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Chapter 37-A 
Training Course 
Development and 
Delivery 
 
   
We all have knowledge to convey and 
many of us do this every day, whether 
we realize it or not.  Many times, we 
convey knowledge informally as 
instructions to staff or taking the 
opportunity to convey knowledge in 
‘teachable moments” – times when 
mistakes are made or challenges 
present themselves. 
 
Many of us are familiar with formal 
training events whether in the form of 
academic courses or adult learning in 
seminars or structured programs.  How 
do these formal training events 
develop?  This chapter offers tips and 
guidelines for developing a training 
course. 
   
 
I. The Major Steps in Training 
Course Development 
 
Training develops according to the 
following major steps:  
 
1. Training Needs Assessment 

 
Training courses develop to fill a need 
for skills, abilities or knowledge.  While 
there are many ways of assessing 
training needs, many of them are based 
on the following logic: 
 
ü Identify the group from which the actual 

training participants will be selected 
ü Identify the knowledge, skills and 

abilities that a person (from the 
participants) needs to do a particular 
job, let us say “Need to Know”.  In this 
case, the job description is a good place 
to start in determining the “Need to 

Know” criteria: a list of knowledge, skills 
and abilities that a person needs to 
know to do the job well. 

ü Compare the abilities of people in the 
job to the Need to Know criteria 

ü Identify gaps that can be filled by 
existing academic programs that are 
available to the participants (knowledge) 
or specialized, tailored, short-term/tailor 
made training courses (skills and 
abilities) 
 

Example – Identify Needs 
Let us say that an organization wants to 

develop future managers and finds that the 
junior staff does not have management 

skills. 
 
2. Course Design 
 
The gaps in Need to Know will suggest 
the major topics to cover in the training 
course.  Let us refer to these as themes. 
The themes will define the course 
content day by day. 
 

Example – Course Design 
How to develop management skills?  The 
themes for the training course may include 
the following skills enhancement areas: 
1. Leadership and Supervision 
2. Team Building 
3. Effective Meetings 
4. Motivation 
5. Communications 
6. Making Presentations  
7. Reporting and Analysis 
 
The themes help to plan the number of 
days for the training course, considering 
the time and resources available. In the 
example, let us say that the budget will 
allow a 5 day training course.  There are 
7 themes.  The 5 day course may then 
have the following themes each day: 
 
Day 1. Leadership, Supervision and 

Motivation 
Day 2. Team Building 
Day 3. Effective Meetings and 

Communications  
Day 4. Presentation Skills 
Day 5. Reporting and Analysis 
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This initial planning stage also includes 
the number and names of participants, 
the dates and the venue. 
 
3. The Training Course Agenda 
 
The daily themes are the starting point 
for planning each day of the training 
course.  The Agenda Tool shown in 
Appendix A is useful for planning each 
day, taking care to provide sufficient 
time to cover the topics along with 
breaks every 90 minutes to refresh 
participants.  Breaks help people learn.  
Sessions that are too long without 
breaks may be counter-productive to 
learning. 
 
Once the agenda is developed, it 
becomes the basis for developing the 
materials for the course and determining 
who will facilitate each topic. 
 
4. Course Materials and Activities 
 
Course materials may include 
PowerPoint presentations, hand-outs, 
ice breakers, energizers, group work 
assignments, discussions, exercises, 
etc.  According to the Adult Learning 
model, courses are highly interactive, 
providing opportunities for participants 
to share their own experiences and 
“Learn by Doing”. 
 

Adult Learning 
Adults learn effectively when you apply 
the 10/60/30 rule: 
ü Limit theoretical input or lectures to 

10% of the time allotted 
ü Allot 60% of the time to participatory 

exercises, group work, role plays, 
etc. 

ü Reserve 30% of the time for 
discussions and conclusions 

 
This Impact Guidebook is a rich source 
of information to use in course 
development.  The Internet may also be 
a source for course content.  As an 
example, the United States 

Environmental Protection Agency 
provides course materials for a number 
of topics including Developing Water 
System Managerial Capacity1 and 
Developing Water System Technical 
Capacity2 
 
Training Courses can be enlivened with 
the use of ice breakers and energizers. 
Generally speaking, an Ice Breaker is 
something you do to break down the 
barriers between people and help them 
to get to know each other.  Energizers 
are things you do to refresh participants 
when they are starting to get tired.  
Many of the ideas in Appendix B can be 
used as Ice Breakers or Energizers.  
Appendix B also includes ides for 
forming teams from among the 
participants. 
 
Appendix C provides Course 
Development Reminders that may give 
you ideas about what to include in your 
course. 
 
If your course will be oriented to 
encourage people to apply what they 
learn, you may want to use the Action 
Planner in Appendix D.  This gives each 
participant a way to summarize ideas to 
implement from each day’s topics.  You 
can ask participants to revisit their 
Action Planners on the last day to plan 
what they will do to apply what they 
have learned. 
 
5. Make Course Arrangements 
 
Course arrangements include the 
venue, refreshments, the equipment list, 
the participant list and invitations to 

                                            
1 
http://water.epa.gov/learn/training/dwatrainin
g/upload/dwaPWSOPER-
managerialcapacity.pdf  
2 
http://water.epa.gov/learn/training/dwatrainin
g/upload/dwaPWSOPER-
techcapacitydevelop.pdf  
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participants.  Appendix E includes an 
Equipment Reminder list. 
 
6. Course Preparation 
 
With the course materials developed 
and arrangements made, the next step 
is to practice your course, get materials 
ready and follow-up to make sure you 
will have the equipment you need.  
Timing is an important consideration in 
practice – you will want to follow the 
timing on the agenda as closely as 
possible to make sure that you can 
deliver all of the content that you plan. 
 
Chapter 37 – Training – includes 
examples that can be helpful as you 
develop a training course.  These are: 
 
ü Appendix F: Instructor’s Guide 
ü Appendix G: Training Participants List  
ü Appendix H: Course Attendance Sheet 
ü Appendix I: Course Evaluation Sheet 
ü Appendix J: Course Application Form 
 
 
II. Course Delivery, Evaluation  
and Reporting 
 
Course Delivery is an art – covering the 
material and keeping participants fully 
engaged in the course.  Part of the art is 
the art of making a good presentation 
(see Guidebook Chapter on Making 
Effective Presentations.) 
 
An Adult Learning environment also 
draws upon the trainer’s facilitation 
skills.  This means ensuring wide 
participation by all and drawing out the 
experiences of the participants.  
Appendix F provides reminders about 
playing the role of a facilitator.  These 
reminders are good to review before you 
start delivering a course. 
 
The role of the trainer includes course 
delivery and facilitation as well as more 
administrative duties that include:  
 

1. Prepare materials for the day  
2. Review PowerPoint presentations 

the night before 
3. Arrive an hour early to make sure 

the equipment is operating properly, 
the materials are ready and the 
PowerPoint presentation is loaded  

4. Do a Daily Recap  
ü Give an assignment to write ideas 

on cards about what participants 
learned and put them on a pin-board 

ü Lead a discussion to summarize the 
day 

5. Document the day’s results:  The 
easiest way to document what takes 
place in a course is to type results 
as they occur directly into the 
PowerPoint presentation.  You can 
also add pictures.  Otherwise, you 
will need to keep notes for the day to 
use to develop your report. 

6. Make sure the equipment is shut off 
at the end of the day and that the 
room is tidy. 

 
On the last day of a course, there is 
normally an evaluation form for 
participants to complete.  This 
evaluation can provide valuable 
feedback that can help the trainers and 
or sponsors improve future courses.  
 
If you are required to develop a report 
on the training course, it is always good 
to prepare that report as soon as 
possible after the training concludes 
while the course is fresh in your mind.  If 
you have already prepared a 
participant’s list, an agenda and the 
training materials, you are well on your 
way to good reporting.  If you have also 
documented the results of the training in 
the PowerPoint presentations with text 
and pictures, you are almost finished.  A 
summary of lessons learned and 
insights may be all that you have left  to 
complete your report, depending on the 
requirements given to you by the 
sponsors of the training course and the 
ways in which the report will be used by 
the participants after the training. 
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III.  Lessons Learned 
 
 
You don’t always need money to deliver 
a good training course.   But you do 
need to be creative.  We can look back 
in history to find simple ways for people 
to learn:  Aristotle talking to his students 
on a Greek hillside; generations of 
children learning as they watch their 
parents.     It was not so long ago that 
PowerPoint or computers did not exist. 
 
Remember the Adult Learning Model:  
Adults have a lot of experience and 
creativity to share.  Their inputs can 
enrich a course significantly if you 
provide opportunities to gain that input. 
 
There is almost no substitute for 
learning by doing.  Create opportunities 
for participants to gain experience in the 
un-threatening atmosphere of the 
training course.  Examples include 
facilitating, role-playing or making 
presentations.  One especially effective 
technique is to video participants as 
they facilitate, present or do a role play 
and then review the videos, giving 
feedback. 
 
The best training in a very wide sense 
is: 
ü Multi-faceted learning that covers 

managerial and technical topics, 
leadership and soft-skills,  

ü Multi-staged over a time-span that 
conveys knowledge or skills in, 
incremental steps 

ü Multi-level including all levels from policy 
to the basic operational level 

ü Blended including awareness seminars, 
e-learning; webinars; guided self-study, 
face to face training, etc. 

 
Training succeeds when there is a good 
preparatory phase (criteria: relevance, 
ownership, alignment) and very strong 
follow up through workshops; twinning, 
coaching, networking, etc. with a 

defined group of rather homogeneous 
participants,, trainers and lecturers. 
 
GIZ has achieved success by creating 
training pools that involve local human 
resources or training institutions in 
training initiatives.  GIZ provides 
Training of Trainers (TOT) courses to 
these players to enable them to deliver 
courses and then supports them with 
continuous backstopping or coaching. 
 
 
IV.  Resources 
 
 
The “MOVE Manual - Moderation and 
Visualization for Group Events” by 
Manfred Oepen is an excellent 
reference describing adult learning 
techniques.
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Appendix A 
The Agenda Tool and a Sample Management Development Program 

Agenda 
Day 1: Organization Development and Leadership 

8:30 9:30 Introductions 
9:30 10:00 Overview of Management and Organization Development 

10:00 10:15 Break 
10:15 10:45 Organization Development Self-Assessment Questionnaire 
10:45 11:15 Meeting Participation Seminar 
11:15 12:00 Exercise: Meetings in Your Organization 
12:00 12:30 Leadership and Commitment Seminar 
12:30 12:45 Break  
12:45 13:45 Exercise: Compare Yourself to a Good Leader - and Presentations 
13:45 14:15 Team Building Seminar 
14:15 15:45 Team Building Exercise and Presentations 

Day 2: Strategic Management 
8:30 9:00 Values, Mission and Objectives Seminar 
9:00 9:20 Mission Statements  
9:20 10:35 Exercise: Evaluate Mission Statements 

10:35 10:50 Break 
10:50 11:20 Planning and Goal Setting Seminar 
11:20 12:20 Exercise: Internal and External Influences  
12:20 13:05 Exercise: Strategies  
13:05 13:20 Break 
13:20 13:50 Exercise: Strategies  
13:50 14:10 Priority Setting Seminar 
14:10 15:25 Design Priority Setting Method 
15:25 16:10 Change Management 

Day 3: Goal-Driven Management 
8:30 9:00 Organizing Seminar 
9:00 10:30 Organizing Exercise and Presentations 

10:30 10:45 Break 
10:45 11:15 Goal Setting Seminar 
11:15 11:45 Delegation Seminar 
11:45 13:00 Delegation Discussion  
13:00 13:15 Break 
13:15 14:00 Time Management Seminar 
14:00 14:45 Measuring Results Seminar 

Day 4: Managing for Results 
8:30 9:15 Management Reporting Seminar 
9:15 10:45 Exercise: Design a Management Report  

10:45 11:00 Break 
11:00 11:45 Team Presentations: Management Reporting 
11:45 12:15 Management by Results (MBR) Seminar 
12:15 13:30 Overcoming Barriers to MBR 
13:30 13:45 Break 
13:45 14:15 Compensation and Reward Systems Seminar 
14:15 15:15 Exercise:  Create Ways to Reward Initiative 
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15:15 16:00 Presentations:  Ways to Reward Initiative 
Day 5: Human Resources and Utility Management 

8:30 9:00 Human Resources Management Seminar 
9:00 9:30 Employee Supervision Seminar 
9:30 10:00 Communication and Cooperation Seminar 

10:00 10:30 Communication Exercise 
10:30 10:45 Break 
10:45 11:30 Crisis Management Seminar 
11:30 13:00 Crisis Management Exercise and Presentations 
13:00 13:15 Break 
13:15 13:45 Water Demand Management Seminar 
13:45 14:45 Exercise: Solve a water shortage problem 
14:45 15:15 Presentations: Water Shortage Solution 
15:15 15:30 Homework:  Applying Knowledge 

Day 6: Applying Knowledge 
8:30 9:00 Applying Knowledge Introduction 
9:00 11:00 Ideas to Implement Exercise 

11:00 11:45 Presentations of Ideas 
11:45 12:15 Evaluation 
12:15 12:45 Closing Ceremony 
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Appendix B 
Ice Breakers and Energizers 

Name Instructions 
Addressing Participants by Name Ask participants to pay attention to the 

introductions.  After the introduction session, 
make a rule that each one should address the 
other by name. You could also even ask them to 
randomly mention the name of the other. 
 
A variation on this approach is to do the 
introductions.  Then have the participants stand 
in a circle and toss a ball to each other.  The 
person who throws calls out the name of the 
person he/she is throwing to. 

Management Quiz Please see text after this chart 
Back Massage Women in one line, men in another line Stand 

facing each other’s backs 
Give the person in front a shoulder massage 
Turn around and do the same thing to the other 
person 

Body Spell Ask a participant to spell any word using his/her 
body.  Ask the rest of the participants to guess 
the word. 

Brain Teasers 1. What word is mispelled in this 
sentence? 

2. Cantankerous is a very hard word to 
spell – ask people to spell it 

3. Riddle: I am the first on earth, second in 
heaven and I appear 2 times in a week.  
I live in the middle of the sea and you 
can only see me once a year. Now, who 
am I?  E 

a. First on earth = E 
b. Second in heaven = E 
c. 2 times in a week = EE 
d. Middle of the Sea = E 
e. Once in a year = E 

4. Math:  being very tired, a child went to 
bed at 7:00 at night.  The child had a 
morning lesson and therefore set the 
alarm clock to ring at 8:45.  How many 
hours and minutes of sleep did the child 
get?  Answer:  1 hour and 45 minutes) 

5. Make 9 with 11 sticks.  Answer = NINE 
6. Take 4 out of 5:  Answer:  FIVE, remove 

the F and the E 
 

Breathe in deeply and then out The leader asks everyone to stand and breathe 
in deeply and then exhale – doing it slowly so 
that all can see what to do.  Breathe in and out 
about 5 times. 

Clapping There are many ways to clap for applause and 
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Appendix B 
Ice Breakers and Energizers 

Name Instructions 
they can vary. Here are a few ideas: 
• The quiet clap:  click your fingers three 

times, stop, click three times again and 
then do one hard clap 

• The rain:  start by rubbing your hands 
together, then do a soft clap as the rain 
begins and gets harder and when it gets 
very hard do one loud clap for the thunder 

• Pass the warmth:  everyone rubs their 
hands together until they are warm and 
then they send the warmth to one person 
who catches it on the chest 

• Oxygen:  Ask participants to wave their 
arms above their heads from side to side a 
couple of times and end in one hand clap 

• Slow Standing Ovation:  start clapping 
quietly in chairs and then clap louder and 
start to stand up, finish with loud clap. 

Con-cen-tra-tion……. 
Concentration starts right now! 

Each participant concentrates so that they will 
not be ‘caught napping’ when their number is 
called: 
1. The facilitator assigns numbers 

successively from the digit 1, starting from 
himself/ herself and proceeding to each 
participant i.e. if there are 20 participants, 
the numbers will go to 21 as the facilitator 
will be number 1 

2. Facilitator starts a rhythm by clapping hands 
twice and patting thighs twice. The facilitator 
should invite all participants to join in 
making the rhythm 

3. Once the rhythm has been established, the 
facilitator should say two times: 
concentration, concentration now begins 

4. The facilitator as number 1, says: one 
goes...(to any number of their choice) e.g. 
12 

5. At this point, the person with the number 
that has been mentioned, in our example, 
12, should say: 12 goes ...(to a number of 
their choice) e.g. 3 and this continues to the 
person with number 3 and so on, with the 
aim that the chain is not broken 

6. If however, one participant does not 
respond when their number is called, 
everyone should say ... (that number e.g. 
3): ... goes out (In our example: 3 goes out, 
3 goes out) 

7. The person with the number that has been 
‘caught napping’ should sit down  

8. The concentration game begins all over 
again with the facilitator calling a different 
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Appendix B 
Ice Breakers and Energizers 

Name Instructions 
number! 

Dance From time to time in training courses, people 
will come back late from a break or lunch.  One 
way to encourage them to return promptly is to 
require latecomers to dance to the music that 
the facilitator chooses.  It can become funny 
when you select music that is very strange to 
the participants. 

Dancing Competition Pick representatives from different regions/ 
countries/ companies from your participants 
and ask them to take part in a dancing 
competition. The remaining participants are the 
judges. Ask them to dance for two minutes+ 
and then ask the other to eliminate the worst 
dancer. The last person standing is the winner 
and can be given a prize.  

Going through a hole in a piece of A4 people Ask participants to do this exercise. It is 
possible for two people to go through at once. 
The way you fold the paper matters. After the 
groups have tried, demonstrate it to them. 
Instructions:  Take a piece of A4 paper and fold 
it in half from top to bottom and half again. 
Cut the paper from the folded side across but 
leave room before the other side.  Leave about 
5cm between cuts. 
Go to the other side and do the same thing in 
between the cuts you have made. 
Now, cut the ends of the pieces in between on 
both sides so that there are no more folds – but 
do not cut the end pieces. 
Open carefully and see how many people you 
can get inside. 
 

Group Photo Do on first day – after the opening session, 
especially if there is a dignitary who has 
opened he session 

Hand Shake Positive Ask participants to turn a person nearby.  
These pairs shake hands.  Then each one tells 
the other something positive about them.  

Head, Shoulders, Knees and Toes This is a common children’s game where you 
sing head, shoulders knees and toes while you 
touch your head, shoulders, knees and toes. 

High Five, High Ten Use this energizer to celebrate success:  Each 
participant turns to a partner.  Each person 
raises a hand and claps the hand of the other, 
first the left hand and then the right, then clap 
both hands with the other person 

Imagination Games Close your eyes and imagine: 
The day of the week, give it a color 
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Appendix B 
Ice Breakers and Energizers 

Name Instructions 
Share your days and colors 

International Idol Each participant is invited to compete in the 
International Idol contest by singing (lip singing 
to recorded music is fine), dancing, playing an 
instrument, reciting a poem, drawing a picture, 
performing a skit, etc.  This could take some 
time so the contest may go on over a few days.  
When everyone has performed, ask the 
participants to vote on which person becomes 
the International Idol. 

Introduction by Grouping Group the participants into five or six people 
and then ask them to get to know each other 
for 5 minutes or so. Each group will have a 
chairperson.  After that ask each group to 
come in front and then the chairperson 
introduces each member of the group. Note 
you have to give a guide on what details about 
themselves they should share e.g. names, 
academic qualification, marital status, number 
of children what they like etc. 

Introduction by Pairing Pair the participants and then ask them to get 
to know each other for a minute or so.  After 
that ask each pair to come in front and then 
one person introduces the other. 

We Know You Participants stand in a circle.  Leader closes 
eyes and throws a soft ball to anyone.  The 
person who catches the ball says something 
that they know about the leader.  The catcher 
then closes eyes, throws, and hears about 
himself, and so forth.  It is good to do this once 
people have worked together for at least three 
days. 

Make a face Write an emotion on a small piece of paper, 
gather the pieces of paper and ask participants 
to pick one.  Come up front and act it out. 

Masai Dance Hum and grunt while swiveling your body up 
and down – three times and then Jump as high 
as you can Jump. 

Mingle, Mingle, Mingle The participants stand around the room. The 
leader will say “mingle, mingle, mingle” and 
then shout a number.  If the number is two – 
the participants need to group into two.  If the 
number of three, the participants must group 
into 3.  Anyone who is not in a group is 
eliminated. 

Musical or Dancing Chairs Place chairs in a circle. Participants are asked 
to go round the chairs while dancing to some 
music. Note that the number of chairs should 
be one short of the number of participants.  
When the music stops, the participants should 
sit.  The one without a place to sit goes out. 

Nyama* game Leader: Nyama, Nyama, Nyama    
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Appendix B 
Ice Breakers and Energizers 

Name Instructions 
 
*Nyama is the Swahili word for meat that 
people normally eat. 

Participants: Nyama  and jump 
Leader: Nyama – cow,  
Participants: Nyama, jump 
Leader: “Nyama – hyena” or any other meat 
that people do not normally eat 
Participants: Anyone who says Nyama for 
hyena or another inedible animal and jumps is 
disqualified. 

Probing Questions Answer the question and explain why: 
• Would you rather ride a camel or an 

elephant? 
• Would you rather spend a week stranded 

in the jungle or at sea on a boat? 
• What was your childhood nickname and 

why? 
• What was your most embarrassing 

moment and why? 
• What historical person could teach you the 

most and why? 
• What is the true definition of success? 

Quick March Time Pick a tempo and convey it by clapping.  Then, 
ask participants to clap that rhythm and march 
to it around the room.  If you have marching 
music you can use that as well to establish the 
tempo. 

Round of Numbers in threes Everyone in a circle.  People say a number if it 
does not contain a 3 or if it is not a multiple of 
3.  For the “3s”, the person claps.  As an 
example, it would go like this:  1, 2, clap, 4, 5, 
clap, 7, 8, clap, 10, 11, clap, clap, 14….When 
the group gets to the number 24 (clap), reverse 
the direction. 

Simon Says One person stands at the front of the room and 
this is Simon.  The participants start at the back 
of the room and their objective is to get to the 
front of the room. 
Simon says what the participants need to do – 
like take two steps forward or three steps back.  
When people do not follow the directions they 
are eliminated. 

Situation Game Imagine that you are in a hot air balloon that is 
going up. One person has to get out.  Pick your 
profession and defend why you should not 
have to jump out. 

Solving the Puzzle Make a puzzle using flip charts or cards. Place 
your participants in two groups. One group 
should be only one person, and the other can 
have as many people.  Let them solve the 
puzzle without talking to each other.  
You will find that the group with many will 
hardly do much while the group with one will try 
but will still not solve the puzzle. 
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Appendix B 
Ice Breakers and Energizers 

Name Instructions 
Lesson: Unity and collaboration. 

Sound of a Cow What is the sound of a cow in your country? 
Each person makes the sound of a cow 

Spelling Bee Collect words in your sector or field that are 
hard to spell.  Line participants up in the front 
of the room and give them each a word to 
spell.  If they do not spell correctly, they must 
sit down.  Eventually, there will be one person 
left –the winner. 

Spin the Bottle Spin the bottle.  Where it points – anyone can 
ask that person anything 

Stretching Ask everyone to stand and then just go through 
some stretches such as arms over your head, 
touching your toes, leaning from right to left, 
etc. 

Telling Stories or Jokes Ask a volunteer to tell a joke or tell one 
yourself; If there is natural comedian in the 
group ask that person to open each day with a 
joke. 

Throwing the Ball Toss the ball between each other 
Throwing the Ball Use a soft ball to toss around to get people’s 

attention 
Tiny Triathlon 1 minute of running in place 

1 minute of swimming 
1 minute of riding a bicycle from your chair 

Walk the Blocks Blind fold a person and have him/her try to 
walk through some barriers. 

Zip-Zop Participants stand in a circle.  The first person 
sticks out their leg and makes eye contact with 
another person, saying ZIP.  The other person, 
with leg out, makes eye contact with another 
and says ZOP, and so forth 

 
 
 

Management Quiz 

The following short quiz consists of 4 questions and will tell you whether you are qualified to be 
Competent in your position. The questions are NOT difficult.   
 
Question 1: How do you put a giraffe into a refrigerator? 
 
The correct answer is: Open the refrigerator, put in the giraffe and close the door.  
 
This question tests whether you tend to do simple things in an overly complicated way. 
 
Question 2: How do you put an elephant into a refrigerator? 
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Did you say, Open the refrigerator, put in the elephant, and close the refrigerator?  If so, that is 
the Wrong Answer. 
 
The Correct Answer is: Open the refrigerator, take out the giraffe, put in the elephant and close 
the door.  
 
This tests your ability to think through the repercussions of your previous actions. 
 
Question 3: The Lion King is hosting an animal conference. All the animals attend... 
except one. Which animal does not attend? 
The Correct Answer is: The Elephant. The elephant is in the refrigerator. You just put him in 
there.  

This tests your memory.  
 
Okay, even if you did not answer the first three questions correctly, you still have one 
more chance to show your true abilities. 
 
Question 4: There is a river you must cross but it is used by crocodiles, and you do not 
have a boat. How do you manage it? 
The Correct Answer is: You jump into the river and swim across. Have you not been paying 
attention?  All the crocodiles are attending the Animal Meeting.  

This tests whether you learn quickly from your mistakes. 
 

 

Team Formation Methods 
Use to  mix participants up, encourage them to get to know each other, form working groups and 

build teams 
Name Instructions 

Count Out If you want to have 5 groups, for instance, ask people to go 
around the room and count out 1, 2, 3, 4, 5.  The number a 
person says designates his/her working group. 

Affiliation Perhaps you want all people from one country or one 
organization to work together 

Team Selection Choose team leaders and ask them to go to corners of the 
room.  Each team leader selects another person.  Then, these 
two select the third, and so forth 

Energizer Game Play an energizer game that results in eliminating people 
(Musical Chairs).  As people are eliminated, they go into a team 
together. 

My Preference Pick as many topics as you need for the number of groups – let 
us say 4 groups. 
On 4 different Flip Charts or pin boards, put a picture, say, of a 
restaurant, a lake, a library and a sports field.  Ask participants 
to go to the picture that they like the best. If the numbers of 
people in the groups is not equal, select participants to go to 
their second choice and so forth until the numbers are equal. 
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Appendix C 
Course Development Reminders 

 

1. Preparation Reminders 
Opening Ceremony?  If so, select and 
arrange for a person to kick-off the event Lesson Plan 

Understand participant needs and objectives 
for the course 

List of participants with their backgrounds 
and current positions 

Select themes for each day that will meet 
objectives  Materials to be forwarded to trainer before 

Develop Agenda for the course – and for 
each day; see Nancy’s Agenda Tool Other Requirements List 

Action Planning and Action Planner Participants name tags 
Contents of the topics PowerPoint Presentations 

Course name Room arrangement including areas for group 
work 

Closing Ceremony?  Certificates for 
Participants? Sign-in sheets 

Date, time and venue Social Activity Selection and Arrangements 
Equipment List Time Management 
Evaluation Method Video clips 

Field Trip Selection and Arrangements Facilitator meetings to prepare and debrief at 
the end 

Handouts, Exercises and Group Work Instructor Guide 
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2. Technique Reminders 
Benchmarking Fish bowl: inner circle and outer circle; inner 

circle leads, outer circle can submit inputs 
Brainstorming Flip Charts 
Breaking the course into modules Ice Breakers 
Breaks every 90 minutes with refreshments 
and lunch 

Morning News:  a radio report on the day 
before 
1. News Headline format on radio show 
2. Talk Show 
3. Newspaper? 

Cartoons and puppets Music 
Change of environment – example of TOT 1 to 
3 

Group Photograph 

Demonstrations/ Practical's  Pictures and photos 
Discussions Pin Boards and cards 
Drama and role plays Rewards and Incentives 
Energizers Seminars 
Exercises Team-building experiences 
Experience Sharing Training visits 
Facilitation Videos 
Homework Assignments World Cafe 
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Appendix D 
Action Planner 

Topic Ideas to Implement 
Date 

  
  
  
  
  
  

Date 
  
  
  
  
  
  

Date 
  
  
  
  
  
  

Date 
  
  
  
  
  
  

Date 
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Appendix E 

Equipment Checklist 
Items with a “*” are basic – the things you cannot do without. 

Item Reminder Number Needed 
Ball Small soft one to throw around the room  
Blue tack   
Brown roll paper Enough to cover both sides of pin boards  
Cables for Camera and other 
equipment  

Test to make sure they all work  

Cards* Various Sizes and colors  
CDs   
Digital camera or Smart phone Make sure they are charged up  
Flip chart books* Make sure they fit the stand  
Flip chart stand*   
Glue sticks*   
Internet Connections   
Laptop, mouse and speakers Make sure that all of these are working properly  
Markers To use with Flip charts and cards  
Masking tape* Use this to hang papers on a wall so that you 

do not damage the wall surface 
 

Memory sticks   
Moderation box   
Name Tags and Name Cards*   
Paper* Usually the venue will provide  
Pens* Usually the venue will provide  
Pin boards and pins* At least one for each working group plus one 

for the facilitator 
 

Plastic folders/ files   
Pointer – laser or telescoping   
Power extension cables*   
Printer and accessories (e.g. 
toner and paper) 

  

Projector/Data Show*   
Projection Screen* Can use a blank, light colored wall as well  
Scissors   
Stapler and staples   
Table cloths   
Tables and chairs Select an arrangement that will work best for 

your group  
 

UPS   
Video camera Need someone to operate it and play back the 

videos.  This person needs good instructions 
and the lead facilitator should coach the 
person. 
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Appendix F 

Facilitation Reminders 

 
 
 

1. Facilitation Preparation and Delivery 
To Prepare for a Training Course, I 

will…. 
At the Training I will…. 

Understand participant needs and 
expectations before and during the training 

Arrive early at the location to make sure 
that everything is ready 

Set the Objectives and Link to 
Expectations 

Welcome the participants and do an Ice 
Breaker so that people can start to know 
each other 

Prepare adequately in Detail   Learn participant names and how they 
would like to  be addressed; use name 
tags or name cards 

Have a plan B just in case Set the Ground Rules and follow them but 
not too strictly 

Assign Roles Let people know what to expect for the 
course and for each day 

Create materials of good quality that reflect 
the context in which the participants work 

Encourage interaction, participation and 
team building 

Use clear visuals that grab attention Capture attention tactfully and get it back 
when it veers off course 

Incorporate a variety of methods and 
instruments  

Manage difficult participants 

Create, assign and manage Group Work Make corrections politely and gently 
Include stories to illustrate the lessons  
and use humor 

Feedback - Give positive feedback to 
people 

Keep back up files of all materials on 
laptop and flash drives 

Feedback - Ask for feedback from people 

Develop cultural knowledge and sensitivity Manage the time 
Make sure I have a good understanding of 
the subject matter 

Communicate clearly and effectively 

Create consensus from diverging positions Be knowledgeable and resourceful 
Identify with participants and subject 
matter 

Blend international and local experience 

 Encourage people to have an 
Implementation Plan for new ideas from 
the course 

 Guide Groups to appropriate and useful 
outcomes  

 Retain results in hard or electronic copy 
 Involve external experts effectively 
 Document Results 
 Make sure that the training space is tidy at 

the end of the day and disconnect all 
electrical devices. 
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2. Facilitation Behaviors 
As a Facilitator I will be….. I will always…. 

A Good Listener Be able to work under different conditions 
A good Role Model Show empathy; build the confidence of 

participants; take note of every contribution made 
A leader SMILE 
A learner too Thank people for their contributions 
Active and lively Have a positive attitude and mind set 
Audible and clear Have the ability to deal with unexpected 

developments 
Clever Support participants 
Confident Praise good work 
Creative Do what it takes - Work overtime if necessary 
Flexible Share experience 
Honest Recognize sensitive moods and harmonize 
Humble Sustain a collaborative, cooperative, participative 

environment 
Natural - be myself Strive for simplicity without compromising 

effectiveness 
Open-minded Encourage Mutual Respect and the ideas of all 

people 
Patient Keep audience interested and attentive 
Tolerant Create a Climate of Openness 
Well-organized, systematic and 
logical 

Help people Have Fun 

Interact with participants during 
breaks, after sessions and be a part 
of the group 

Use simplified Language 

 Realize that I do not know everything 
As I facilitate I will remember to … 
Avoid things that divert attention, 
like: 
- “Hugging” the pin board or the 

PPT slide (it will not protect you) 
- Fidgeting with your hands or with 

objects 
- Too much body movement 

Be confident and relaxed 
Face the audience and make eye contact 
Dress appropriately to the setting 


