
FACILITATOR MATERIALS for MIS CURRICULUM

Hand outs and cards for day 1
· Jargon buster cards Program MIS					Printed cards
· Jargon buster answers							A4 hand out
· Mythbuster cards Program MIS: 1-12					Printed cards
· Mythbuster answers Program MIS: 1-12				A4 hand out
· Transformation scenarios 1-3						Printed cards
· Functions of MIS Cards						Printed cards
· Paired Reflection Walk 						Printed Sheet
· Excel Costing Scenario for Data collection				Digital – in Folder

Hand outs and cards for day 2
· Jargon buster cards Integrated MIS					Printed cards
· Jargon buster answers Integrated MIS				A4 hand out
· Mythbuster cards Integrated MIS 13-21				Printed cards
· Mythbuster answers Integrated MIS 13 -21				A4 hand out		
· MIS Implementation scenarios 					A4 hand out
· Answers to MIS implementation scenarios				Facilitator
· MIS Transformational case studies					A4 hand outs				
· Country terminology hand out					A4 hand out

Hand outs and cards for day 3
· Change management scenarios					A4 hand out (cut out scenarios)
· Application activity overview						A4 hand out 
· Application activity step 2						A4 hand out
· Application activity step 3						A4 hand out
· Transformation action plan 						A4 hand out
· [bookmark: _GoBack]Evaluation Forms							A4 hand out

AN OVERVIEW OF THE CURRICULUM STRUCTURE
	DAY 1: Program MIS

	Section 1
	Welcome and Delegate introduction

	Section 2
	Overview of the TRANSFORM program and training methodology

	Section 3
	Broad overview of social protection and how MIS fits into social protection

	Section 4
	Introduction to MIS and Key Terminology MIS

	Section 5
	Types of data in social protection programmes and their implications for MIS

	Section 6
	Drivers of success and lack of success when it comes to MIS 

	Section 7
	Clearing up some of the myths around Program MIS

	Section 8
	Understanding Program MIS in the Participant’s contexts

	Section 9
	The objectives of Program MIS and its core functions

	Section 10
	Key components of a Functional Program MIS

	Section 11
	Leadership and Transformation

	Section 12
	Key take outs from Day 1



	DAY 2: Integrated Systems for Information Management

	Section 1
	Leadership and Transformation Check-in

	Section 2
	A-has and insights about Program MIS

	Section 3
	Introduction to the Integrated Systems for Information Management

	Section 4
	Clearing up some myths about Integrated Systems for MIS

	Section 5
	Three key approaches to integration 

	Section 6
	Putting the approaches to practice

	Section 7
	Advantages (policy and operational) and challenges of data integration 

	Section 8
	Coverage of different IMISs

	Section 9
	Integration given different country contexts: To integrate or not?

	Section 10
	Key take outs from Day 2



	DAY 3: Application of Integrated Systems for Information Management

	Section 1
	Leadership and Transformation Check-in

	Section 2
	Key steps when setting up an MIS

	Section 3
	Conducting a needs assessment

	Section 4
	Conducting a feasibility study

	Section 5
	Implementing an MIS solution 

	Section 6
	Change and People Management in Institutions

	Section 7
	Application assignment:
Developing and implementing an MIS solution for your country 

	Section 8
	Leadership Action Plan

	Section 9
	Course Evaluation and Close






	DAY 1  
3 DAY MIS CURRICULUM


	Set up prior to day 1
· Tables set up banqueting style
· 2 Flipcharts up on the wall on either side of the room (i.e. 4 in total). One set for animals and another for successes and challenges
· Core functions of MIS written on a flipchart
· Three flipchart sheets stuck together showing columns for contributory/social insurance, non-constributory/social assistance, and hybrid social protection

	Materials for 20 participants
· 100 Blank A6 cards or pieces of paper
· Flipchart pens (4 colours)
· Marker pens for participants (one per participant)
· Red and green pens (one of each colour per table)
· Prestick
· Jargon buster cards (program MIS)
· Jargon buster terminology explanation (Program MIS) (two per table)
· Program MIS mythbuster cards
· 3 Transformational Scenarios (6 of each)
· 2 colours of sticky dots (one box of each colour)
· Masking tape
· Notepad and pen per participant
· Choclates or sweets as a prize
· Functions of MIS printed cards




	
Time
	Activity, objective and reference
	Materials 


	8:30-9:00

	WELCOME AND ARTISTIC INTRODUCTIONS
Welcome all the participants and introduce yourself

’25 Activity: Ask the participants to:
1. Please draw their own face and write their name
2. Turn to their neighbour and discover from them:
· Something about their name
· A favourite hobby they have
· Something from their professional or personal life that they are proud of
3. In 30-60 seconds describe their neighbour to the rest of the participants, showing their drawing

*Participant and start the activity yourself (or have a co-facilitator do it) so that you can demonstrate what they should be doing.

Note: If you feel there are too many participants for the allocated time, then you can ask that participants share this information in their groups and you walk around and listen. To strengthen interaction they can vote their “favourite drawing” and present that one to the rest of the participants
Objective: To introduce the participants to each other and gain some insight into what their current level of understanding is of MIS.

	MIS cover slide 


Introduction slide

	9:00-9:15
	WHY TRANSFORM? - METHODOLOGY AND PROGRAMME
‘2 Discuss with the delegates why the name of the course is called Transform. 

’5 Lecture: Explain that the methodology of learning is going to be experiential rather than lecture style and why. It’s important to emphasize too that the learning journey is a continuum and that they need to embed this knowledge through practice as quickly as possible so that real learning can happen. 

‘1 Explain what we will be covering broadly over the next 3 days

‘2 Outline the objectives of the MIS program

‘5min Ground rules – What do Participants feel should be ground rules that they should abide by. Write them on a flipchart. E.g. come on time, phone calls and emails – if really necessary – outside the class,
	3 slides (Einstein, ‘Tell me’ and Active learning triangle + notes)

	9:15-9:30
	UNDERSTANDING SOCIAL PROTECTION

‘5 Explain before we launch into the details on MIS and the objectives of this program, it’s important to understand that MIS is merely one pillar of Social Protection and that in order to really understand where this information on MIS fits, we need to spend some time understanding the bigger picture of Social Protection
‘2 Explain: What social protection is and outline the pillars of social protection 
	Slides (SP overview, Pillars and SP floor + notes

	9.30-9.45
	SOCIAL PROTECTION IN YOUR COUNTRY – BRAINSTORM ACTIVITY

Preparation - Have three flipchart-papers stuck together on the wall with the categories Contributory/Social Insurance, Non-Contributory/Social Assistance or Other. 

2 min - Explain
Make sure people have cards on their table and write down the types of social protection programmes that they have in their country. Have people on their table write down within a few minutes the main social protection programmes and schemes that they are aware of.

Include on each card: 1) The name of the programme, 2) Whether they consider it contributory or non-contributory, 3) Who the intended beneficiaries are

5 min for activity – let the groups discuss and write at the same time

5 min – collect cards and discuss. Collect the cards and categorise them on the wall. Discard duplicates.

3 min - Highlight that these categories are not definitive but dependent on the context or the legal framework of the country. Mention that each programme makes use of MIS. Finally mention that the focus of this training will be on non-contributory social protection programmes, but when it comes to integration of databases and MISs other programmes might end up being involved.
	
5 cards on each table
Markers on each table

Three flipcharts stuck together on the wall depicting social insurance, social assistance and hybrid columns.

Tape or sticky material

	9.45 – 10.05
	POLICY CHOICE FOR SP DESIGN AND DATA COST IMPLICATIONS
3 Min – Explain difference between two main distinct approaches to social assistance, namely poverty targeting and categorical approaches. Highlight that there is heavy debate but that the purpose of this training is not to dig deeper into this – S&I course covers this in more detail.

5-10 min – do the costing simulation on screen using the excel file that is part of the activity materials for day 1. It will demonstrate that the very act of collecting the data can imply massive operational costs – something to keep in mind when designing an MIS. Make it clear that this is a simplified hypothetical scenario but that it is based in real experiences.

2 min. Discuss further considerations with regards to the policy choice.

3 min (or less) – Ask one or more participants to ask what policy choices informed design in their country and if anyone has any reflections on how or why that came to be. Cut the debate short after 5 min max.
	

	10:05 - 10:20
	TEA (If the training started on time, and it is earlier than 10am at this point, do the next exercise first)
	

	10:20-10:45


	INTRODUCTION TO MIS + ANIMAL MAGIC
NOTE – to save time have participants stick up their picture on the wall as soon as they’re ready.

’20 Activity: ANIMALS (‘Animal Magic’)
Explain “On the back of this understanding and your involvement with Information Management. I’d like to get a sense of our views on Information Management and in order to do that I’d like you to relate MIS to an animal. Take a card and write down what animal you would describe Information Management in terms of.  Your animal may represent your own relationship with Information Management, it may represent the functions of Information Management, it may represent some of the physical characteristics of Information Management. Write your name on the card”.

Activity objective: To get a sense of each Delegate’s current understanding of Information management and it gives you some lovely analogies to refer back to during the 3 days

Debrief: It’s very important that you summarize some of the key characteristics evident from the choice of animals from this activity, otherwise the activity is only half as powerful as it could be.  

PROGRAM MIS TERMINOLOGY -‘2 Explain what is meant by a Management information system, give the definition of Program MIS and explain the office manager analogy
	MIS Heading slide + a def of MIS

Slide: Office manager


Activity slide

Blank cards

Marker pens

Flipchart paper on wall

	10.45 – 11.10
	JARGON BUSTERS FOR MIS + MIS TERMINOLOGY LECTURE
Explain: “Of course there is a lot of other jargon beyond what we’ve just covered and in order for you to understand what terminology you already know and what you still need to learn, we are going to do an activity called ‘Jargon Busters’” (See Jargon buster activity in activity guide) 

Hand out a set of jargon buster cards to each table as well as a hand out explaining the meaning of the Program MIS words (place upside down on the table). 
Note: The explanation hand out is for the person explaining the words

Explain - How game works. Ideally you should demonstrate how with a Participant. Ask that one group member please write down which words the group found confusing.

Debrief: DO IT THROUGH THE NEXT SLIDES (MIS Terminology) Ascertain from each group which words they struggled with and explain the words that the groups didn’t understand. Tell delegates to please feel free at any stage in this curriculum to ask for the meaning of any word. Make sure that they know that it’s very important that you don’t let a piece of MIS jargon go without understanding what it means.  

‘10 Explain: Before we can begin to learn more about MIS we need to make sure that we are all talking the same language and that we understand the terminology associated with program MIS. Most languages have their exceptions and their complexities and MIS has too. It’s important before we explore program MIS further, that you understand the terminology around Program MIS.
Some broad principles to clarify: 
a) Difference between a database and an MIS
b) The same words are used to refer to program level solutions and integrated solutions 
c) Different countries use different words to refer to different things
An explanation of some of the common words that you will hear when it comes to Program MIS

* You will notice that Integrated Systems is included because it’s important to understand the difference as early as possible.


	Jargon buster slide

Jargon buster cards (program MIS) and Jargon buster explanation (program MIS)

Write the tricky words on the flipchart

	11.10 – 11.20
	TYPES OF DATA IN SOCIAL PROTECTION PROGRAMMES AND THEIR IMPLICATION
3 min. ASK 2 or 3 Participants to describe what, in their words, constitutes “data” in social protection programmes
7 min. Go through the two slides on data.
HIGHLIGHT THAT: When designing MISs a distinction should be made between the Core information that is needed for managing the scheme, and additional information for monitoring recipient households. Shed light on different types of data using the explanations in the slide-notes.

Mention at the end to be careful in programme design – there can be a tendency to want to collect more data but cost can rise exponentially without the data being necessarily useful.
	

	11:20-11:40
	UNDERSTANDING PROGRAM MIS IN YOUR CONTEXTS

‘5 Explain: “As we discussed in the mythbuster cards, your thinking around MIS depends 100% on your context. I would like you to spend some time reflecting on what Program MISs you have in your countries. I am going to put up a slide with some questions and I would like you to answer these questions for your country. At the end of the activity I am going to ask the groups to each present back their answer to one of the questions. 

Read the questions and ensure participants understand what is expected as an answer to each question. Share with the participants the content in the notes section of the slides. It’s important to explain that some programs rely on simple excel docs and others rely on paper based systems and others have no digital support at all. Just because information is kept on excel or paper doesn’t mean you’re not managing information – you are simply managing it without a digital application.”

Note: When you run this with delegates from different countries, you will need to divide the groups into their respective country teams for this activity. 

15min Do activity: Allow participants time to answer the questions.
10min Debrief: Get the answers to each of the questions. Allow each group to answer 1 question. Summarize and comment on what has been said pulling out key points and noting any key learnings.
	 


Question slide + notes






Program  support slide 

	11:40-12:10
	SUCCESS FACTORS AND CHALLENGES FOR MIS 

2min: Explain: Point out that participants are not coming to this session as blank slates who know nothing about MIS. On the contrary in fact there are many different levels of experience of MIS in the room. One of the most powerful sources of knowledge we have in the room are the people in it and so I’d like us to spend some time learning a bit from each other. In order to do this we will do this activity to try and elicit what the drivers of success are when it comes to MIS are and what the general “watch outs” are. 

10min: Activity: Success factors and challenges: 
Explain: ‘I’d like you from your perspective and involvement with MIS to discuss what’s working when it comes to MIS in your country and very importantly, why. Then what’s not working well and why?
Please can someone be the scribe for each group and when you hear something not working write it down in red pen and when you hear what is working write it down in a green pen. You are going to present back your group’s findings.”
Note: *If from different countries, you may need to let Participants from the same country work together. 

10min : Presentation and Debrief: Stand around the flipchart and Ask each group to present back their findings and then summarize, looking in particular for golden threads of drivers = success, or factors that must be present for success and what are some of the challenges that face managing information. It’s important for you as a facilitator to highlight the key themes that emerge with both success factors and aspects that cause MIS to be compromised. 

Note: They should group the greens together and the reds together when they are sticking up their cards.

KEEP THEM STANDING FOR RAPID MYTH BUSTER
	Hand each group a green pen and a red pen (or set of green cards and red cards)




	12:10-12:30
	MYTHBUSTERS

NOTE: A quick and energetic way to do this is have participants randomly split into 8-12 groups of 2 (or three) and give them each one or more Cards and discuss in pair. (for example give them a number of 1-12 or just physically shuffled them around whilst they are still standing from the last exercise) 

‘1 Explain: As we have discussed, this curriculum is called Transform, and one of the key pieces to transformation is that we start to look at the beliefs we hold around certain issues. The beliefs we hold depend so much on our context and past experience. Most beliefs can be argued from numerous perspectives i.e. there’s not necessarily a wrong or a right. What’s important is that we check in with our beliefs so that we can ascertain if our beliefs are still valid. This checking-in is key to transformation. And so we are going to do an activity now that enables us to check in with our beliefs. 

Mythbuster activity for Program MIS(further detail in activity guide)

3min. Explain and Prepare:
Activity objective: To allow delegates to discuss and challenge each other’s beliefs and then hopefully their own.
Activity explanation: On each card you will see a statement. You need to discuss this statement amongst yourselves and decide whether or not you feel that the statement is myth or truth. 
Click for demo card on slide show and read it. 
Explain: You do not need to agree. What’s most important is the discussion. Having said that, I’d like you to keep a record of which cards you agree with and which ones you don’t. 
Process: Divide mythbuster cards (1-12) evenly between the 4 groups and hand out a set of mythbuster cards to each group. Some groups will have the same cards as another group, given that there are only 12 cards.

5min. Allow the delegates time to play mythbusters. In pairs it should not take more than 3-5 minutes.
15min. Debrief. Go through the slides to establish which cards the groups said truth to and which ones the groups thought were a myth. 

On completion ask if anyone had any insights after that exercise?
	 
Mythbuster activity slide 

Mythbuster Demo slide 
Only cards 1 – 12. Cards 13-21 pertain to Integrated MIS and will be handed out tomorrow.

Program MIS Mythbuster slides 

Use Mythbuster answers cheat-sheet

Mythbuster explanation in activity guide

	12:40-13:40
	LUNCH 1PM – TRY TO START EARLIER AFTER LUNCH IF POSSIBLE

	13.55-14.00
	AS PARTICIPANTS RETURN FROM LUNCH – Divide them into groups of 4-6 people. Use any dividing methods (e.g. give each participants a random number)

	14.00 – 14.15 
	OBJECTIVES OF PROGRAM MIS AND ITS CORE FUNCTIONS 

15min Lecture (2 slides): Present each core function of an MIS with an example to illustrate (examples in note pages on the slide) 
Explain how each of the functions of social protection are supported by its program MIS (notes in notes section of the slide)
Give space for questions and clarifications
	

	14:10-15:10
	MIS CORE FUNCTIONS AND COMPONENTS – PHASED ANALYSIS:
Preparation
1) Make sure each group has all the materials (paper, cards, prestick, post-its, stickers, markers)
2) Make sure that all functions are printed out in cards and each group has a full set of the 8 functions. Use the “Function Cards for MIS” in activity materials for day 1

2 min. Explain: The groups will now do a reflection on the functions and the data of their main programmes. Give each group one programme.

5 min Carry out Step 1: Each group decides which functions are part of their MIS. Stick them on the paper.

2 Minutes. Show the next slide with examples of information and data for different functions of an MIS

15 min. Carry out step 2: They discuss different information requirements for different functions and end up with post-it’s on the paper. TELL THEM TO SPEND 2-3 MINUTES PER FUNCTION. 

2 min. Explain that in this final step we are going to discuss if the data collection is manual or electronic. Also have them say where the data is stored – is it an electronic MIS or a physical database?

10 min. Carry out step three. 

20 min. (5 min each programme or group) Each group hangs its work on the wall.
Depending on time you can have each group present, or one group present for each programme, letting groups with the same programme comments.

5min: Debrief: You should now have a good big picture view of the level of support. Reflect on whether functions are well supported as well as some of the questions on screen.
	Written core functions slide + notes. Visually represented core functions slide + notes

CORE FUNCTIONS AND STICKY DOT activity – notes in activity guide 
Have all the core functions printed out (or written out) on cards for four groups

Each group with a flipchart sheet and markers, post-its, 2 colours of green and red dot-stickers (max 8 per colour)

Write up all the functions on the flipchart (ref core function slide)


	15.10 – 15.20 
	KEY COMPONENTS OF A FUNCTIONAL PROGRAM MIS + What Am I Quiz

5 Min. Show slide and explain:
It’s very important that we understand what components a functional MIS is made up of. 
So let’s have a look at what they are:
· Outline the overall components
· Go into detail about what each one does (notes in notes section)

5 Min. Carry out the Quiz in Plenary. The first to shout the answer wins a prize (if you have chocolate or sweets). Otherwise just recognition.
	

	15.20 – 15.40
	TRANSFORMATION SCENARIOS

3min Objective of this Exercise: To help delegates realise that MIS problems are often not technology problems but in fact people problems. You cannot ever ignore the human factor when considering MIS solutions.
Explain: That what the delegates are going to learn on this course is that although MIS itself is a technical IT field, it’s people who are ultimately working the system and controlling what goes into the system. Implementing an MIS solution is not only about the technology (which tends to be fairly clear cut) but very much about the people. If you don’t address the people issues, then you are not going to attain successful technology solutions. Transformation is about people and technology transformation. 

’10 Activity: Explain that you are going to give each group a scenario which outlines an issue. You would like that each group discuss the issue that they are presented with and state how they would solve that issue.   
Have them reflect specifically on the people-dynamics of each scenario. They can use the programme that they have been working on as a reference but can also choose to have a more conceptual discussion. Hand out the Transformation scenarios and give the groups time to discuss their problem.

’2 Summarise: We will not go into detail for each scenario, but highlight that the lessons is that there is constant pressure to improve MISs, whether internal or external, and that although there are many technical elements, it is important to consider the people you need to involve in this process. 
	
 3 Transformation scenarios

Printed out for as many 4-person groups as necessary.

	15.40-15.45
	Tea Break – Just grab tea and come back as we head to the close of the day. 

	15.45 – 16.00
	LECTURE: ABOUT LEADERSHIP AND TRANSFORMATION (L&T)
Objective: Appreciation that strong leadership and transformation in SP starts with each one of us in our individual capacity We will have a range of L&T activities throughout the 5 days. Starting with a paired reflection walk this afternoon still, daily morning journaling check-in sessions and a number of activities on the final day of this curriculum. 

These activities will allow you to gain clarity on what contribution you can make to your SP system; identify your priority actionable items that are within your realm of control, and; your next implementation steps on your individual SP leadership and transformation journey.
	

	16.10 – 17.20
	ACTIVITY: PAIRED LEADERSHIP & TRANSFORMATION REFLECTION WALK

10’ Introduction to the 6 deep listening principles

5’ Task intro
Introducing how the paired reflection walk activity works. Ask them to pair up and
go for a walk, or find a quiet place to work outside the training room.
Remind them that they should spend only 20 min. per participant and then switch roles, so both participants get a turn to reflect on their Leadership & Transformation Journey supported through the deep listening of the other. And most importantly, that this is a deep listening exercise, not a conversation.

45’ Work in pairs. 
10’ Debrief in plenary. Invite a few participants to share their experience with the 
reflection walk interview and applying the deep listening principles. What was different from how they usually listen and are listened to? How did it support the other one in their reflection and sharing? Where could this listening technique add most value in your current SP environment? Where and how do you intend to apply these listening skills moving forward? 

Note to facilitator: Remind participants to bring their Leadership & Transformation journaling notes along to each morning session throughout the next two days.
	Paired leadership walk handout sheets for each participant

	17.20 – 17.30
	KEY LEARNINGS OF THE DAY

Hand out: A piece of paper / card per person.
’3 Explain: That before you highlight some of the knowledge take outs from the day, you would like that each person write down for themselves their key take outs for the day. These key take outs could include: new knowledge, new insights or an idea around something you’d like to act on when you are back in your work context. 

‘5 Show slide on the knowledge take outs that you would like to highlight.
‘2 Show the homework readings for the next day and confirm starting time tomorrow.
	A piece of paper / card per person.
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