How to Use This Resource Pack
LAYOUT OF THE MODULES AND SESSIONS

Table of Contents

Look at the Table of Contents so tha you are familiar with the subjects to be covered and
in what sequence. After you have assessed your participantsQlevel of familiarity with the
issues of Early Childhood decide which modules and sessions best serve your training
needs

Facilitator’s Guide

TheFacilitator@ Guide at the beginning of each module provides a brief overview to hdp
you plan your workshop content:

Objectives DThese explain the specific Early Childhoodknowledge skills, information
or actionsparticipants will come away with.

Purpos D This provides you with a succinc reason for individud sessions

Time — Suggested times are provided. However, asin al goodtraining, it is best to be
flexible. Speed up activities where paticipants have experience with thetopic or take
more time when discussions role plays or groupwork become exciting or fruitful.

Learning Objectives
These objectives can be used ahead of time as atraining god and afterwardsto evaluae
both the participantsQoprogress and the workshop outcomes.

Sessions

Sessionsare nunrbered within each module and provide sequentially related layers of
undestanding of themodule topic. Check Fadlitator@ Tipsasto when it is advised to
teach in sequence and unde what circumstances sessionsshould be skipped.

Activities

Modify activities and use optiond activities according to your assessment of participantsO
experience, knowledgeand familiarity with thetopic and information. ALL PowerPoints
should be printed out for use by the participants as they are presented.

Boxes
Two types of boxes appear in the sessionstext to supplement or reinforce information:
 Notes on Rights DThe Rights boxes emphasise human, child and women@rights,
prindples and standads at the core of Early Childhood.Facilitators may use the
Rights boxes to ask which rights suppot the specific activity, or youmay use
them to peiodcally remind participants of relevant rights.
 Fadlitator@ TipsDThe Tipsboxes provide hints for conduding the session, such
aswha may need to beread or arranged in advance (field trips role plays,
games), where it may be essential for participants to have studied a previous
session, how to sequence and use PowerPoint dide shows; or ways to be a better
facilitator.



IN ADVANCE OF THE WORKSHOP

Needs Assessment

As part of the planning for theworkshop, undetake a needs assessment to determinethe
level of knowledgeand undestanding of Early Childhoodin the office or region,aong
with an andysis of thelevel of knowedgeand understanding required by the various
staff members. Thiswill hdp to deerminethe content and approach of the workshop.

Timing

Determinethetiming of theworkshop, both the length of time tha will bedevoted to the
workshop session and when it will bescheduled, in relation to the othe demandsonthe
office. Allow sufficient advance time to plan the session and prepare participants.

Location

Identify thelocation for theworkshop. It is generally more efficient for workshop
purposes to hold workshopsat locationsaway from the office. Theworkshopvenue
should provide adequae space for the activities, all necessary meals and refreshment
breaks and suitable accommodaionsif overnight stays are required.

Trangportation to and from the workshop location should also be easily available.

Adapting to Local Conditions

Theworkshop coordinaor should design theworkshopbased on the needs of the
participants and the Qoad mapidentified for theuse of variouscombinationsof
materialsin the Resource Pack. It will also benecessary to take into accountthe skills
and knowedgeof workshopfacilitators and the resources available, induding the
facilitiesin theworkshoplocation. The workshop schedule should be set up to provide
themog effective use of time, adjuging and adgpting the material in each module as
necessary.

Identifying Participants and Facilitators

Theworkshop coordinaor should determine who should participate in theworkshop
review theworkshop objectives set outin each module and make any necessary
adjugments to meet the needs of the participants. Thisis also thetime to identify the
workshopteam, making sure that the people chosen will beavailable for thefull time for
which they are needed and tha they have the oppatunity beforehand to make the
necessary prepaations Theworkshop should beannouned to paticipants sufficiently in
advance to enable them to make any preparationstha may berequired by theworkshop
design.

Planning for Field Trips

Before theworkshop begins review Session 3.19 Field Guide to Home Visits in order
to plan ahead for field trips Thiswill guideyouin determining what facilitators,
colleaguesin thefield, community members and participants need to know anddo a
month or more in advance, in thedays prior to thevisits, onthedays of thefield trip and
after thevisits are completed.



To enaure the best possible experience and outcomes for everyoneinvaved, review and
discussthe genea purpo< of thefield trip, wha Early Childhoodconagpts and sessions
are essential, who needsto know wha and when, wha role everyonewill play, wha
materials need to beat hand, and how thetrip will be conduded, debriefed and assessed.

Facilitator Materials

Review thelists ahead of time to ensure tha materials are readily available, that
equipment isin propa working order, tha you are familiar with the material, tha the
appropriate number of handous has been printed, and whether you need to prepare any
flip charts or VIPP cardsin advance. Thetypes of materials used are:

Suppliesbsuch asflip chats, VIPP cards markers andtape Youwill need aflip chat
for mog sessions Standad 4x11inch VIPP (Visudisation in Participatory Programmes)
cardsare needed in many sessionsand should be used according to accepted processes
(e.g., writeclearly in block letters, write only oneidea per card, etc.). In oneor two
sessionsyou will need specia supplies (e.g., pre-prepared poders, blindfoldsand
children® play objects).

Equipment DA laptop or desktop computer with aprojector with which to show
PowerPoint dide shows or single overhead dideswill beneeded in all sessions

PowerPoint dide shows are all supplied onthe CD-ROM in this pack.

Handouts BThese are provided for each sessonimmediately following the activities
text. Read thetext to see whether al participants need each handoutor if they are only
needed by specific groups

Background reading BThisis provided for thefacilitator onthe CD-ROM in this pack.
We strongly suggest tha you read this material carefully ahead of theworkshopto get a
goodgrasp of Early Childhoodconaepts and to be better able to facilitate participantsO

undestanding.

Participant Materials

It isagoodideato prepare bindasfor the participantsin advance of theworkshop.The
workshop binde's should be big enoughto accommodae other materials (such as case
studies, exercises and supplementary information) tha will bedistributed during the
workshop. However, it is best nat to make the binderstoo large or too full of material,
otherwise the participants will have trouble finding wha they need. Limit thebindasto
the essentials, and have additiond information (punched for thebinde) available to hand
out during theworkshop only to those participants who really wantit. Allow sufficient
time to prepare the binde's and other participant materials (handous and such) before the
workshop. Thebindes should contain the following:

Statement of the workshop objectives.
Schedule for the week by topic and timing.
Administrative information Be.g., abouttravel and accommodation arrangements.

Materials for each session separated unde numbered tabs induding objectives, learning
points, discussion points, readings and copies of thehhandous.



Hard copies of PowerPoints DThese are optiond and can bewith or withoutspesker3
notes and/or overheads so tha participants can take notes while the material is beng
presented (easiest to print them as handous in black and white).

Workshop Space
Theworkshop process requires that the participants be organised into groupsfor much of
thework. The set-up of theroom should reflect this as follows:

Participantstables D These should seat between six and eight people. Arrangethem so
tha al participants can see the projection screen at the front of theroomand hear the
facilitators or presenters. Tables should befar enoughapart to avoid cross-table
distractionsduring group exercises. Before theworkshop starts, the facilitator should
walk aroundtheroom checking sight-lines and sitting at some of the participantsCtables
to ensure that they are suitable.

Presenter@ table D This should beat thefront of theroomand have enoughspace to hold
al thematerials that will be used in the course of the session, induding thefacilitator@
notes and trangparencies, handous and supplementary readings Materials should be
organised in the order in which they will beused to avoid confuson once the workshop
begins Thefacilitator should test al equipment to make sure everythingisin working
order BEFORE the sessionis scheduled to start. Spare bulbsfor projectors should beon
hand.

SuppliesBAIl suppliestha will be needed for thevarious exercises and activities of the
workshop should bein theroomand easily accessible when required. ParticipantsO
binde's may bedistributed aroundtheroomon thetables, or they may be stacked ona
table by thedoa to theroom, where there may also be name tagsand other registration
materials to check whether everyonewho is expected attendsand to provide participants
with any supplementary information they may need.

GENERAL CONDUCT OF THE WORKSHOP

Use an Adult-Centred Approach

Unlike children, adults become increasingly self-directed rather than teacher-directed in a
learning situaion. They build uponther past rich experience as aresource, are concerned
with real-life problems and tasks, and want to apply their learning to ther situation. The
workshop methodsused in this Early ChildhoodResource Pack reflect and respondto
tha situaion.

Determine beforehand what learning points are to be conveyed to the participants and the
specific details of what they are expected to learn during the workshop. Some of these are
set outexplicitly in theLearning Objectives, butit may be necessary, in view of the
specific needsof paticipants, to identify further objectives. These should be as practical
and action-oriented as possible.

Workshop Content

This should be as specific and focused as possible. Avoid generaisationsand repdtition,
unlessthisis necessary for emphasis. Use examples from experience to illudrate points.
It isimportant tha the schedule befollowed as closely as possible. In making their



presentations presenters should be kept strictly to thetime provided, to allow as much
time as possible for the discussonsand group exercises.

It often helpsto have asmall clock onthe presenter@ table, so that the presenter can keep
track of thetime. In mog workshop experiences, themain criticisms received are tha
there is not enoughtime for participants to talk about wha they are learning, or to put
what they are learninginto practice in realistic exercises. Very few workshop participants
ask for more time devoted to lectures!

Workshop Facilitation

If possible, ateam training approach should be used to condud theworkshop. Trainingis
often more fun and less stressful when more than one person conduds thetraining
sessions If theworkshopisfor more than 15 participants at onetime, two facilitators
may berequired. In order for co-facilitators to be propely prepared, they need to address
thefollowingissues before the workshop begins

* Determinethe team a few weeks in advance of the workshop so that there can be
an exchangeof ideas and plans before the workshop begins

* Explorethe assumptions each person makes abou thetraining be.g., the
facilitation style to be used, pacing, types of activities tha each is comfortable
with, theamountof paticipant inputthat is seen as desirable, etc. (If there are
differences, these need to betalked through)

* Determinewho isresponsible for what part of the training. Designate a lead
fadlitator. If there isone determinewhat assistance thelead facilitator needs
from the other facilitator(s) during the session.

* Tryto build ateam. Facilitators should be suppotive of ther colleagues and
work together to build a strongteam spirit.

* Involve participants. Whenever possible, facilitators should involve theworkshop
paticipantsto assist in thefacilitation of some of theworkshop sessions

RUNNING THE WORKSHOP
Starting Workshops
All workshopsshould begin with:

Introductions Bsuch as a brief self-introdudion by participants.

Clarification of expectations B Have each participant write down oneexpectation for the
week onaVIPP card. Asthese are shared, pod them on aflip chat for review at theend
of theweek to check if expectationshave been met.

Review of the agenda B Thisindudes noting thetopic to be discussed and the objectives
for thesession.

Setting specific objectives DThese should be given agan at thebeginning of each
session.

Establishing ground rules for the workshop D Create alist of rules with the participants
and pod them onthewall for the duration of the workshop.



Appointing timekeepers D Give this responsbility to 2 to 3 participants rather than the
facilitator aways being responsble for getting the groupto come ontime at different
pointsin theday.

Appointing energisers DAsk participants who have been in other workshopsto introduce
an energising activity when people have been sitting too long

Appointing sodal committees BIf theworkshoplasts more than two days, asmall group
should beformed to plan sodial events such as films, games, dances, local shoppngtrips
etc.

Establishing a newsletter BAgain, if theworkshoplasts more than two days, have
volunteers write abouthighlights of the day, events tha occurred outside theworkshop
hours, quotble quotes, etc. (Thisworks very well if you have someonein thegroupwho
can draw.)

Starting Sessions
At thebeginning of each and every session:

Check all equipment B Do this every morning BEFORE thefirst session begind

Specify the objectives for the session so that people are clear onwha they should be
learning.

Link the session with those that have preceded it.
Review plans and timing. Refer to the schedule in the participantsCbinder.

Ending Each Day
At theend of each day:

AsK participants what they learned. Ask them to list thingsthey learned that day which
they can usein ther workplace.

Conduct an evaluation. See possible approaches bdow.

Hold a workshop navigation meeting with al facilitators and afew paticipants to get
feedback onwhat has been accomplished during the day. Discuss wha will be presented
thefollowing day and make adjusments accordingy. If youwant to indudeall
paticipants, set up aroder at the beginning of theworkshop so that participants can
volunteer or beassignel to therole.

Alternaively, tell participants tha anyonewho wants to can join you (which generally
meanstha the same 4 to 6 people are likely to join each day). Have a paticipant or
facilitator present the results of the navigaion meetingsto the group at the beginning of
thefollowing day.

Suggested Teaching-Learning Methods

Within each module there are activities employingavariety of different methodsbecause
adults learn in variousways. They learn aurally (by listening to presentationg, visudly
(by reading or seeing images) and practically (throughhandson experience). Select
activitiesto providethewidest possible rangeof learning experiences for your paticular
paticipants:



Brainstorming is afree-flowing exchangeof ideas on a given topic. Thefacilitator asks a
question, poses a problem or raises an issue and participants suggest ansversor idess. It
isnotadiscussion, butrather an oppotunity for all paticipants to think outloud.All
responses and suggestionsare written down for thegroupto see. No editorial comment or
criticism isallowed. Theintention is to encourage creative or innovaive thinking about
important issues. It is also important tha thefacilitator notinterfere in the process by
interjecting suggestionsor ideas that may come from other workshopsor fromthe
learning points tha have been established for thesession. Those can all be broughtup
later, during thediscussion. When the braingorming is finished, the group evaluaes the
ideastogeher, perhgpsto identify those they consder mog useful or to categorise them
in some hdpful way. Do notlet the braindorming go ontoolong.Bear in mind that mos
braingorms usudly last only about15 minutes.

Cas studies are stories, either fictiond or true describing a situation or problem by
discussing what a character@ optionsare or how these dilemmas might beresolved. Case
studies provided in this Resource Pack may be adapted to better suit the participantsO
needs Asking participants to develop case studies or scenarios sometimes as an
assignment, isagoodway to ensure redistic Stuaionsand language

Discussions are verbd exchanges led by thefacilitator or participants abouta specified
topic. Throughthis process, paticipants have a chance to share facts and ideas and can
listen to and congder different points of view. Discussionsare useful in both largeand
small groups

Small groupsoffer shy or less verba participants more of an oppotunity to spesk.
Participants should be encouraged to ask questionsand raise related issues. Facilitators
should further explain key points that are raised in discussions and presentationsby
groups

Lectures are structured and orderly presentationsof information. A lecture can beused to
impat knowedgeor introduce skills. Modified lectures, with exchanges between the
facilitator and the participants, are encouraged. They are usudly more effective and
interesting. A PowerPoint presentation has been prepared to facilitate the lecturesin the
Resource Pack.

Role plays are short dramas in which participants can experience how someonemight
feel in agtuaion, try outnew skills, and learn from each other. Role playingin small
groupsor parsisusudly lessthreatening for participants and allows more people a
chance to beinvolved. Ask for volunteers, as many people may feel embarrassed or
uncomfortable acting in front of alarge group After therole play, be sure to declare the
role play over and ask the audience androle players questionsaboutit.

VIPP bVisudisationin Participatory Programmes is a participatory facilitation technique
tha provides away of sharingthroughthe use of cardsof different sizes, shapes and
colours.

If participants are notfamiliar with VIPP, thefacilitator should provide them with an
oveview of thetechniqueand thefollowing rulesfor card writing:

* Write only oneidea per card (this makes it possible to cluder ideas).

* Write only three lines on each card and form blocks of words



* Usekey wordsingead of full sentences.

* Writelargelettersin both uppe and lower casg, if possible (so tha wordscan be
read from a distance of 10 metres).

* Writelegibly and use the broadest side, notthe pointed tip, of the marker.

* Apply two sizes of script to distinguish main points.

* Usethedifferent sizes, shapes and colours of cardsto creatively structure the
results of discussions

Walkabou allows several small groupsto rapidly compare ther thoughs or share thar
ideas withouthaving to make formal, time-consuming presentationsin plenary. It
congsts of simply podingindividud small groupwork onthewallsfor all to read.
Walkabout can bedoneas atotal group,individuds can move from onepresentation to
another in asmall group or individuds can movearoundtheroom at their own pace. It is
useful to have someonefrom thegrouptha developed the materials to stand by the group
poder to answver questionsand/or explain what they presented.



