Cash for Support Services (CfSS) Training Facilitator Manual


PRE-COURSE
Contact the Region concerned by the training to share “preliminary” training dates to avoid conflict with any other seminar/training or major public holidays
 Contact Trainer/LnD/Welcome department of the host delegation/site to share : training dates, number of participants etc. And investigate on possibilities for training venue 
Make sure Training venue can seat 25-30 people
Training equipment: projector, audio, etc…
Adjust concept note template and share course concept note to get interested participants to apply
Email the invite to the participants including draft agenda (with start and end dates/times) to enable participants to book flights and accommodation accordingly
Prereading: Email out the ICRC and IFRC Cash SOPs
CiE links and test?
Reinforce the need for participants to bring laptop where they have them.  Try to get a list of those people with laptops so that you can ensure to share those people amount the groups when you do the groups for task work.
Email out the final course agenda
Task groups: When you have the final list of participants, you can allocate people to the groups within the tasks and activities.  Refer to the Groups.xls file to help with this. Also see the module descriptions below and the Task and Activity.xls.
Email the final agenda to all participants and it might be helpful to print out a version for participants too.
DURING THE COURSE
Daily: Take a register of the participants in attendance
Activities are done with the whole group and for tasks they split up for group work.
Module 1.1 Introduction to the course
Activity 1: Domino Game.  Hand out the paper, including to facilitators Encourage people to be artistic but quick.  With two things they’d like people to know about them – one about work, one from outside of work (hobbies, family etc.)  Hold up yours as an example if necessary.  Get everyone to stand in circle in a space in the room free of tables, this game will be played on the floor.  As the facilitator start by giving your name and role and then explaining your domino and laying it on eth ground, get a second facilitator to give their name and role and then explain their domino and then match it to yours (maybe you both have drawn movies as your hobby to you match the two movies ends of the dominos  - you might want to plan ahead).  Then everyone takes a turn giving their name, role, organisation, explaining their domino and then matching it to one on the floor.
Module 1.2 Cash and Support Services
Activity 1 – terminology infographic from CaLP.  Draw up the 6 levels on a flip chart, list the 6 terms in the left-hand column; process, design, qualifying etc.. then aim to get the participants to shout out the answers to fill out the other two columns.  You aim to replicate the next slide in the presentation.  You can use a print out to help you (it’s still new for most people).  Hand out the print outs, one per group afterwards.
Module 1.3 PCM & RACI
Task 1 – the Project Cycle Management (PCM).  Split the participants into two broadly equal groups.  Each group is given a PCM background and set of cut-outs.  The facilitators work the room and ensure the discussions are moving in the right direction - one group to feedback the other to say if they had anything different and if so why. The answer is on a slide after the description of the various stages so don't give it to them at this stage.
Task 2 – The RACI.  Split the participants into 2 - 4 groups (depending on course size and ability to print).  Each group should be of mixed technical background and if applicable mixed office background.
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There is currently no right answer as the RACI has not yet been signed off by ICRC and IFRC, when it is we will share this as handout for after the task.  The purpose here is to start the discussion, look for those parts that were obvious/easy to fill in and those that were difficult and there was a lot of different opinions.
It is likely that even the global RACI will have to be contextualised as size of delegation will after role type, number of people performing that role etc. which will affect the RACI
Activity 1 -data protection.  Get everyone to stand up.  Ask 1st question.  If people answer yes they stay standing.  Repeat for 2nd and 3rd questions.  Most people will either be unsure or sit down for question 3.  Just flags how much data we all have on all our devices that we have a responsibility for.
Module 2.1 Market Assessment overview, ICT and Finance
Activity 1: Blurring the lines.  Depending on time this can be done by splitting the room into two groups and providing the printed back ground and cut outs.  Particioants have to decide if something is an FSP or a PSP.  Then bring the groups back together, show the answer on the slide and see if they had anything different.
Or people can stay in their seats and in plenary shout of examples of FSP and PSP, then show the answer on the slide and see if they had anything different.
Task1: Finance/ICT Macro Assessment.  If you are tight on time skip the role play and just get the groups to focus on the questionnaire.  The purpose is to get them to focus on the key things they would ask (most times people haven’t got time for us to ask endless questions) but also to focus on specific information we might not be able to get from other sources (such as secondary data), to get them thinking about was data a particular source might be able to provide (they don’t have endless knowledge).  Each facilitator works with each group and there’s no formal feedback and the end of the session and there are no right or wrong answers, it’s context specific.
Module 2.2 Market Assessment
Task 1 – group table and email the EMMA Lebanon market document to the group.  Case study and market map can be replaced with a regional version if preferred and doesn’t have to be a labour market.  It is a longish case study, but any shorter and we would just be giving the answers!  For those reading it electronically use ctrl+F to use the ‘find’ function to search by word or phrase.
Get one group to present back in plenary and the other groups to share anything they disagree with or have differently
Module 2.3 Cash Pipeline and Financial Flows
Task 1 Cash Jigsaw – before handing out the set of activities make sure you shuffle them, so they are not in order.  Get each group to find some space in the room. It is probably easiest to work on the floor. For mixed ICRC/IFRC/NS groups if they see steps that are not applicable for their organisation as so.  If steps have different names, write these on the pieces of paper, add new steps if some are missing.  We are looking for commonality as well as differences.  For IFRC either people race through this exercise or they get completely stuck.  Will look to rework the task for future training courses.
Module 2.4 Response Analysis
Task 1 Elevator Speech – each group can argue for any modality or combination that they chose.  It should be light hearted but still address the key points.  Get a facilitator to play the SG or HoD etc.  Teams wasting their time should be encouraged to hurry up as they only have 60 seconds. You can be as strict on time as you choose – use a timer or not as you prefer.
Module 2.5 Mechanism selection
Task 1 Mechanism Selection – get participants groups and email the M3_1_6_1 Decision making matrix template and the country profile document. It might be worth bringing this template up on the screen in the classroom and remind them of the criteria and weighting.  This template has been populated for them by “program” but the one on the CiE toolkit is blank.
They can do two (ATM cards and mobile money if short on time or also remittance if you have time.
[bookmark: _GoBack]Set up a flip chart as below to collate group information for the feedback.  Note this is a subjective process, all the groups will have the same information but the analysis might be slightly different.  Groups are scoring a qualitive set of information.
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POST-COURSE
Attendance and certificates
Participants are required to attended and participate in the full 4 days to be eligible to receive a certificate of attendance.   Currently there is no test or formal evaluation of knowledge obtained by the participant attending this course.
Course Evaluation







Participant profiles
This is a level 2 (foundation) course so we would expect people typically of an officer level but that said as we are rolling this out and trying to increase the pool of facilitators and having people who will be facilitators in the future so regional log coordinators would be good.  We have even had regional heads of finance on the training because they wanted to understand what their teams would be learning and to demonstrate that this training is important.  So people who are in logs, procurement, finance, IT, Legal, PMER roles would be good.  
We ask where the host is IFRC or ICRC they offer 5 spaces to the other organisation.  We strongly encourage the host to open spaces on the course to (and where feasibly cover the costs for) National Society members.

Participant numbers:
Ideally with 25 participants I would try to get a good mix from each “type” logs, procurement, finance, IT in terms of role or organisation so then we would have the right number for  group work

Organisation: IFRC,  ICRC, PNS, HNS
Role: Logistics, procurement, finance, IT, Legal, M&E  (it’s harder with the last 3 to get more than 1 person so you’ll just share them out in the groups based on task
Experience: you might not get much control over this but it’s good to identify most / least experiences (and/or vocal) and share them out
                
So if you can get for example 5 ICRC people and 2 are logs, one is procurement, and 2 are finance you can put them all together for group work if you need an ICRC group e.g. for SOPS or RACI and the 2 logs can join other IFRC/NS logs when we split groups by function and they can be split equally across the 5 groups when we want mixed teams.


Participants and tasks
The make up of the groups for group work will ensure that there is always at least one subject matter expect in each group (and this is why we ideally need a good mix of profiles to facilitate that).  We encourage participants to be vocal and to share their experiences in the sessions and groupwork as peer-to-peer learning is very valuable.  The more engaged all participants are the more interesting and useful the training will be.  See attached the task info/group make up (not to be shared with participants)


Methodology 
This course is a face-to-face training with a combination of theory sessions and practical group exercises to help reinforce the learning objectives.  Participants are required to attended the 4 day full course (in reality we have been giving certificates to people who attend 80% of the course, something we say at the beginning which means someone could miss up to half a day and still get the certificate but as a facilitator you can use your judgement based on the individual and the circumstances for absence).  Some sessions have a particular focus such as procurement or finance but all participants are expected to attend all sessions as there is a lot of cross over for support services for cash and we are better able to do our jobs if we understand the aspects that other people are also doing. 
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