

     [image: Small CaLP Logo no text]                       [image: IFRC-English logo]                       [image: ECHO LOGO]



		



IFRC Training of Trainers (ToT) Guidance for the Cash Transfer Programming (CTP) Course

November 2012








Background to the IFRC ToT Training

The IFRC is uniquely placed to become a global leader in cash transfer programming in emergencies due to its global reach and potential to scale up its implementation capacity. Since 2008 the Federation has built on a solid foundation of institutional principles, guidance[footnoteRef:1] and experience and worked with the CaLP to develop and deliver training in cash transfer programming in emergencies for humanitarian practitioners.  [1:  The Disaster Preparedness and Relief Commission in May 2006, approved six guiding principles for the use of cash and voucher-based humanitarian assistance – these were followed-up with the publication of RC/RC Movement guidelines for cash and voucher-based programming, a first in the humanitarian sector, with technical support and input from the Federation and the ICRC.] 

This partnership was formalised in 2010 with ECHO support to increase the scale up of capacity building efforts across the humanitarian sector encompassing joined up advocacy efforts to key humanitarian stakeholders to promote the appropriate consideration of cash transfers as a viable mechanism for humanitarian assistance. This partnership was renewed in 2012, now including British Red Cross as the ECHO grant manager, and will run until the end of 2013 as Phase Two of ECHO funding. 
While the 2011 Good Practice Review states that agencies should not require ‘cash experts’, in the short term there is a need to build up skills, confidence and promote routine consideration of cash based intervention so that it can be mainstreamed. As such, one aspect of this project is the continuation of the capacity development for agencies implementing cash based programmes and the need to deliver cash programmes at scale. 
The materials presented here provide guidance on delivering the CTP ToT, that should be used in conjunction with the 4 day CTP delivery Facilitator Guidance.  


Contents										2
Introduction to the ToT		 							3
Setting up the IFRC CTP ToT: Before the Course						4
CTP Documentation									6
Delivering the IFRC CTP ToT: During the Course						8
The Adult Learning Session Plans – Day One – Sessions 1 & 2				11
The Adult Learning Session Plans – Day Two – Sessions 3, 4 & 5				18
The Adult Learning Session Plans – Day Three – Session 6				27
Appendix 1: IFRC requirements of CTP ToT Participants					30
[bookmark: _GoBack]
Introduction to the ToT

This document is intended for trainers who will be running the IFRC Training of Trainers Course, to increase capacity the capacity in the NRCS and the IFRC staff to train the IFRC Cash Transfer Programming (CTP) training course.
Training aim
To support participants in applying appropriate training and facilitation methods when delivering training about cash transfer programming within their organisations. 
Training Objectives
At the end of the training participants will be able to:
· State the principles of adult learning and apply them to designing and running a training session,
· Describe the role of the trainer,
· Practice a range of training skills and techniques,
· Prepare to set up a training event.
The Structure of the ToT
The CTP ToT is divided into three parts as reflected in the colour-coded agenda:
Green sessions: are modelled session taken from the CTP training materials, delivered by the ToT training team. The intention of these sessions is to ensure that all ToT participants are familiar with essential CTP concepts and are using the same language to describe those concepts. Additionally it provides ToT participants with the opportunity to become familiar with the lay-out of the CTP training materials as they can follow the sessions, printed in their binders, as the ToT trainer leads the session. On this ToT Module 1, Sessions 1.1 and 1.2 are modelled, although this can be adapted. 
Yellow sessions: are sessions on adult learning, also delivered by the ToT training team. The CTP ToT is only five days and therefore the adult learning sessions are designed to be practically oriented, looking at issues specific to CTP training, rather than more generic and broader training and facilitation skills. For example not much time is given to facilitation techniques as these are only required for one or two of the sessions on the CTP training course. The adult learning sessions in the ToT start on page 12 of this document.  
Blue sessions: are practice delivery sessions, led by participants, and taken directly from the CTP training materials. Evaluations show that the blue sessions provide the most value to participants who prepare, amend and deliver a 70’ session, and receive feedback and suggestions for improvement on their performance. The blue sessions provide an opportunity for participants to be exposed to the content of the CTP training and also learn from others on what works and doesn't work when training.
Instructions for running the three types of session are given in the section titled: Delivering the CTP ToT starting on page 9.

Setting up the IFRC CTP ToT: Before the Course
Summary
· The quality of the ToT course depends mainly on those attending as participants.
· To ensure this quality significant efforts should be made to communicate and advertise the course, in order to increase the pool of candidates from which participants are selected.
· The criteria for selection are based largely on the candidate’s potential to disseminate the IFRC 4 day CTP course after the course and act as a change agent for his or her National Society. 
General Considerations
Training events should be custom-designed, and this design must be based on the learning needs of a target audience. Ensuring that the appropriate target audience attends the learning event is important and challenging work. It calls for raising awareness that the course exists, providing the conditions that will encourage people to attend, and making it in their interest to attend. 
Advertising, recruitment, screening and selection are critical for the success of the CTP ToT learning environment. Planning should start at least three months in advance, with advertising starting immediately afterwards. There is usually pressure to maximise the number of participants in a ToT course however experience has identified that a good learning environment is created with 18 - 24 participants, 2 co-facilitators, and one course administrator.
Target Audience
The CTP ToT is intended to support IFRC or NRCS staff who may be training humanitarian staff using the IFRC CTP 4 day training course.
There is evidence to show that only approximately 20% of participants trained on a ToT actually go on to deliver training. As ToTs tend to be more expensive to deliver it is important that proper consideration of the selection of participants is given. Following are some indicative criteria for selecting appropriate participants for the CTP ToT event:
· Operational experience of at least 2 – 3 emergency programmes using CTP as a modality,
· Training experience as a facilitator of at least five training events,
· Proficiency in the language of instruction of the ToT course (i.e. able to train others in that language),
· Number of other languages in which the candidate is able to run workshops,
· Working in a region where there is a demonstrable need for CTP training,
· Mandate and support (moral and financial) from the candidate’s organisation to conduct future trainings on CTP,
· Plans for future CTP training or institutionalisation work,
· Have undergone at least two of the IFRC e-learning courses (see CTP Facilitator Guidance  Appendix 10, Page 33)
Application Procedure
Acceptance to the course is based on an application, which in turn is based on formal and agreed selection criteria. The application process has two aims, the first is to ensure the right selection of participants is made, and the second is to instill a commitment on the part of the potential participant and his/her manager. Please find the application form in the folder CTP ToT Course Documents titled ‘Application Form’.  
The CTP ToT course participants should represent the diversity that exists in the IFRC and the NRCS. Consequently, consideration should be given to achieve a balance between gender, nationality and organisation. Diversity also includes consideration of how the skills, attitude and experience of the individual will contribute to the course. Will their perspective add to its diversity? Is their perspective important for others to understand? Do they have a particular skill-set that is not yet present in the course? Might they be in a position to mentor others?
Participant Numbers
The IFRC ToT training course can be run with a maximum of 24 participants and a recommended minimum of twelve participants.  The limit to the upper numbers is because the practice sessions or participant led sessions, which are a central part of the course, number eight. With 24 participants this means eight teams of three will deliver one session each. If the teams are larger the practice sessions become meaningless. 
Smaller numbers are possible, but timings may need to be adjusted, particularly in regard to the training practice sessions. 
The ToT Training Team
The training team should be selected at the same time, and if not before, the selection of the participants. It is important to try and achieve a balance in the training team, with potentially one trainer being more experienced in CTP and the other having greater training (specifically with ToTs) experience. 
It is also desirable to ensure at least one of the training team come from the region where the ToT is being held and that there is a gender mix. The training team should be kept informed of all the administrative arrangements for the course prior to delivering the ToT. 
One administration staff should be appointed to support the training team during the run up to and during the ToT.
Considerations for selecting a venue
The venue chosen for the CTP ToT will depend on the location where the ToT is held and, of course, budgetary limitations. However there is one over-riding consideration that should not be ignored and that is the possibility of a residential venue. Participants are expected to prepare together as training teams on at least two of the evenings of the ToT. For this reason it is better to insist that participants stay at the venue for the duration of the ToT and attend every session. For more guidance on venues see the CTP Facilitator Guidance.


CTP ToT Documentation

Trainers preparing to run the CTP ToT will need access to both sets of the following documents:
The IFRC CTP ToT Course
	[image: Macintosh HD:Users:ejowett:Desktop:leopard-folder.png]Title
	[image: Office_DOC]Title
	[image: Office_PPT]Title

	CTP Trainer Guidance and Session Plans
	IFRC CTP ToT Guidance
	

	CTP ToT Course Documents
	IFRC CTP Agenda (Sample)
ToT Invitation Letter
ToT Welcome Letter
ToT Attendance certificate
ToT Evaluation form
ToT Application form
	

	CTP ToT Handouts
	ToT Handouts
	

	CTP ToT Activity
	Planning to Plan
	

	CTP ToT PowerPoints
	
	IFRC CTP ToT Tips on Using PowerPoint
IFRC CTP ToT Adult Learning



The IFRC CTP Course
	[image: Macintosh HD:Users:ejowett:Desktop:leopard-folder.png]Title
	[image: Office_DOC]Title
	[image: Office_PPT]Title

	IFRC CTP Facilitator Guidance
	IFRC CTP Facilitator Guidance
	None

	IFRC CTP Module 1 October 2012
	IFRC CTP Module 1 Session Plan
IFRC CTP Module 1 PPT Talking Notes
	IFRC CTP Module 1 October 2012

	IFRC CTP Module 2 October 2012
	IFRC CTP Module 2 Session Plan
IFRC CTP Module 2 PPT Talking Notes
	IFRC CTP Module 2 October 2012

	IFRC CTP Module 3 October 2012
	IFRC CTP Module 3 Session Plan
IFRC CTP Module 3 PPT Talking Notes
	IFRC CTP Module 3 October 2012

	IFRC CTP Module 4 October 2012
	IFRC CTP Module 4 Session Plan
IFRC CTP Module 4 PPT Talking Notes
	IFRC CTP Module 4 October 2012

	IFRC CTP Case Study
	Case Study 1: Country Profile
Case Study 2: Emergency Bulletin
Case Study 3: Rapid Assessment
Case Study 4: Baseline Timber Market
Case Study 5: Emergency Market Mapping
Case Study 6: Response Options Analysis
Case Study 7: Implementation and Design Issues
	None

	IFRC CTP Handouts
	IFRC Handouts – 1 document containing handouts 1.1 – 1.4, 2.1 – 2.5, 3.1 – 3.3 and 4.1 – 4.4
	None
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Delivering the IFRC CTP ToT: During the Course

The training team will need to be familiar with how to run the three types of sessions in the ToT: Green sessions (modelled sessions), yellow sessions (adult learning sessions) and blue sessions (participant led practice sessions). 
Running the Modelled Sessions
As previously mentioned, on this ToT Module 1, Sessions 1.1 and 1.2 from the CTP training materials are modelled, although this can be changed. The sessions should be run as written, only leaving out activities such as the introductions as this will already have happened.
Running the Adult Learning (AL) Sessions
The following table shows the timings and topics of the adult learning sessions. The session plans for the adult learning sessions, with detailed activities, start on page 12 in this document. 

	Time
	Topic
	Method

	Day One

	Session 1 (AL)
08:30 - 09:30
	Introduction of participants
Objectives
Agenda and Course overview
	Postcards and time machine
Interactive slide show

	Session 2 (AL)
15.30 - 17.00
	Adult Learning Principles
	Energisers, interactive slide show and group work

	Day Two

	Session 3 (AL)
08.30 – 08:50
	Learning recap
	Choose a method from the CTP Facilitator Guidance

	Session 4 (AL)
08.50 - 10.30
	The Role of the Trainer 
Training and Facilitation Methods 
	Group work

	Session 5 (AL)
11.00 - 12.30
	Tips on Training and Facilitation Methods 
	Interactive slide show and group work

	Session 6 (AL)
13.30 - 15.00
	Preparing to Train
Planning and Coaching for the participant led practice sessions
	Interactive slide show followed by preparation
Coaching by Training Team

	Session 7 (AL)
15.30 - 17.00
	Planning and Coaching
	Coaching by Training Team

	Day Five

	Session 8 (AL)
11.00 - 12.30
	Coaching as a Learning Methodology
Closing session
	Interactive slide show and practice through action planning



Running the Participant Led Practice Sessions
Participant-led sessions are used on the CTP ToT for several reasons. First, they provide an effective method for participants to learn some of the CTP training content that they will have to deliver when they deliver CTP trainings themselves. Second, they provide opportunities for participants to practice different training and facilitation methods and techniques and to amend the materials to suit their own style. 
In addition, they provide an opportunity to practice giving and receiving for peer-to-peer feedback and exchange of experiences to occur. The value of participant-led sessions can be summarised by the old saying: ’The best way to learn is to teach someone else.’
Participant-led sessions create quite a different workshop from a passive classroom discussion. They should be carefully introduced and managed in the course, as they can create a high degree of anxiety. They also cause participants to prepare outside of the formal classroom times, sometimes late into the night, which can be counterproductive. 
The most important aspect of facilitating participant-led sessions is to make them safe, so participants feel that they are not being judged but rather feel supported. This can be done by explaining to participants at different stages of the ToT that this is a safe learning environment and they should challenge themselves here rather than when training ‘real’ participants in a CTP training.  It is also helpful to remind participants that what happens in the ToT room stays in the room. 
For the participant led practice sessions participants work in teams to prepare and then deliver their allocated session. There are eight slots for practice sessions in the ToT agenda so the number in each team will be divisible by the total number of participants on the ToT (for e.g. if there are 24 participants there will be 8 teams of 3, if there are 18 then there would be 4 teams of 3 and 4 teams of 2). Each practice session is 90 minutes long, comprising of 70 minutes’ training and 20 minutes’ feedback from the plenary group and the ToT trainers. 
Points to think about in running the practice sessions include the following:
· Decide on the topics for the practice sessions which should be taken from the CTP agenda which Is written in 90’ blocks. The sample ToT agenda has defined the practice session topics, however these can be adapted at the discretion of the ToT trainer.
· At the end of the first day split into practice session teams using the activity outlined in the adult learning session activity: Formulating Practice Session Teams on page 16. It is important to introduce the topics and teams in plenty of time, so that participants can prepare comfortably. The first evening they can at least individually read through the session they will be delivering, using the CTP training materials, so they are better prepared to plan with their team the following day.
· The teams prepare their session plan from the CTP modules, or based on their own ideas. There is a session devoted to planning and preparation on day 2, session 4.
· It is essential that the teams review their session plans with a trainer prior to their practice session. This allows for some coaching, and also allows the trainer to vet the session and potentially make suggestions for alternative ways of running the session, and to emphasise the key points. 
· Be aware of possible conflict within the teams, and support teams as you can. 
· Usually one of the ToT training team takes the lead in facilitating a practice session. This involves checking the participants have everything they need, providing timing prompts so they don’t run over time and then running the constructive feedback session after the team have finished delivering. It is important to try and ensure feedback from as many participants as possible. 
· Trainers should contribute feedback but should not necessarily have the last word. This contributes to a positive learning environment.
· While facilitating this 20-minute process, it is important to ensure that the group gives feedback in a respectful and honest way following the principles explained in the session of giving and receiving constructive feedback (these can be found in the handout on constructive feedback). The ToT trainers may find themselves in a position of coaching participants to give feedback to their peers more effectively. 
· Each practice session should be preceded by at least a 30-minute break to allow the teams to get properly organised.  


Day One: Adult learning sessions
Adult Learning Session 1: Introductions and Course Overview
Session at a glance
	Activity
	Methodology
	Time

	Activity 1: 
Introductions 
	‘Post-card’ introductions
	08:30 09:10

	Activity 2: 
Expectations and Overview of the ToT
	‘Time machine’ and interactive slide show
	09:10
10:00

	Activity 3: 
Introduction to IFRC Cash Transfer Programming (CTP) Training Materials
	Interactive slide show with reference to the CTP materials
	10:00
10:30

	Break
	30’



Activities in Detail
Activity 1: Introductions and Course Overview						30’
Preparation: You will need enough post cards for each participant, the training team and the admin person for Activity 1

Introduce the training team, stating your experience in CTP and training 
Put a range of post cards on a table at the back of the room and ask participants to pick one that resonates with them
Show slide: Introductions
Ask participants to introduce themselves answering the following questions:
· Your name and role
· Experience in training (generally and CTP)
· Experience in implementing CTP
· Why you identify with your post card

Activity 2: Expectations and Overview of the ToT					50’
Preparation: Pre-prepare three flip charts, one headed “How did it go?”, one headed “Why was it like this?” and the third headed “What did you learn?”

Ask the participants if they have ever travelled in time. Tell them we are going to travel to…(here you have to mention the date of the last day of the training/workshop and one hour after the time you have expected the event to end). 
Now ask participants to travel in time. Invite them to do so by raising both arms when you say “1,2,3 go”… Ask someone what day it is today (they have to say that moment at the end of the workshop that you have set…not the actual moment!) In case people mention the current moment, invite them to travel in time again by raising the arms, say again “1,2,3 go”… Usually, after a maximum of 3 times everybody understands what you are trying to do.
Then you can start by saying… “Oh, I know you have attended a workshop…how did it go?” And they may say: interesting, exhausting, challenging…. Make a note of these words on the pre-prepared flipchart.
Then ask: “Why was it like this? What made it go this way?” Again record their answers. These may be helpful to establish the ground rules later on. You also may already have some responses leading to the expectations… use them to introduce the next step: “What did you learn? What did you got out of the workshop?” Write their answers as these are likely to represent their expectations.
Invite them to travel back in time. Again, say “1,2,3 go”… and ask people to raise their arms as before. Check they are really back and nobody is lost travelling in time. Make fun of this.
Conduct a plenary discussion on the exercise. While doing this put emphasis on their responses to the 3rd question. Check they feel those are their expectations. Invite them to add some. 
On the last day, during the evaluation sessions, do not forget to evaluate the fulfillment of their expectations. 
Show slide: Aim of the ToT agenda.
Show slide: Objectives of the ToT
If participants have stated any expectations that will not be met in the ToT comment on this now
Ask participants to look at the agenda
Explain the reason for taking longer breaks, describe the difference between the content sessions and the training practice sessions.
Explain timings etc.
Ask if anyone has any additional ground rules
Designate learning review teams for Day 2,3 and 4 (if wanted)
Designate time-keepers, room-keepers etc. (if wanted)

Activity 3: Introduction to IFRC Cash Transfer Programming (CTP) Training Materials 30’
Preparation: Ensure that all participants have hard copies of the documents described in the section of this document titled CTP ToT Documentation on page 6 and also in the CTP Facilitator Guidance 

Explain they have been through two iterations of revision from the CaLP Level II materials
Explain the modular structure and go through each module (see The CTP Facilitator Guidance
Explain that each of the four modules has three documents:
· A session plan
· PowerPoint Talking notes
· PowerPoint slide show
Explain that there is a case study, with integrated tasks that runs throughout the whole training
Explain that the handouts are in a separate document and are titled by module
Explain that there is a Facilitator Guidance document that has the aims and objectives for all the modules, key learning points and guidance on running the CTP course – there are also a number of appendices which contain additional documents to be used on the CTP course such as the agenda, the evaluation form, a certificate of attendance etc.
Impress on participants the importance of reading the Facilitator Guidance document before running a course as it also provides helpful tips on preparing.
Explain that it is these materials that will be used as the basis for the participant led practice sessions on days 3 and 4 and that we will allocate sessions later today



Adult Learning Session 2: Adult Learning Principles
Session at a glance
	Activity
	Methodology
	Time

	Activity 1: 
The Four Styles of Adult Learning
	Energiser exercise
	15:30
15:50

	Activity 2: 
How Adults Learn
	‘Time machine’ and interactive slide show
	15:50
16:20

	Activity 3: 
Adult Learning Theory
	Interactive slide show with reference to the CTP materials
	16:20
16:50

	Activity 4:
Formulation of Training Teams
	Self-selection exercise
	16:50 17:10

	Close
	



Activities in Detail
Activity 1: The Four Styles of Adult Learning						20’
Preparation: Pre-prepare the cards for the energiser exercise

Introduce the topic by telling a personal learning story (situation) that illustrates four options for learning styles (for example learning to use a new computer or phone) 
The following activity should be used as an energiser with substance, keep it fast paced
Read out each of the statements written on the pre-prepared cards (see below) and ask the group which statement matches their learning style. Give that participant a card with the statement on it (and on the back of the card A,R,T or P).
Once you have distributed all four statement cards ask the people holding the cards to go to one of the four corners of the room.
Ask the rest of the participants to join the corner that they feel most suits them.
Statements for learning styles exercise: 
Would you:
· Open the box and start using it immediately (A)
· Open the box, read the instructions and ask someone who knows how to use it for help (R) 
· Open the box, research the product online and read the instructions (T)
· Open the box, check all the parts are there, charge the battery and then use it (P)
Show four slides: Learning Styles 
Ask a person in each corner to read out the one relating to them (they can check the back of cards to get the style: A,R,T,P).
A:  Activist - Feeling
R:  Reflector - Watching
T:  Theorist - Thinking
P:  Pragmatist - Doing
Ask if everyone is still in the right corner – they can change corners if they want to.  
Ask why people chose each corner, and why they changed if they did.  
Lead a discussion about different learning styles; emphasise we all have a mixture but usually we will have a leading style.
Ask how might these learning styles impact on your training? How might your leading learning style affect your training?

Key points:
· Our learning style affects our training style
· Different types of activity suit different learning and training styles (refer to Trainer’s Guide)
· There will always be a mix of learning styles in the group; we have to relate to that and prepare training to suit different styles.
· Learning styles affect behaviour i.e. a reflector may be slow to speak, a theorist may need advance information, an activist and pragmatist can get bored with long discussions etc.
· Humanitarian workers tend to have activist learning styles (ALNAP report)
Source of the four learning styles: Peter Honey and Alan Mumford/1970s industrial research.	
Ask participants to sit down again

Activity 2: How Adults Learn								30’

Show slide: Anyone can learn (oldest Primary School student)
This is picture of Joseph Stephen Kimani Nganga Maruge enrolled in primary school in the western Kenya town of Eldoret in January 2004 after the government decided to make primary school free. The Guinness Book of World Records listed Maruge as the world's oldest primary school pupil. "Liberty means going to school and learning," he said in an interview at that time. "You are never too old to learn."
Key point:   
· ANYONE CAN LEARN – no matter what age, background, etc. – however adults do learn in a different way to children
Show slide: Six triangles
Ask participants: What do you see?
Do not give any clues, let them discover…. They may say: umbrella, triangles, hexagon etc. Finally someone will say Cube.
Ask that person to demonstrate it to the group (come up to the screen/use the pointer) 
People who couldn’t see it will now make some sound as it is revealed – point out this is the “ahaaaa” moment that we are always trying to create as trainers of adults
Key points:
· People need to be able to see things for themselves or discover things through problem solving, otherwise they won’t understand and remember.  
· The trainer needs to get people to see things for themselves/discover it for themselves, rather than just telling people.  
Show slide: Task
Ask participants to individually consider the following questions:
· What do you want to learn about adult learning? (please be specific)
· Why do you want to learn that?
· What would block you or stop you learning it?
Allow 5 – 10’ and then take feedback in plenary – the main point of interest here is what blocks adults learning
Key points:
· Adults come to a learning session with all their life experiences, including current concerns/preoccupations about their life which can block learning (worries about health, money, dependants, work etc).  They have to want to learn.
· Adults often feel fear when put in a learning position – it can threaten their self-esteem if they fail – point out that the ToT is a safe environment and that participants should challenge themselves when it comes to the practice sessions
· Some cultures are educated with a theorist approach to education; others with a more activist approach. This can affect they learn as adults.
· Adults like to learn from doing/experience, and to apply the learning to their daily life. 

Activity 3: Adult Learning Theory								30’
Show slide: How do adults learn?
Show slide: Andragogy, Malcolm Knowles (4 principles of adult learning)
Ask participants what they have seen during the training so far that reflects these points (e.g. rooted in a region, relevant; feedback session night before; explanation of learning objectives etc.)
Show slides x 3: Kolb’s Adult Learning Cycle
Key points:
· Learner can enter at any point in the cycle	
· Learner has to go all the way round cycle a few times for learning to occur.
Relate the four learning styles to the cycle. Activists tend to like concrete experience, reflectors like to observe and review, theorists like to draw conclusions and pragmatists prefer to plan and apply.
Ask pairs to think of one or two learning situations they have had and to apply it to the cycle. Take some examples in plenary.
Ask participants to discuss briefly in pairs: 
What implications does this have for you as a trainer? 
Take responses in plenary.
Show slides x 2: Implications for Training
Optional – Show slides x x 3:  Learning quotes/Questions?	




Activity 4: Formulating Practice Session Teams						20’
Preparation: Pre-prepare cards with the title of each of the participant led practice sessions (eight in total) and pin round the room during the tea break

Point out the cards with session titles pinned round the room
Explain you are now going to play some music and ask participants to gravitate towards the session they would like to run
Remind participants to challenge themselves – i.e. not to do a session they would find easy, but one where they are possibly not so comfortable with the content matter. 
Explain again that this is a safe learning environment and that they will learn the most if they are out of their comfort zone
Explain that there will be no more than 3 in a team per session. If there are some teams with more than 3 ask them to rearrange themselves – allow the participants to do all the choosing
Once teams are formed then ask them to write their names on the back of the card and hand it to you
Ask participants to read through their session that night using the hard copy of the CTP materials
Run a quick evaluation using one of the methods outlined in the CTP Facilitator Guidance to close the day

Day Two: Adult Learning Sessions 
Adult Learning Session 3: The Role of the Trainer
Session at a glance
	Activity
	Methodology
	Time

	Activity 1:
Learning recap
	Choose a method from the CTP Facilitator Guidance
	08:30
08:50

	Activity 2: 
The Role of the Trainer
	Structured group discussion
	08:50
09:30

	Activity 3: 
Training and Facilitation Methods
	Group work
	09:30
10:30

	Break
	30’



Activities in Detail

Activity 1: Learning Recap									20’
Give the feedback from the previous day
Run a learning recap choosing a method from the Trainer Guidance page XX

Activity 2: The Role of the Trainer								40’
Preparation: Check you have masking tape and three pre-prepared cards: one with the word ‘Facilitator’, one with the word ‘Instructor’ and one with the word ‘Learner’
Pre-prepare two further cards with the words “Content’ and ‘Process’

Ask participants to join you in a large space
Ask different participants to help to mark out an even (equilateral) triangle on the floor using the masking tape – at each point put one of the differently coloured cards; FACILITATOR, LEARNER and INSTRUCTOR
Explain that these are three key roles of a trainer 
Ask them to think of themselves as a trainer and to go and stand at the point on the triangle where they feel most comfortable
Ask why they chose their positions (some may go in between, others may concentrate on one point)
Comment on the spread of people around the triangle
Ask what influenced their choice of position? (cultural, educational, background etc.)
What else might influence your position? (e.g. learning styles, what you are trying to achieve in the training etc.) 


Key points:
· Trainers need to balance the three different roles depending on the objectives of the session and the needs of the audience (and the fact they are adults)
· Instruction is a perfectly valid method, where participants do not yet know the content
· Trainers need to develop skills and attitudes to fulfill all three roles	
· The learner role is an attitude that requires some humility, and is a way of connecting with your group
Place coloured cards by each of the roles. 
Ask participants to write down key skills and attitudes about that role on the card.  
Provide an example so they can see what you’re looking for

Examples:
· Instructor - providing instruction and directions, presenting of facts and theory, demonstrating skills, assessing knowledge
· Facilitator – steering learners through questioning and discussion, setting up activities, managing the group process, giving constructive feedback
· Learner - encouraging dialogue and exchange of experiences, using the prior experience of learners, learning from the experience in the room
Spend time on each points of the triangle, exploring that role in terms of training
Add in any skills and attitudes that you think might be missing
Hold an open discussion with participants on different aspects of being a trainer:  personal training styles, comfort zones, cultural expectations and preferences, attitudes, principles and values. 
Record some of these thoughts on cards and put inside the triangle
Put two cards in the centre of the triangle:  CONTENT and PROCESS
Explain that a trainer has to address both: they are the RESPONSIBILITIES of the TRAINER.

Key point:
· The trainer is responsible for delivering the CONTENT (substance/topics) which also relates to achieving the task described by the learning objectives
· The trainer must manage the PROCESS of the learning (learning cycle, group dynamics) to ensure the task is achieved
Remind participants that they should practice using all three roles in their training practice sessions
EITHER: Allow time for participants to make a noted diagram of the triangle on the floor. OR: This can be typed up later and given as a handout.	










Activity 3: Training and Facilitation methods						60’
Preparation: Pre-prepare a flip chart, using as many flip chart colours as you can, depicting a rainbow. One end should have the word ‘Facilitator’ and one end should have the word ‘Instructor’
You will probably need to use two pieces of flip chart joined together with masking tape
Prepare a flip chart with the questions for the task on training methods

Refer back to the trainer triangle
Brainstorm in plenary which different types of training methods might be most appropriate for each corner of the triangle – ask participants to put one method per post-it note at each table
Allow 5’ and then ask someone from the first table to come and put their post-it notes on the rainbow continuum
Repeat this process asking the next table to add any methods not yet mentioned, and so on until all the tables have put their post-it notes
Highlight the training methods used during the CTP training:
· One central generic case study
· Role play (not in training CTP materials currently, but could be used)
· Small group work
· Brainstorm
· Presentation (with PowerPoint and flip chart)
Explain that we will look at the first four methods through group work (Using PowerPoint will be covered in a later activity)
Divide into four groups and assign each group one of the methods
Participants can either choose which method to look at, or they can be assigned randomly.
Optional method for selecting the groups: Ask for four volunteers who have prior experience of the methods to lead the small group.  The rest of the participants then choose a group according to their interest in the training method. Make sure that there are equal numbers of participants per group.  
Ask each group to discuss and prepare a five minute presentation to plenary on their chosen training method.
Task: (write up on flip)
Prepare a five minute presentation on the selected training method.
· What is it? (A description of the method)
· How do you do it? (An explanation of using the method)
· Tips on using it (Some do’s and don’ts of using the method)
They will have fifteen minutes to discuss and prepare their presentation.
Ask each group to present their training method to plenary 
Following each presentation, ask for questions and comments from participants and add any points that have been missed
Key points:
· The type of training method that is used will depend on the relevance to the learning objectives, the expectation and abilities of the learners, the mix of learning styles and the time available to do the method
· Other points to consider are the resources and equipment needed and the preparation time required
Adult Learning Session 4: Training and Facilitation Tips
Session at a glance
	Activity
	Methodology
	Time

	Activity 1:
Tips on Using PowerPoint
	Interactive slide show
	11:00
11:30

	Activity 2: 
Tips on using flip charts
	Flip chart demonstration
	11:30
11:50

	Activity 3: 
Tips on managing the Learning Environment
	Structured discussion
	11:50 12:30

	Lunch
	60’



Activities in Detail

Activity 1: Tips on Using PowerPoint							30’
Preparation: Insert personalised slides where appropriate

Check that participants are clear on what is PowerPoint, ask who has used it.
Ask if anyone is using alternatives, e.g. such as Prezi
Show slide set: Tips on using power point 
If possible insert a movie clip after slide 14
[NB: the second to last slide is set to crash deliberately].  
If there is time, this session can be made more participatory, for example by inviting participants to come forward to try some of the techniques etc.
Refer to the ToT handouts: Tips on using PowerPoint.

Activity 2: Tips on Flip charts								20’
Preparation: You will need to prepare the flip charts (ahead of the session) as described in the session plan.
Ask why use flip charts?
Show set of pre-prepared flip charts – suggestion as follows. 
1. Title page: Tips on Flip Charts
2. Flip chart ‘don’ts’  
Ask participants to volunteer to come out and read one of the bullets (each bullet should demonstrate its own point, and not be legible for most participants from where they are sitting)
· Pale colours aren’t easy to read (use pale colours)
· Writing that is too small doesn’t help either  
· Packing information into a small space is not only illegible, it’s also hard to absorb and ends up defeating the object of the exercise
· Try to avoid writing that droops and ends up falling off the pa...  (make writing droop across page and run out of space)
· Untidy writing means no-one can read it so it’s a complete waste of time (write untidily)
3. Flip chart ‘do’s’
· Use a mix of colour, but don’t overdo it
· Leave space between bullets so you can add comments (demonstrate this)
· Write clearly and legibly		
· Like PowerPoint slides, avoid overloading
· Pre-prepared flip charts can be text, or...
a. (pre-prepare an image in pencil on the flip chart – e.g. a complicated logo – then using a  marker, draw it in during the presentation. Most participants can’t see the pencil and are very impressed!)
4. Can use post-its to index pre-prepared flip charts
5. Creating flip charts on the spot:
· Watch your back! (demonstrate writing with back to audience, then from the side)
· Refer back to the output generated (important that what has been generated is at least acknowledged, if not directly used)
· Leave extra spaces for additions
· If you find it hard to write horizontally, fold the flip chart over on itself several times to produce crease marks you can follow
· Start with a title page..... end with a conclusion page (refer back to title page earlier)

Activity 3:  Tips on Managing The Learning Environment      			       35’
Begin the activity with a personal story of a difficulty that occurred when training, in relation to managing the learning environment.
Ask participants: Have you had difficulties in training?  Elicit a few stories – write some prompt words on the flip chart
Highlight the three areas where difficulties can arise: 
1. THE SELF
2. THE OTHER  
3. THE ENVIRONMENT
Go through list on flip chart and sort which is Self, Other and Environment.  More can be added as real examples from your own experience
Make a quick reference to Environment difficulties – context/venue/host  - and say we will look in more detail on the last day during the “Setting up a training session’
Explain that for the next part of the session, we will focus on the Self and the Other.
Then give some examples of Self and Other and make clear that:- 
-  SELF:  focuses on the trainer/feelings/confidence/preparation/attitude
-  OTHER : focuses on co-trainers/ participants/ resource people/ managers
Distribute blank cards. 
Ask participants to write one difficulty with SELF or OTHER that they have faced on the card, then work in pairs to talk about the difficulties and suggest tips for dealing with the difficulties (they can also write tips on cards)
Share some of these difficulties and tips in plenary.  
Either: Gather the cards and display cards on wall so that participants can look through them later 
Or: Co-trainer/volunteer participant can record the outputs of this activity (i.e. the suggestions and tips for dealing with difficulties) so they can be given as a handout later
Talk through the issues that arise, adding suggestions where appropriate, however stress that there are not necessarily ‘right’ answers, trainers will have to make a judgement about how to deal with difficulties – the key point is that it is a trainer’s responsibility to manage the learning environment so it is conducive for learning
Key points:
· As a trainer, it is important to model the behaviour you expect (refer to principles, values, attitudes, plus humanitarian principles). 
· Acknowledge that people are adults; the group may deal with the issues themselves; ask for ideas and support from the group.
· Use the group – for example, giving participants specific roles can help divert attention, deflect tension and increase commitment
· Be aware of the language you are using – the power of suggestion
If there is time, and need, can highlight OTHER – different personality “types” – call out and get suggestions of how to manage them.
Reinforce the importance of the Trainer being responsive to the learning environment, and that the core responsibility for managing the learning environment falls to the Trainer.  		
Refer to ToT handouts: Managing Difficulties
Ask participants to write one personal action point to challenge themselves during the training practice session - something that they will try out/do/or change about themselves as trainers (in relation to what they have just learned about adult learning and the roles of the trainer)
In pairs, ask participants to share and discuss these action points with each other.

LUNCH


Adult Learning Session 5: Preparing to Train
Session at a glance
	Activity
	Methodology
	Time

	Activity 1:
Planning to plan
	Desktop activity
	13:30 14:00

	Activity 2: 
Preparing to train
	Interactive slide show
	14:00 14:30

	Activity 3: 
Tips on managing the Learning Environment
	Structured discussion
	11:50 12:30

	Lunch
	60’



Activities in Detail

Activity 1: Planning to Plan									30’
Preparation: Cut the ‘Planning to Plan Activity’ in the ToT Activity Folder into strips, so each group has a complete set of the steps of planning to plan

Purpose of this activity:  Even though TOT participants will be given Learning Objectives and session plans for each session as part of the CTP training materials, they need to understand how to amend training sessions to suit a specific audience. They also need to know how to plan and organise training sessions in general.
Split into small groups (preferably keep training teams together – i.e. two training teams per small group
Hand out a set of ‘planning to plan’ to each small group and ask them to put the steps into chronological order
After 5 minutes, ask participants what order they have
Discuss the order before revealing the ‘right’ order as follows: 
1. IDENTIFY LEARNING NEEDS
2. SELECT TYPE OF LEARNING EVENT
3. DIVIDE CONTENT INTO TOPICS 
4. DESIGN LEARNING OBJECTIVES
5. WRITE KEY LEARNING MESSAGES
6. WRITE AGENDA AND SESSION PLANS
7. PLAN AND PREPARE PRACTICAL ACTIVITIES AND ASSESSMENT
8. PLAN EVALUATION 
9. ARRANGE VENUE AND EQUIPMENT 
Explain that the first five steps should really be done in this order but the other steps could be taken simultaneously.


Key points:
· Planning a training session follows a logical sequence, from identifying needs through to writing a session plan 
· These stages have been carried out in the development of the CTP training materials, however it is still necessary for trainers to establish the learning needs of their audience in each context

Activity 2: Preparing to Train								30’

Show slide:  Objectives
Show slides x 2: Issues to consider when planning training
Show slide: Mapping or chunking content
Example of ‘grouping’ or ‘chunking’ content using mind mapping as a method 
Explain that from this grouping of content, we need to prioritise the content into the key messages
Show slide: Defining key messages
Highlight the importance of the trainer being clear on the exact essence of what they’re trying to get across      
Ask participants: Why do we need a session plan?
Explain that it is for planning, communication with the client and co-facilitator and also an archive of what you have done
Show slides x 3: Session planning
Explain that the content of a session must be mapped out and organised, and related to the learning objectives. Session plans may have a ‘session at a glance’ section to inform on the general activities, and then these activities need to have a more ‘step by step’ approach
Write up K S A on the flip.  Ask if anyone knows what the letters stand for – complete Knowledge, Skills, Attitude
Explain that when planning a session, we need to think about whether the objectives of the training are related to building a skill, to providing knowledge, or to changing attitudes. In training, all three need to be considered. In humanitarian training, it is not only ‘what’ but ‘how’ that matters
Ask:  Why are objectives important? 
Show slide: SMART Objectives
Explain the importance of defining objectives in the training design process and what a good learning objective looks like
Show slide: Writing Learning Objectives
Give some tips on how to write objectives: e.g. number, SMART criteria, KSA, use of verbs (give good examples in plenary).
Key points:
· There should be a maximum of 2 - 3 learning objectives for a 90 minute session
· Learning objectives should cover knowledge, skills and attitudes
· Use active verbs and quantitative adverbs to make the objectives SMART
Ask participants to look at the Learning Objectives in the Training Outline for the session that they will do for the training practice.  
In their training practice groups, participants can think about which of the Learning Objectives they will use for their training practice session and what the key messages should be (as they have to amend the session from 90’ to 70’
Ask participants:  Why do we need a session plan? 
Participants can now look at the session plans in the CTP training materials that they will deliver in their training practice sessions and find the key session plans in each outline 
Emphasise that participants will use these session plans for their training practice sessions, but they will need to amend them to fit the time available to them	 
Show slide: Learning objectives (for the session)
Ask participants: Have we covered this?
Show slide: Questions?
Activity 3: Briefing for Training Practice Sessions                                                            10’ 
Be clear on the timing of the Training Practice Sessions – they have 70 minutes for the training practice, followed by 20 minutes feedback (and not the full 90 minutes of the block)
Participants should use the LEGS Training Outline as their key resource, together with the relevant slides, and any changes should be simply to reduce the content of the session, in order to fit into the allotted 70 minutes
Emphasise they should keep to the materials as much as possible, modifying only with regard to the timing	
Explain that they do not have to take time doing introductions etc., but that they should tell the rest of the group what type of audience they are for the purposes of this Training Practice session. They can add energisers as necessary during their block. 
Warn them that time keeping will be strictly adhered to: they will be given a 10 minute then a 5 minute warning, then they will have to stop immediately once time is up.
Remind them that for the purpose of the participant led practice sessions is both to practice training but also to learn the content of the CTP training materials  
Ask if there are any questions about the participant led practice sessions – explain that the ToT training team are available for coaching and assistance
Tell participants they can prepare wherever they like but they need to check in with one of the ToT facilitation team before delivering their session
Tell participants what time to return to the training room for a brief evaluation of the day
Run a quick evaluation using one of the methods outlined in the CTP Facilitator Guidance to close the day



Day Five: Adult Learning Sessions 
Adult Learning Session 6: Coaching as a Learning Methodology
Session at a glance
	Activity
	Methodology
	Time

	Activity 1:
Coaching as a Learning Methodology
	Interactive slide show
	11:00
11:30

	Activity 2: 
Practice coaching for action planning 
	Small group practice and action planning in trios
	11:30
12:15

	Activity 3: 
Evaluations and close
	Individual evaluation forms and closing circle
	12:15 12:30

	Close of course



Activities in Detail

Activity 1: Coaching as a Learning Methodology						30’

Show slide: Coaching as a learning methodology
Ask participants: What is coaching for you?
Elicit answers in plenary
You will get a mixed set of answers and for many of the participants coaching will be the equivalent of sports coaching – i.e. telling an athlete what to do – this is a correct answer, however for the purpose of this session the term coaching indicates a facilitative process, where the coach elicits answers from the coachee
Show slide: Mentoring
Explain that mentoring is a process of a more experienced person giving advice to a less experienced person – explain this is a valid process BUT not what we are exploring in this session
Show slides x 2: Coaching definitions
Ask different participants to read out the definitions
Ask if anyone has been coached?
Elicit answers and emphasise the point that allowing someone to come to their own conclusions is a powerful learning vehicle as the coachee has ownership over the learning
Explain that this may not always be the most appropriate learning methodology, but at certain times can be very useful
Show slide: Excellent Coaches
Show slide: Structuring the Coaching process
Give examples (you can pre-prepare these on flip charts) of the type of questions to ask at each stage of the process)
Following are some examples:
GOAL
· What do you want to get out of this process?
· What are you hoping to achieve?
REALITY
· What is the situation now?
· How do you know this is accurate?
OPTIONS
· What are the different ways you could approach this issue?
· What are the advantages and disadvantages of each?
· What could you do to change the situation?
WILL
· What, specifically, are you going to do, and by when?
· What support do you need, and from whom?
Ask participants for comments

Activity 2: Practice Coaching Sessions for Action Planning				50’

Show slide: Task
Explain that participants will now have the chance to practise coaching
Use the World Famous Mexican Shoe Exercise to split the participants into trios (page 20 of the IFRC CTP Facilitator Guidance)
Tell trios they can go wherever they like to discuss their next steps after this CTP ToT
Explain they will rotate roles between coach, coachee and observer of the coaching process
When groups return from the task simply ask how they found the process – it is also possible to ask what they have decided to do as a result of the coaching

Activity 3: Evaluation and close								30’

Explain that the feedback participants give is very important to the development of the training
Distribute the Individual evaluation form in the folder CTP ToT Course documents
Allow time for participants to complete
Run a closing ceremony, distributing the evaluation form and any other ‘gift’ such as an electronic stick with all the documents

Appendix 1: IFRC requirements of CTP ToT Participants

· All CTP courses delivered (whether 4 day or an adapted version) must request that participants complete two online learning courses from the IFRC Learning Platform before coming to the training. All participants can access the courses via the IFRC learning platform which is open to RC/RC and non-RC all they have to do is set up a profile the first time they go to: https://ifrc.csod.com/client/ifrc/default.aspx
· Introduction to Cash Transfer Programming (2 hours in total)
· Project / Programme Planning or PPP 
· Please note in the final training reports that participants completed these online courses in advance of your training to support global level reporting. 
· A final participant list (provided in the Course Documents folder of both the 4 day CTP and ToT materials - with name, organisation, title/designation, email and telephone contact details), completed evaluation forms (provided in the CTP materials) and a brief training report must be emailed to the CTP Coordinator in Geneva. This will be used to keep a record of who and what profiles are attending the training, inform future training material revisions and updates and also the IFRC global cash team.
· This final training report (see appendix 5, pg 26, of the CTP 4 day training Facilitators Guidance) should include comments you have from using and adapting the materials and these can be fed back at any time to the CTP Coordinator in Geneva who will be able to consolidate these ready for the next period of material revision. Your feedback is highly valuable and so it’s much appreciated when you can feed back to the global cash team. 
· Over the past 4 years of delivering cash trainings, it is the IFRC’s experience that participants benefit more from an inter-agency composition of participants rather than a solely RC/RC training. This is due to the range of experiences that can be debated and shared and the fact that often other agencies are dealing with the same constraints and opportunities with CTP in that national context. We would therefore strongly recommend you reach out with your training events to national and international organisations and humanitarian stakeholders who are present in your locality and can attend the training. 
· Other CTP training modules have been developed and are in the process of being developed as follows:
· Emergency shelter and CTP – One day training
· Emergency shelter and CTP – Short advocacy session
· NS leadership and governance module – Short advocacy session is under development and will be available in early 2013. 
· Other training modules as will be developed by CaLP
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