooperation across departments. 

When attendees start by finding commonalities, no matter the attendee's group assignment, he or 
she is comfortable participating. 

2. Tell the newly formed groups that their assignment is to find ten things that they have in 
common, with every other person in the group, and that the commonalities must have nothing to do 
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with work. (They may not select body parts in common (we all have legs; we all have arms) and they 
may also not count clothing as commonalities (we all wear shoes, we all wear pants). 

3. One person must take notes and be ready to read their list to the whole group upon completion of 
the assignment. 

5. Ask for a volunteer to read their whole list of things in common first. Then, ask each group to 
share their whole list with the whole group. 

6. Participants like to compare their list of items with the lists generated in the other small groups. 
Allow a free flow of conversation, laughter, and sharing. 

Using energizers   

Energizers are small games, tasks or exercises that usually bring together a high "fun-factor" with a 

number of important physical, social and didactical functions at the same time. They are often 

helpful, as well, as a break or interruption between two sessions or as introduction to a new one. 

 

Possible functions of energizers: 

 

Physical functions 

1. Relax 

2. move the body and muscles 

3. refresh and awaken the person 

 

Social functions 

1. build a feeling of equality and break down hierarchies 

2. break the ice within a group 

3. improve a heavy atmosphere by having fun together 

 

Didactical functions 

1. introduce to a new topic 

2.  create awareness of a problem 

3. awaken interest for the following inputs. 

 

One example of an energizer: 

 

Snap, Crackle, Pop: 

1. Ask participants to find a partner and face each other. 
2. This energizer is done in up to four rounds, depending on time: 

o Round 1: Participants count to three by taking turns. Partner A says ‘1’, Partner B 
says ‘2’, Partner A says ‘3’, Partner B says ‘1’, and so on. Have them repeat this 
pattern for several seconds. 

o Round 2: Participants now count to three by exchanging the ‘1’ for a CLAP. This gets 
a bit harder! 

o Round 3: Participants now count to three by using a CLAP for ‘1’ and a SNAP for ‘2’. 
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This gets more challenging and requires even more focus. 

o Round 4: Participants now count to three by using CLAP for ‘1’, SNAP for ‘2’ and 
STOMP their foot for ‘3’. You will notice people slowing down for deliberate physical 
movements and thoughts, while having fun! 

There are many sources of energizers on the internet, for example: 

https://www.thebalancecareers.com/best-ice-breakers-for-meetings-and-training-classes-1918430 

 

5.5. Ideal Group Size 

The size of the group should be small and manageable to ensure everyone has an opportunity to 

speak and discussions are focused. Based on best practices, the ideal group size for a training event 

is 25 participants and break-out groups should be between 4 – 6 members. Sometimes, for various 

reasons, it is obligatory to facilitate a larger number of people in one activity. This situation requires 

special facilitation skills but by using a variety of tools and techniques, all participants can be 

engaged in the learning process. The following are suggested approaches to facilitating a large group 

of participants when they move into small group activities.  

 

 Provide a visual representation of clear instructions that do not require further elaboration. 

Instructions can be on handouts, power point slides, flip chart paper or all three!  

 A co-facilitator can help the facilitator by circulating and clarifying tasks during breakout 

sessions 

 The size of small groups should be between six to eight people per round table.  

 

5.6. Room Set Up 

Seating, along with related physical arrangements creates the foundation for meetings and training. 

It is often called ‘room setups’ and encompasses comfort, access and safety for the attendees. An 

appropriate room setup extends a presenter's influence in the room, broadcasts the meeting or 

training intention and eliminates distractions. Sometimes training planners and presenters ignore 

physical arrangements and take whatever room setup is immediately available. Experienced 

presenters understand that a functional setup is essential and arranging for it is neither difficult nor 

expensive. It is a matter of planning and knowing the options. Seating setups fall into two broad 

categories: large groups (generally over 40) and small groups (usually under 40).  

 

Large group setups 

The most commonly used, but not always the most appropriate, style of seating for large groups is 

Theater style. The presenter stands at a podium on a stage and information is passively absorbed by 

the audience. This is not a recommended style since the seating arrangement does not allow 

participants to engage in practical sessions, role play or brain storming. If the presentation involves 

note taking or references to handout materials, Classroom style is a better choice as it provides a 

writing surface. Chevron style is an excellent choice for audience inter-activity. It offers flexibility for 

either large or small groups and fosters a sense of audience involvement as they are able to see one 

another and give and receive feedback. The Chevron style can be adapted into Cluster seating during 

group exercises by simply having audience members turn their seats around to face the table 
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behind. Both Classroom and Theater styles can be altered to a Modified Chevron style by angling the 

outside sections. Those seating arrangements are presented as follows: 

 

Theater Style 

 

Accommodates the most people per area. 
About 10 – 13 square feet per person. 
Appropriate for lectures and keynoters. 
Note taking cumbersome for audience. 

Classroom Style 

 

Same as Theater Style but with tables. 
About 17 – 20 square feet per person. 
Supports note taking and use of handout materials. 

Chevron Style 

 

Provides place for beverages and elbows. 
Most inter-active of large group setups. 
Promotes a sense of participation. 
About 20 – 23 square feet per person. 
Can be setup with or without tables. 

Modified Chevron 

 

Can be setup with or without tables. 
Improves visibility of speaker and visuals from side sections. More 
interactive than Theater or Classroom.  

Source: Room set up for presentation and training by Marie Wallace. Retrieved from http/www.llrx.com 
date10/12/2013. 
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Small group setups 

All small group setups (Perpendicular, U-Shape, Semi-Circle, Hollow Square or Rectangle, 

Boardroom, Cluster and Chevron) provide for and encourage the audience to take an active role in 

the presentation/meeting and to communicate with their peers. Large group setups, such as Theater 

or Classroom, are sometimes used for small group presentations. They create a formal, impersonal 

atmosphere that may work against the learning goals and objectives of the program. They can 

present serious problems in learning environments requiring audience-to-audience interaction such 

as discussions, problem-solving, or honest feedback. When an audience is able to make eye contact 

with other members, as in the Chevron style, the audience builds a sense of community and group 

learning occurs. Small group setups are ideal for training, planning/strategy meetings, focus groups, 

information sharing, status reports and introduction of new ideas. Proposed seating arrangements 

for small group is as follows: 

 

Hollow square or rectangle 

 

For meetings where hierarchy is not an issue. 
Excellent for facilitator led meetings. 
Encourages audience participation. 
Awkward to use any visuals. 

Boardroom 

 

Very good for groups between 6 and 15. 
Suggests formality and hierarchy. 
If over 15, people at the far end table may feel left out and 
form a separate group. 

Perpendicular Style 

 

Seats can be on either outside or inside of tables. 
Facilitator can survey participants' work. 
Easy exchange between presenter and audience. 
Center can be used for exhibits or demos. 

U-Shape 

 

Encourages collaboration.  
Center area used for simulations and role plays. Can be 
used with or without speaker table. 
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Semi-circle or Circle 

 

Can be setup with or without tables. 
Presenter's role is minimal. 
Excellent for emotional sessions such as sharing grief. 
Encourages a sense of group and bonding. 

Cluster style 

 

Good for presentations with breakout groups. Clusters 
easily return to being a single group. Quick and easy to 
follow with a meal. 
Tables can be either round or small rectangles. 

Source: Wallace, M. 2002.  

 

5.7. Logistical Preparation before the Training 

Demonstrating strong preparation is one of the first things participants notice about any capacity 

strengthening event, and lack of preparation can adversely affect participant’s concentration and 

focus. Before the beginning of any program, and at the beginning of every training day, the following 

tasks should be carried out.  

 Select a seating arrangement to support the event’s and presenter's goals. 

 Provide comfortable chairs.  

 Provide surface for writing,  

 Accommodate people with special hearing, seeing or mobility needs.  

 Plan sufficient space for each person to avoid feeling cramped. 

 Provide for easy access to seating with adequate number and width of aisles. 

 Check for adequate air and comfortable air temperature. 

 Check room for exterior noise.  

 Arrange for adequate lighting for presenter, audience and activities planned. 

 Find out who to contact when problems occur. 

 Position screens, projectors and related visual equipment so audience can see. 

 Determine which wall will be at the front of the room.  

 Place entrance at rear of room to minimize coming and going distractions.  

 Check flip chart use and wall space for the display of filled pages. 

 Provide water, coffee, or other refreshments.  

 Test equipment to be sure it’s in working order.  

 Note proximity to toilets. 

 Provide signs on outside door(s) and inside identifying the event and time.  

 Provide name tags and/or name tents for attendees and presenters. 

 

5.8. Managing Flip Charts 

It is useful to plan for flip charts and it is important to know what is being put on each page. The 

mistake many facilitators make is putting too much on each sheet. Flip chart illustrations (words 

and/or simple images) are meant to highlight and emphasize what is being discussed. Flip chart 

pages can be completed prior to the training event by leaving some space to add new information. 
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To maximize time flip chart templates for group work could also be prepared in advance. Flip charts 

should be displayed in such a manner to depict the learning journey from start to finish. In so doing 

they provide a summary of the training program through reminders of the topics that have been 

covered and the competencies that have been raised and discussed.  

 

See the Appendix A for more detailed information about flip charts.  

 

5.9. Using Questions to Deepen Learning 

Why is it important to ask good questions in delivering training? Asking good questions gets people 

to open their minds and think more creatively and deepens their learning. If you want a successful 

training program, you have to be a skilled trainer who is able to ask the right questions. Asking good 

questions might seem really easy but it isn’t. It can take several years of practice before you become 

good at it. Asking good questions is not an abstract idea. There are concrete steps you can take to 

refine this skill. Most people like to talk about themselves and the work they do. So if you learn how 

to ask good questions, you’ll find you are able to gain critical insights on leading a training program. 

Asking questions will help keep the discussion going. The questions should be open, clear and 

concise. If participants give simple answers, follow up with additional questions to encourage deeper 

thinking. Ask them to elaborate by giving examples from a reference resource or their own work. At 

this point wait until you’ve heard from all participants before offering your own opinion. Include the 

following steps when asking questions: 

 

Focus: Decide in advance what you hope to achieve with your questions. Focusing will help you 

eliminate unnecessary questions. 

 

Prepare: Write out your questions in advance. Make sure every question relates to the idea or topic 

on which you are focusing. Put these questions in a logical sequence. Even if you end up deviating at 

times, your list will give you a road map to follow. 

 

Practice: Rehearse out loud. You’ll find that in the actual interview or meeting situation you will 

barely have to refer to your notes. 

 

Ask open-ended questions: Avoid questions that can be answered by “yes” or “no.” To do this, ask 

questions beginning with: Who, what, when, where, why and how. For example, instead of asking, 

“Do you feel the project was a success?” ask, “What is it about the project that worked”? 

 

Be direct: Ask only one question at a time. Otherwise, you run the risk of causing confusion or 

getting a partial response. For example, instead of asking, “Why was the project a success and what 

didn’t work and how do you think you will apply the lessons you learned to future projects”? ask, 

“Why was the project a success”? “What didn’t work”? “How do you think you will apply the lessons 

you learned to your workplace”? 

 

Ask empowering questions: As it is said earlier, most people like to talk about themselves and the 

work they do. So ask questions that allow them to reflect on their experience and share it with you. 

For example, “Based on your experience, what are your recommendations”? 
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Ask for clarification: If you don’t understand a response, ask a follow-up probing question. For 

example, “Can you tell me more about that”? 
 

5.10. Promoting Equal Participation  

Women represent a very small proportion of PI staff responsible for SSI and MI. It will be important 

to include as many qualified women in SSID training programs as possible, even if they are not the 

most knowledgeable among their colleagues. Trainings give women and men an important 

opportunity to grow themselves professionally, allowing them to better contribute in their work and 

to the emerging SSI and MI dialogue.  Depending upon the topic of the training, PIs should continue 

to be encouraged to target just women staff and/or farmers when training at the woreda, kebele 

and community levels.  

 

How can women be actively encouraged to participate during SSID training activities? This is an 

important question that facilitators must intentionally discuss as part of their training preparation 

and daily review. Here are some suggestions: 

 

 Specifically ask women to contribute to whole group discussions 

 Organizing small group activities where women and men work side-by-side 

 Discretely encourage quiet women (and men) participants to speak out during whole group 

discussions 

 Organize women-only groups for particular (perhaps sensitive) topics. 

 

The same strategies apply to encouraging participants from minority backgrounds or physical 

disabilities to participate. Most importantly, facilitators need to help each other make sure all 

participants are encouraged to participate equally in the training program. Lead facilitators are often 

not aware about how they actively (though not intentionally) ignore some participants and their 

colleagues can help them be more aware.  

 

5.11. Managing a Variety of Participants 

As discussed in the neuroscience section, the training group will be made up of both experts and 

novices, depending upon the concept. Facilitators will need to promote experts while providing extra 

support to novices during any learning session. 

 

It is obvious that variety in training participants’ behavior will challenge the productivity of the CD 

activity. The most common behaviors reflected during training sessions include: talkers, being silent, 

argumentative, disengaged, disrespect and changing agendas. The facilitators of the event should 

anticipate behaviors that could negatively impact the intended objective of the program. Preparing 

for these challenges and developing management strategies is important. The following table 

summarizes common participant challenges and strategies. 
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Table 4: Time Management Strategies 

Participants 

behavior 
Actions of those behaviors 

Proposed Strategy to keep the event 

productive 

Talkers 
They always talk too much. No 

one else is given a chance to talk  

Say thanks to the talker and acknowledge their 

great point. Now let's hear from some others. 

Or, let's talk about this during the break or 

later in the session. 

Being silent 
 Stops reflection and sharing of 

ideas.  

Use Ice breaker exercise. Do group exercise or 

break for tea 

Argumentative 

Constantly arguing, squabbling, 

complaining and criticizing. They 

duly criticize everything and are 

most likely resentful about 

something 

Your position is clear to me. Let's agree that we 

have different viewpoints on this matter. 

I think we have given enough time to this issue 

and we have to move on to the next subject on 

the training course. If you like, we will continue 

this discussion during the break 

Disengaged 

Participants stop contributing 

and sharing their experience 

during the training session. They 

feel that their contribution is 

ignored and decide to stop 

participating. 

Ask specific participants if they have anything 

new to contribute.  

Disrespect 

One participant makes 

statements that are emotionally-

charged. i.e., “This session is 

wasting my time!” I did not get 

anything new.  

Don’t react.  

Ask, “Anyone else feeling this way”?  

Wait for a moment and other participants will 

add their comments. Use positive language 

Changing the 

agenda 

Diverting the topic to other 

issues may not useful for that 

moment. 

Set ground rules. Remind people of the session 

topic and learning objectives. Remind 

participants to put their questions that are 

outside of the session topic into the parking 

lot. 

 

5.12. Using a Parking Lot Strategy 

This strategy is commonly used by trainers to stay on task. 

 

Purpose 

A simple tool to collect issues or topics which arise during working sessions which need follow-up 

but are better dealt with at another time. 

 

When It Is Useful 

 Whenever issues come up that are better dealt with at another time. 

 When issues and topics become too numerous or large to be dealt with in a particular 

meeting. 
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Benefits 

 Helps to keep meetings on topic and less cluttered with issues. 

 Gives a way to temporarily put issues at the side to maintain focus on the central purpose at 

hand, and to deal with the other issues when they can receive full attention. 

 Prevents important ideas and issues from getting lost. 

 

How to Use It 

1. Have a flip chart or white board available at meetings. 

2. Facilitator can propose to put any issue to be dealt with later in the “parking lot”. 

3. Place issues in the “parking lot” as needed. 

4. At the end of the session, acknowledge what will or should happened to address the issues in 

the “parking lot,” and do the follow up as is possible. 

 

5.13. ”End Strong” 

Good facilitation is very hard work. At the end of a long training, everybody is tired and ready to 

return to their workplaces, including the facilitators. However, good facilitators start the program 

with a lot of energy and they end the program with this same energy, motivating participants to use 

their new knowledge and competencies, as soon as possible, back at the work place 

 

5.14. Assessing the Training 

Feedback is the single most powerful mechanism to improve learning. There are different types of 

feedback mechanisms ranging from facial expressions to verbal and written communication. 

Facilitators delivering trainings  need to be skillful at providing constructive feedback verbally. 

Providing good feedback is an art in itself. Often during experiential learning events, participants are 

given a chance to practice new skills and apply new learning in a realistic but controlled setting, 

under the observation of the facilitators. The facilitators can then debrief participants afterwards, 

and provide constructive suggestions on how they can improve. The following points are ways to 

provide effective feedback.  

 Show appreciation for participants’ effort, even if the outcomes were less than satisfactory. 

 Limit critical feedback to one focal area if possible. 

 Balance positive and negative points of feedback. 

 Mention positive points, to reinforce positive behaviors and build confidence. 

 Provide participants with detailed/precise feedback about both strengths and weaknesses. 

 Encourage participants to reflect by asking them how they feel, and what strengths/ 

weaknesses they identify in themselves. 

 Close the discussion by asking the participant to recall one thing they did well, and one thing 

that they want to develop more and improve the next time. 

 

Training evaluation: During the training and at the end  

All capacity strengthening activities should be evaluated for effectiveness -both while the activity is 

going on to allow for immediate course adjustments, and at the end of the activity to assess 

effectiveness and identify lessons learned. This is particularly true for training when significant 

resources have been expended.  
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The Kirkpatrick Model 

Before discussing training evaluations, it is useful to understand the different levels of evaluations. In 

the early 1960’s, Donald Kirkpatrick developed a four level approach to evaluating training. This 

approach is still used extensively (and now includes a fifth level that measures “return on 

investment”).  

 

Level 1 Reaction 

Are the participants satisfied? At this level, the evaluation is a proxy for participant satisfaction. It 

measures the participants’ satisfaction with the facilitators, the learning methodology, the venue, 

the location, and even the meals. Level 1 responses provide immediate and real-time feedback on 

the training investment and this information can have an impact on the outcome of the training.  

 

Level 2 Learning  

Have participants learned? What knowledge, skills and attitudes did the participants learn from the 

training? This is usually measured by formal pre- and post-tests. PSNP trainings do not usually 

include such tests. An adaptation of Level 2 may be a retrospective self-evaluation at the end of the 

training that asks participants to reflect on their knowledge and skills before and after the training.  

 

According to Kirkpatrick, it is important to measure learning because if learning does not occur, 

there is no chance of performance change.  

 

Level 3 Behavior 

Have learners changed their behavior? Have they applied the competencies they have learned to 

their workplace? This level of evaluation can take place at the workplace during monitoring 

activities.  

 

Level 4 Results 

What are the results of the training? How has the training impacted the organization’s performance? 

For PSNP, this level of evaluation can be managed through an impact assessment or program 

evaluation.  

 

There are a number of techniques and tools that measure the different levels of training evaluation. 

 

Checking for understanding 

Throughout the learning day, facilitators should “check in” by asking participants open-ended 

questions to make sure they understand the topics being discussed. Participant responses give 

facilitators clues about whether ideas and concepts need to be reviewed before moving on to the 

next topic. 

 

Checking in with participants measures participant reaction and learning (Level 1 and Level 2 of the 

Kirkpatrick Model). 

 

Daily reflection 

Participants should be given the opportunity to reflect on the content, approach and conduciveness 

of the learning environment. This reflection should be conducted at the end of each day so that 
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facilitators can address requests the in the next day’s session. Whole group reflection exercises can 

also get at the participants’ sense of the experience. Individual feedback is also important.  

 

STOP-START-CONTINUE: This is an easy way to get feedback from all 

participants. Participants are directed to write down all the things they 

liked about the day on a green card (continue); anything that should be 

stopped on a red card (stop) and suggestions for improvements on a 

yellow card (start). 

 

The facilitator team should analyze the responses and make adjustment 

for next day’s delivery. The next morning, the findings from the daily 

reflection should be reported back to the whole group with possible 

strategies to address concerns.  

 

Daily reflection strategies measure participant reactions to the training (Level 1 and 2 of the 

Kirkpatrick Model).  

 

Post-training evaluations  

Level 1 and 2 evaluations can also be formally captured through a post-training evaluation. 

Participants should be assured that their responses are confidential when completing post-training 

evaluations. See Annex F for an example. 

 

Training Report 

It is essential to write a report about the training event to inform supervisors, and as a way of 

documenting the event, and articulate next steps. Please see one example of a training report 

template that SSID experts can use attached as Annex G.  

 

Capacity development database  

Participants should complete a bio-data form before an event. This way, information about each 

participant including their sex, job title, workplace, and length of service, can provide useful 

demographics. When analyzed, this knowledge can identify an aggregate participant profile and 

document how often individuals benefit from such experiences.  

 

Generating knowledge about human CD will contribute to improved small scale irrigation and micro 

irrigation performance. A simple database can support CD knowledge capture and sharing and is 

important to documenting the SSI/MI capacity development efforts. Input from the post-evaluations 

can be disaggregated to show overall training evaluation results. The database can generate a 

participant profile and a participation rate. 
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APPENDIX A: FLIP CHART USE 

This article has been adapted from the following two sources: 

 

 Donati, Elisabeth Flip Charts: The Proper Use for Great Teaching (April 11, 2011) 

 University of Kentucky, College of Agriculture, Tips for Effective Use of Flip Charts 

 

Most facilitators are aware of the three basic ways people take in, and process, information:  

 

1. Visual is through our eyes. 

2. Auditory is through our ears. 

3. Kinesthetic is with our bodies and emotions. 

 

Most traditional training is auditory - someone stands up in front of a group of people and talks 

about a subject. The problem with this is that a very small percentage of human beings learn this 

way. Most of us learn visually or kinesthetically, or a combination of those two or perhaps even all 

three. The entire reason we train is so that our participants have the opportunity to learn. But it’s 

not just learning that we have to be concerned with; we must make sure that the learner 

remembers the information so that they can retrieve and use it later.  

 

The flip chart is, by far, the most effective teaching tool available to trainers because it helps you 

teach to all learning styles. 

 

 For your visual learners, it provides color, words and images that become memorable 

pictures in their minds and, hence, easy to remember. And, since you’re standing in front of 

the flip chart to write (see below), they can’t wait to read what you have written. 

 For your auditory learners, because you’ll have everyone read what you wrote on the flip 

chart, they get a chance to not only hear the information but say the information 

themselves, which helps make the information sticky. 

 For your kinesthetic learners, they experience the movement in the actual creation of the 

words and images and this helps them remember the information at a deeper level. The 

information becomes visceral in a way. 

 

1.  Flip Chart Stand or Easel: 

Invest in a nice sturdy metal easel with telescoping legs and remember to KEEP THE BOX. It makes 

traveling with your easel so much easier, with clips on the top. Note: Don’t let other people help you 

set up your easel because it will eventually end up broken by someone who couldn’t figure out how 

to work it.  

 

2.  Flip Chart Paper 

If you’re going to be drawing lots of pictures or diagrams, choose a heavier paper. Lined flip chart 

paper aids in keeping your lines straight. Self-stick flip chart paper: imagine a large post it note is 

great where you want to put the paper on a wall and aren’t allowed to use masking tape (cost is very 

high so use for small presentations)
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Flip Chart Techniques 

 

Simple is best 

1. It is critical to PLAN your flip charts. It is important to know what you’re putting on each page. 

The mistake many presenters make is putting too much on each sheet. The flip chart illustration 

(words and/or simple images) is meant to highlight and emphasize what you’re talking about. 

 

a. Note about pre-drawing flip charts: Pre-draw a few of your flip 

charts - but make sure you leave the important information 

out. Draw a line for missing words or leave out a missing part of 

an illustration that you can add in during the presentation, 

creating the movement that is so necessary for learning to 

occur. 

 

2. PREPARE group work flip chart templates in advance so that 

participants are not spending their time drawing the formats rather 

they are concentrating on the content. 

3. PRACTICE drawing your flip chart pages. Drawn the same illustrations over and over again so 

have them memorized, know exactly where to start the words, place a cute illustration, etc. and 

get good at it from repetition. Practice, practice, practice. 

4. Use good color and space 

 

b. Use two colors on each of your flip charts, preferably using the darker colors, black, blue 

and green. If you need a third color, use the red to underline or circle as emphasis. Note: 

Use the FAT side of the marker as thicker letters and lines are easier to see. 

c. Use light colors–red, orange, yellow and pink–for highlighting and underlining, bullets, 

stars, borders, etc. 

d. Use symbols.(Such as bullets, stars, dashes, etc., to denote 

separate points or items, or to designate something as 

noteworthy.) 

e. Use borders.(They can be made to frame the whole page or 

highlight certain paragraphs.) 

f. Letters should be large enough to be seen.(Generally 1 ½ “ to 

2”.The larger the group, the larger the letters.) 

g. Leave margins of at least 2”.(Allows for editing, voting, or 

adding to previous ideas.) 

h. Leave at least l” of space between each line.(White space makes the page more readable 

and easier to read.) 

i. Leave the bottom fifth of the page blank.(Starting a new page before you have to 

encourages additional ideas, particularly important when brainstorming.) 

j. Use abbreviations liberally.(Example:↑ (increase), ↓ (decrease), & (and), > (greater 

than), or < (less than).Add diagram 

 

5. Use ALL CAPS when writing on the flip chart. It’s easier to read with ALL CAPS but remember, 

you’re not writing long sentences, just a few keywords to lock the information into their brains. 

http://winthemoneygame.com/wp-content/uploads/2011/04/flipchart_example2.jpg
http://winthemoneygame.com/wp-content/uploads/2011/04/flipchart_example1.jpg
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6. When making a list, keep the words to a minimum and alternate between two colors. In other 

words, one line is blue, the next line is green. Go back and forth between the colors. This 

technique takes more work but it is infinitely easier for your participants to read. If you use all 

one color to make a list it becomes one big blurry mass of color. 

7. If you are writing a long list of items or capturing ideas presented from participants, and it is 

obvious that you will run on to a subsequent page. In such instances, you might go to the 

bottom of the page, tear it off and have someone tape it high enough on the wall where you can 

add a continuation when finished. You can then continue on the next page. Once finished, you 

can tape the second page at the bottom of the first providing a continuing list. 

8. Limiting the number of lines per flip chart page. A good rule is six to eight words per line; using 

two to three-inch lettering size, and having a maximum of six lines of text per page (including 

your title line using approximately four-inch letters). There are good reasons for limiting the 

amount of information you put on each line and page: it looks better, it helps the reader focus 

their attention on what you are saying, and research shows that the human brain can effectively 

retain seven units or chunks of information (plus or minus two).  

9. Limit information: Putting just one idea or concept on a page helps participants follow your 

presentation. When you complicate the page with too many or unrelated details efficiency is 

often lost. Simpler is better, with flip charts. 

10. Phrases that include nouns and verbs are easier to understand.(For example:“Reserve meeting 

room” means more than “meeting room.”Always ask yourself:“Would I understand this a week 

from now?) 

11. Each Word Should Be Legible From the Back of the Room: To ensure that those at the far 

reaches of your room can read your text, be conscious of where you position your flip chart 

easel and -- keep the layout simple and avoid "data dump." Too much information makes 

reading difficult or impossible and can frustrate or anger participants who cannot read what you 

have written.  

12.  When writing on the flip chart, stand in front of the chart to provoke curiosity in your learners. 

They want to know what your writing and are busy guessing in their brains. This is a good thing. 

13.  After you finish with whatever it is you’re putting on the paper, stand to the side and have your 

participants read what you wrote, if it’s that type of chart. Do NOT read it to them. The whole 

point is to have THEM read it aloud to help make the information sticky. The reason you do this 

is because if you walk away from the chart, your visual learners have no idea where to put their 

focus. 

14.  When you’re finished with the topic, do a quick review asking someone in the room to explain 

the flip chart to their fellow participants or have them pair up and share the information with 

their partner. 

 

A fun way to flip the paper over each time you need a fresh sheet is to get your students to 

do some type of action or sound. We use a drum roll where they use their hands on their 

laps when we flip it over, we say, “and…………clap!” right at the end. It keeps the energy high 

in the room and it’s a lot more fun than watching us flip the pages over all day long. 

15. Flip charts put high up on the wall around the room. If you have help, and you’re doing an all-day 

event, put the flip chart pages up high on the walls of the room, starting in the front right corner 

on the right hand wall (as participants see it). Keep them in order of presentation because that 

helps your learners compartmentalize the information. If you’re doing a multi-day event, put the 

http://www.selfgrowth.com/add.html
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charts up at the end of each day so they are visible to your participants as they walk in the 

following day. 

 

You want the pieces of paper as high as you can on the wall so that participants have to look 

up to see them. This helps lock the information in their visual memories as pictures and 

makes them much easier to retrieve later. This is one of the most important benefits of using 

flip charts. You can’t do this with a slide show  

 

16. Review. For a one-day program, provide review time after lunch. For a multi-day program, 

review first thing in the morning. Ask if anyone in the room knows what they can do to increase 

the retention rate of the information, i.e., help them remember better. Someone usually says, 

“Review!” 

 

The best way to review is to have your participant’s partner up. Prompt them by simply 

saying, “Turn to someone and say ‘You’re With Me!’” Use music during this review time and 

give them at least 10–15 minutes. Have them walk around together to make the review 

active. For all types of learners, but especially your kinesthetic ones, moving around the 

room helps them lock the information in. And, to keep them from continually asking you to 

explain or clarify a flip chart, teach them the saying, “Ask three others before me.”. When 

they are finished, turn off the music, instruct them to thank their partners and have a seat. 

 

17. Remember that your flip charts don’t have to be perfect…they have to be remember-able! By 

giving some thought to the information you want to emphasize and the key points and key 

words you want them to remember, you’ll be able to create powerful flip charts for your 

participants. Note: Spelling on flip charts is difficult. The reason for this is that when you’re 

writing letters big, they cease being letters to words and start becoming pictures so your brain 

has a harder time remembering how to spell. Ask your group for their help…and bingo, more 

participation and more learning! 

18. After the meeting, number pages and roll them together. Secure with two rubber bands. Label 

rolled pages on the outside with date, name of meeting and topic. 

 

References: 

 Donati, Elisabeth Flip Charts: The Proper Use for Great Teaching (April 11, 2011) 

 University of Kentucky, College of Agriculture, Tips for Effective Use of Flip Charts  
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APPENDIX B: BLOOM’S TAXONOMY 

Learning Focus Associated Action Verbs 

Knowledge 

Define 
State 

Reproduce 
Name 

Write 
Recall 

Recognize 
Label 

Underline 
Select 

Reproduce 
Measure 

Relate 
Repeat 

Describe 
Memorize 

Comprehension 

Identify 
Justify 
Select 

Indicate 

Illustrate 
Represent 

Name 
Formulate 

Explain 
Judge 

Contrast 
Translate 

Classify 
Discuss 

Compare 
Express 

Application 

Predict 
Select 

Explain 
Find 

Choose 
Assess 
Show 

Perform 

Construct 
Find 
Use 

Practice 

Apply 
Operate 

Demonstrate 
Illustrate 

Analysis 

Analyze 
Identify 

Conclude 
Criticize 

Select 
Separate 
Compare 
Examine 

Justify 
Resolve 
Contrast 

Distinguish 

Appraise 
Question 

Break down 
Differentiate 

Synthesis 

Combine 
Argue 
Select 

Compare 

Restate 
Discuss 
Relate 

Manage 

Summarize 
Organize 

Generalize 
Plan 

Outline 
Derive 

Conclude 
Design 

Evaluation 

Judge 
Support 
Identify 
Attach 

Evaluate 
Define 
Avoid 
Rate 

Determine 
Attack 
Select 
Assess 

Recognize 
Criticize 
Choose 
Value 

Skills 

Grasp 
Operate 

Bend 
Act 

Handle 
Reach 
Turn 

Shorten 

Move 
Relax 

Rotate 
Stretch 

Position 
Tighten 

Start 
Perform 

Attitudes 

Accept 
Challenge 

Judge 
Praise 

Value 
Select 

Question 
Attempt 

Listen 
Favor 

Dispute 
Volunteer 

Like 
Receive 
Reject 
Decide 
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APPENDIX C: FORCED CHOICE CONTINUUM 

This is a fun way to seek information from participants about their interest, motivation or knowledge 

on a topic. The facilitator constructs a long line on the floor using masking tape. The extreme ends of 

this line become the polar opposite positions for questions asked by the facilitator. Participants are 

asked to stand on the line in the place that best represents their answer at this time. For example if 

the workshop is about change—the question might be: 
 

How much change have you experienced in your work over the past year?  

 

The participants must choose between A LOT at one end and VERY LITTLE at the other end; they can 

also stand anywhere in between based on their experience. 

 

 
Once they arrive at their selected spot on the line (continuum) they discuss their response with 
another participant on the spot. The facilitator then asks for highlights from their discussions.
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APPENDIX D: UNIT PLAN EXAMPLE 

UNIT NUMBER AND TITLE 2.3   TRAINING GOALS AND LEARNING OUTCOMES 

MATERIALS REQUIRED PPT slides with information 

Flip chart paper, pens, tape 

Breakout room   

 

START TIME/DURATION 9:30 – 10:30   

1 hour  

LEARNING OUTCOMES  

Conditions under which learning 

will be demonstrated (when) 

+ 

who (the specific target group) 

+ 

verb (Bloom’s Taxonomy) 

+ 

what will be learned. 

By the end of the session, participants will be able to create a general 

training goal statement and a learning outcome statement that are 

gender-responsive.  

EXPERIENCE 

Real or evoked (in the past) 

activity.  

Activity engages participants 

 

Examples:  

 Think of a Time 

 Think Pair Share 

 Demonstration (on farm or in 

classroom) 

 Guided Reading of Guideline 

 Role Play 

 Case Study  

 Small group discussion 

Plan with the end in mind.  

1. Present: training goal and learning outcome formats for SSID.  

 

Training goal formula: 

TO + verb to show direction of change (improve, strengthen, build) + what 

will change (ability, knowledge, understanding, comprehension, capacity, 

abilities, skills) + for who (people, organizations, groups) + what will be 

learned  

 

Eg. To improve the competencies of SSID staff/PIT to design, develop, 

deliver and evaluate gender-responsive training programs.  

 

Learning outcome formula 

Conditions under which learning will be demonstrated + who (the specific 

target group) + verb (Bloom’s Taxonomy) + what  

 

Eg. By the end of the session, irrigated agriculture experts will be able to   

construct gender-responsive learning outcome statements.  

By the end of the session, engineers will be able to analyze feasibility 

studies for quality. 
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REFELECTION QUESTIONS 

Provoke reflection on felt 

experience. 

 What happened? 

 What did you notice or observe from this experience?  

 What was particularly interesting or significant about the experience? 

What was challenging, what went well? 

GENERALIZATION ACTIVITIES  

 

Generalizing involves abstract 

conceptualization. It is learning 

that moves beyond reflecting on 

first-hand experience or 

knowledge about an idea or 

concept(s) to a more general 

perception about the concept. At 

this stage, learners need to draw 

conclusions, see patterns, or 

formulate rules or theories, all 

based on the experience. How 

can this learning be generalized 

to other situations? 

 

APPLICATION ACTIVITIES  

Learners either use the new 

learning, or plan a way to use it. 

This is the deepest level of 

learning. 

 Now, what would you do in a 

similar situation in the 

future? 

 How do you want to do 

things differently in the 

future? 

 How might you adapt this 

approach to your own 

situation, with consideration 

to diverse target groups 

(men, women, ethnic 

groups)?  

 What challenges would be 

experienced in adapting this 

to your present situation? 

 What knowledge or skills can 

you transfer from this activity 

to your work 

Small group practice 

 

Each working group will develop one training goal for an overall training 

program (2-3 days long). 

 

Each working group will develop one learning outcome for one learning 

unit related to the training goal. Put on flip chart paper.  Present to the 

group and get feedback. Each working group will share its training 

objective and learning outcome statements.  

 

The whole group will provide constructive criticism of other groups.  

 

 What did you learn here? What does this mean for you? 

 What are you learning or what is reinforced for you? 

 What does this suggest about the concept, the group, and you as an 

individual? 

 What could we generalize from this? 

 How does this concept/topic affect different target groups (women/ 

men; people from different ethnic groups; people with disabilities, 

etc.) 

 What impact might this have on your situation? 

 

How will you use this competency in your work? What will be difficult 

about it? What will be easy?   

STRATEGIES FOR INCLUSION 

(gender, nutrition and 

environment)  

How will you explicitly include 

gender issues in the lesson? 

How will you make sure the 

objective/outcomes are gender-

responsive? 

Ensure training goals and learning outcomes are gender-responsive.   

 

Eg. By the end of the session, irrigated agriculture experts will be able to   

construct gender-responsive learning outcome statements. 
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APPENDIX E: FOUR CORNERS 

Similar in procedure to the Forced Choice activity above, the participants are asked questions that 

have 4 possible responses and they have to choose one of the four that is most like them at this 

time. Once the facilitator asks the question and gives the 4 possible answers with directions pointed 

out as to which corner of the room to go to for each answer, participants then move to the answer 

‘most like me at this time’. 

 

Examples of a question might be in relation to conflict styles—which of these four animals describes 

how you react in times of conflict—like a turtle, a shark, a teddy bear, or an owl? (this is a culturally 

relevant one so the facilitator must choose animals that are known to the participants and illicit a 

strong image of different conflict responses). 
 

 

Participants go to the corner that best describes them, they discuss why they made this choice, what 

are some advantages and disadvantages of this choice and what do they have to offer others 

because of their choice and what support do they require from others. After 10 minutes of 

discussion in their corners, the facilitator then hears from the group in each corner and allows 

additional questions from the group before moving on and hearing from all 4 corner
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APPENDIX F: TRAINING PROPOSAL 

 
 
 
 
 
 

Training Proposal 

on 

(Training title) 

(Training Date) 

(Venue / Place) 

(Act#) 

(Date) 

 

 

 

 

 

 

LOGO 
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BRIEF SUMMARY OF THE PROPOSAL 

 
S/N Description 

1 Title  

2 Prepared by  

3 Approved by  

4 Date (duration)  

5 Place and venue  

6 Training objective  

7 Specific learning 

outcomes 

 

8 Resource 

Persons/presenters 

 

9 
Organization and 

coordination of the 

program (by-----) 

 

10 Training 

modality/techniques  

 

11 
Proposed participants 

number and their 

biodata 

 

12 Training/Training 

agenda/program 

 

13 Budget source and 

estimated cost/budget 

 

14 Training evaluation 

form 

 



APPENDIX F: TRAINING PROPOSAL 

Approach to Facilitation and Training Guidelines Agriteam Canada Consulting Ltd 
Small Scale and Micro Irrigation Support Project (SMIS) G-3 January 2019 

 
ANNEX 1: TRAINING PARTICIPANTS 
 
 

Proposed Participants 

S/N 
Place of work 

(location) 

Participant #* 

Title/position Qualification Institution/s 

Proposed 
transportation 

(public transport, 
air plane or vehicle 

Male 
(#) 

Female (#) Total # 
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ANNEX 2: PARTICIPANT’S BIODATA DETAILS 
 

(Training title) 

(Training date) 

(Venue) 

(Act#) 

 
Participant’s Biodata Details 

S/N Full name M/F Region Zone 
Profession 

(field of 
study) 

Qualification 
(PhD, M.sc, 

B.sc) 
Institution Position 

Mobil 
No. 

e-
mail 

1           

2           

3           

4           
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ANNEX 3: TRAINING/WORKSHOP PROGRAM (AGENDA) 
 

(Training title) 

(Training date) 

(Venue) 

(Act#) 

 

 DAY ??   

Session  Time Topic Facilitator 

1    

2    

3    

4    

5    

6    

7    

8    

9    

10    
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ANNEX 4: SUMMARY OF TRAINING COST (BUDGET) 
 
 
 

Training Cost Estimate 

S/N Item Total cost (Birr) 
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ANNEX 5: TRAINING EVALUATION TEMPLATE (RETROSPECTIVE PRE-TEST) 
 

(Training title) 

(training date) 

(Venue) 

(Act#) 

 

SSID requests your assistance in evaluating this capacity development event. As part of this 

evaluation, please provide SSID with information about your experience. The data compiled will be 

used to improve future capacity development events and facilitation processes. 

 

Participant Kebele Identification Number  

Name of Event/training program  

Date of Event   

Region (where you come from)  

Location where event took place  

 

Please rate your level of agreement as per the rating scale below. 

 
The estimated time to complete this questionnaire is 20 minutes. 

  

1 Strongly 
Disagree 2 Disagree 

3 Neither 
Disagree or 

Agree 

4 Agree 
5 Strongly 

Agree 
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Section A: Assessment of Learning - Knowledge and Skills Gained 

Please reflect on your knowledge and skills gained through this capacity development event. Rate 

your level of agreement using an X with each statement from two perspectives: before the event 

and after the event. 

Before the 
Training Knowledge and Skills 

After the 
Training 

1 2 3 4 5 1 2 3 4 5 

     A.1      

     A.2      

     A.3      

     A.4      

     A.5      

     A.6      

     A.7      

     A.8      

     A.9      

     A.10      

 

What knowledge and skills learned in this capacity development event are most valuable to your 

work and why?  
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Section B: Relevance (R) and Applicability (A) of the CD Event to Participant Learning Needs. 
Effectiveness (E) of the Training Methodology 

 

Please use the rating scale (1 to 5) to rate your level of agreement about each statement.  

 

 
Rate 

1 2 3 4 5 

Relevance and Applicability of this Event to My Work       

Effectiveness of the Training Methodology      

B.1 I understand how the content of the training is relevant to my work.  (R)      

B.2 I can apply what I learned in this training to my work. (A)      

B.3 I will refer to the materials at my work.  (E)      

B.4 The training process (participatory, learner-centered, experiential) helped 

me to better understand the content. (E) 

     

B.5 I would recommend this training to my colleagues. (E)      

 

B.6 What aspects of the training methodology did you like. Why?  

 

 

 

 

 

B.7 What aspects of the training methodology did you NOT like. Why? 

 

 

 

 

 

B.8 What suggestions do you have for how the training could be improved next time? 

 

 

 

 

 

  

1 Strongly 
Disagree 2 Disagree 

3 Neither 
Disagree or 

Agree 

4 Agree 
5 Strongly 

Agree 
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Section C: Facilitation Skill Effectiveness 

Please use the rating scale (1 to 5) to rate your level of agreement about each statement. 

 

Delivery of Capacity Development 
Rate 

1 2 3 4 5 

C.1 There was enough time for discussion      

C.2 Everyone, including me, was able to participate freely      

C.3 The process was guided in a logical way so I could see how we were 

proceeding to meet our learning objectives 
     

C.4 Questions were answered with helpful examples      

C.5 Varied presentation techniques were used to keep the sessions 

interesting 
     

C.6 The training venue provided for an appropriate and comfortable 

learning environment 
     

 

C.7 What could we do next time to make this event even better? 

 

 

 

 

 

 
 

1 Strongly 
Disagree 2 Disagree 

3 Neither 
Disagree or 

Agree 

4 Agree 
5 Strongly 

Agree 
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APPENDIX G: TRAINING REPORT TEMPLATE 

 

 
 
 
 
 

Training Report 
 

on 
 
 
 

(Training title) 

(Training Date) 

(Venue) 

 (Date) 
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TABLE OF CONTENTS 
 

 

1. Introduction 

2. Training Goal and Learning Outcomes 

3. Venue selection 

4. Date 

5. Resource person  

6. Training financed and coordinated by 

7. Trainers (name and position) 

8. Participant composition,  including gender breakdown 

9. Summary of the training content, by day 

a. Day-1 (start with official opening) 

b. Day-2 

c. Day-3 

d. Daily evaluation result (example) 

10. Post-training evaluation findings and analysis.  

11. Overall evaluation (chaired by officials)  

a. Discussion points  

b. Question by participants 

c. Reply by concerned bodies 

12. Training certificate ceremony and closing remarks 

13. Acknowledgement  

14. Successes  

15. Lessons learning 

16. Next steps: Follow up plan   

17. Recommendations for improving the training  (essential step) 

Annex A Biodata summary 
 

Note: The report should include high quality photos and other visuals; anecdotal comments from 

participants and leaders; etc. 



APPENDIX H: INSTRUCTIONS FOR DESIGNING A LEARNING UNIT 

Approach to Facilitation and Training Guidelines Agriteam Canada Consulting Ltd 
Small Scale and Micro Irrigation Support Project (SMIS) H-3 January 2019 

Appendix H: Designing and Delivering Abbreviated Learning Unit 
 
 

INSTRUCTIONS 
 

 
1. Work in assigned small group.  
2. Learning outcome: Get learning outcome or create one for your participant group.  

Follow the format for how to develop learning outcomes explained in Chapter 3.  
3. Develop a learning unit: Complete an ERGA road map, identifying the key activities 

you will use at each stage of ERGA to achieve the learning outcome.  

4. Prepare a session plan (for a 30 minute session) using the template on page 53. For 
the purpose of this observation, the session should include two elements: 

 One of the small group instructional strategies  
 Mini-presentation  (10 minutes) 

5. Practice delivering the session in front of your team. Get critical feedback from team 
members.  

6. Deliver the learning unit to your peers. 
7. Your team will be evaluated by your peers and facilitators using the following 

criteria. 
 

 

Your team will be evaluated on the following criteria: 
 

 Facilitator presence (voice, presence, humour) 
 Organization of content – is the delivery of the concepts logical? 
 Designed alliance – how do you work together as facilitators? 
 Pace of lesson (fast, slow) – Is the content being introduced at a pace that facilitates 

learning?  
 Management of small group activities – how do you set up and manage the small 

group instructional strategy?  
 

 
 

 
 

 


