

INTRODUCTION TO YOUR FACILITATOR GUIDE
Welcome to the exciting role of training this curriculum. In this introduction to your guide are outlined some of the key aspects that will be of interest to you. Namely:
· Consideration of involving a co-facilitator
· Information on experiential training 
· What resources you have available to you and how to use them 
· All that you need to prepare before embarking on this training
One facilitator or two?
As the facilitator of this curriculum, you play a vital role in ensuring its success. You have been elected to facilitate this curriculum because no doubt you have good facilitation skills and / or; in-depth knowledge of the content in this curriculum. Facilitating this curriculum requires both. If you feel in any way that you are lacking in either area then it is advisable to team up with a co-facilitator who is strong in either content knowledge or facilitation skills in order to complement your strength. 
Experiential training methodology
The methodology behind this curriculum is experiential. In other words you will be presenting some of the theory in a lecture style but then the participants will have the opportunity to practise applying this theory through the means of an activity. You will thus need to swap between being a trainer and being a facilitator!
The key difference between the two is your power relationship to the learners. As a trainer, we are in a position where we have knowledge and the learners must listen to our knowledge and as a facilitator we are there to support their learning by allowing them to discover their own answers which may be different from ours. During the activities it’s important to facilitate rather than train i.e. observe, listen and support rather than tell. Let the participants discuss, disagree, agree, learn from each other and learn by making mistakes. Let the participants organise themselves in their small working groups and appoint a group spokesperson to report back in plenary. This is sometimes tricky if your background is purely lecture-style training, but well worth it to increase ownership over the learning process and retention rates amongst participants!FACILITATOR GUIDE: 3-DAY MIS CURRICULUM v 1.0

Trainer relative to participants
Facilitator relative to participants 
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The resources available to you
1) The Facilitator Guide
You have been provided with a detailed facilitation process – one for each day of your training. Each day’s facilitation guide explains exactly how long each step of the process should take and what materials you require for each stage in the process. 
2) The slides
This (in conjunction with the summary and base documents) provides the content that the participants need to see. Things to be aware of in your slides:


a) Placeholder slides – You’ll notice that there are placeholder slides which mark each new section in your slide pack as well as placeholder slides that mark when you need to do an activity.

Activity placeholder slide 
New section placeholder slide 
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b) Notes in your notes section beneath some of the slides – it’s important that you familiarize yourself with these notes as this is the content that you need to share with the participants when the corresponding slide appears.

3)  The Activity Guide 
This provides an in-depth explanation as to how each activity is designed to work. It’s also very important that you familiarize yourself with the workings of each activity thoroughly enough during your preparation phase allowing you to rely on the Facilitation Guide only when delivering the training

4) Hand outs 
Hand outs provide the delegates with information that is required for certain activities. (You will be given clear instructions in your Facilitation and Activity Guide as to when you should use them). Hand outs are sometimes in the form of cards and sometimes in the form of A4 sheets of information. If an A4 print is required, it is up to you to ensure that you have enough printed copies of hand outs for the number of participants present.
5) Answer sheets
Wherever an activity has a set of required answers, you have been provided with an answer sheet (found in your activities folder and filed per day).

Preparation required prior to the training 
One of the traps that is easy to fall into as a facilitator is thinking that your role starts and ends with when you are actually in front of your participants. In fact one of your most important roles is performed prior to your facilitation. Preparation to facilitate an experiential curriculum such as this is key.
So, how do you need to prepare?
1) Knowledge of your content

You need to be crystal clear on what content you need to convey to participants when certain slides appear. There is often very little content on the slides so you cannot rely on being able to read off the slides.



2) Knowledge of how the activities work
When you are facilitating an activity, you need to be 100% sure on what instructions to give the participants, what learning outcomes you are aiming to achieve through the activity and how you are going to debrief the activity so that participants really reap the benefit from the activity. In the light of this, you need to have read and understood your activity guide before the curriculum commences. Ideally, you should try and practise the activities on friends and family first.
3) Consult with the course convener

a) Room set up: Ensure that your room is going to be set up in the way that you require. Below are two types of room set ups often referred to in you facilitator guide: 
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A. Circle Style
B. Group Style




b) Prepare your materials: At the beginning of each day of your facilitator guide, you will see what materials you will need for that day. This includes all stationery, hand outs and answer sheets. Ensure that you have prepared these well ahead of time and that they are set out in your room on the day for easy use.

c) Consult with your course convener: Ensure that you have communicated your needs with regards to:

· Room set up
· Equipment 
· Additional aspects that might need to be included in the process
· Communication of agenda and training times to participants (which includes preparing them for the reality that this training will require overnight assignments from them during the training days)
An example of an additional aspect may be formalities. If a formal address is required you might want to consider some of these suggestions:
i) Request that it be a closing address as opposed to an opening one. This is often less disruptive to your process, the energy of the participants is high and there is evidence on the walls of all the learnings and discussions that have taken place. 
ii) If it has to be at the beginning, try and ensure that it sets the tone for experiential learning. This can be done by ensuring that it happens after your first introductory activity and is slightly less formal than normal i.e. instead of a formal panel on a stage perhaps the people doing the opening address can be seated at the same level as the participants and perhaps the address can be more participatory than a one way lecture e.g. there could be a discussion section or question and answer section included as part of the address.

d) Know your participants: Firstly know how many participants will be attending – the number of attendees has a major impact on you being able to prepare for number of groups and size of the groups. Your process has suggested group numbers but there will be instances where that number has to be bigger or smaller depending on the context. 
Secondly know who will be attending and what positions they hold. 
Thirdly know what level of knowledge your participants are likely to have on the topic. Their level of knowledge will affect the complexity of the content you present as well as how much support you will need to provide during the activities. 
[bookmark: _GoBack]
e) Mobilize and involve local resource persons throughout your training:  A very good idea in this curriculum is to involve local experts (perhaps even among the delegates themselves) in providing local context and content. Be proactive in identifying resources persons on a particular aspect of the local content, then decide on where in the process you can best bring them in to share their knowledge and experience. It’s important that you brief them prior to the course and that your brief to them is as specific as possible.

Ideas for dividing participants into small working groups
Here are reasons why you may wish to divide into smaller learning groups:
· Small groups provide an opportunity to share "air time" to express opinions, add ideas, ask questions amongst all participant
· Small groups cater for the less confident individuals who limit their participation in larger groups
· Small groups allow individuals to receive feedback more quickly
· Small groups allow participants to learn from each other- learning becomes more dynamic and active in small groups
· Small groups encourage participants to know each other better, breaking down barriers and creating a more positive learning atmosphere

Throughout the following training days you may want to make sure that participants work in different groups, and don’t stay together with the same few people only (except for when they are working in their Scenario groups, which will remain the same).




Here are some fun and simple ideas as to how to do that:
· Ask participants to count 1, 2, 3, 4 etc. - depending on how many groups you would like to have. And then let all the 1,2, 3, 4 etc. gather in small working groups.
· Ask participants to gather according to their birthday months Jan-Mar, Apr-Jun, Jul-Sep, Oct-Dec – group as many months together as you want to split the total participant group in.
· Ask participants to pick their favourite elementary colour yellow, green, blue, red.
· Ask participants to group according to their favourite music genre: classical, pop, reggae, disco.
· Ask them to group according to where in the country they were born, North, East, South, West.

A Final Note

Prepare well and enjoy facilitating this curriculum. What you put in is what you and the participants will get out.


HAVE FUN!
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