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1 Introduction 

A training event should be based on a training needs assessment (TNA) and should specify the knowledge, skills and attitudes (KSA) to be addressed. The curriculum gives an overview of the training programme and helps in planning the training activities. This Unit helps adjust the Training Kit to the curriculum requirements and the goal and objectives. The Unit describes training methods, materials and course organisation. 
2 From Goal to Curriculum 

Course organisers begin the training preparations by analysing the background of the proposed training event. They assess the initial situation before implementing a project and analyse the root causes of problems. Once the initial situation is identified, it is easy to determine the situation to which the project is expected to contribute; this is the goal, or the long-term or overall objective. 
The curriculum framework should be based on a specific training needs assessment (TNA) that describes the goal for the proposed training event. In our case, the goal is "to support the spread of good practice in generating, managing, analysing and communicating spatial information". 
The curriculum defines the knowledge, skills and attitudes (KSA) to be addressed, provides an overview of the training programme and helps in planning training activities. It gives shape and direction to the learning process, clarifies learning outcomes, describes the process, guides teachers and learners and informs stakeholders. 
The curriculum consists of the expected learning outcomes (on which the achievement of the Module and Unit objectives depend), content in the form of “components” 
, description of methods, learning materials, evaluation instruments, etc. In this sense, this Training Kit is a curriculum. 
The Module’s or Unit’s objectives list individual learning outcomes, specifically in terms of performance and behaviour (i.e. performance or behavioural outcomes). Learning outcomes describe what learners should be able to do after the training activity. Learning outcomes should be “SMART” (i.e. Specific, Measurable, Achievable, Relevant, Time-bound). Vague formulation of learning outcomes which are difficult to measure, such as “to know” or “to understand”, should be avoided; a better formulation is to use active verbs like “to explain” (see Handout "Verbs for Learning Outcomes"). The formulation of learning outcomes should allow evaluation of accomplishments.  
Example: After completion of training based on the content of PGIS Training Kit, trainees will be able to: 
· identify opportunities and constraints for adopting good practice in generating, managing, analysing and communicating spatial information; 

· design PGIS interventions; 

· communicate and collaborate with local communities and policy makers;

· take informed decisions on appropriate community entry processes and choice of geographic information technologies to use within a community-based intervention. 
Based on the curriculum, trainers develop training programmes systematically by sequencing topics and activities. The following sections deal with training methods, training materials and course organisation. 
3 Training Methods 

People learn best by what they see and do, and less well by what they only hear. The best approach is one that combines several senses. However, these methods require more time to prepare and implement. Trainers will use some types of interactive presentations for increasing knowledge, practical exercises for improving skills and maybe role plays for influencing behaviours and attitudes. Trainers may use multiple methods, but should not implement all possible methods in one session because too much variety causes confusion. Whatever method is chosen, it should allow the trainees to actively participate and provide feedback in order to be effective. 
Lectures/Presentations:  Pure lecturing is a one-way process of communication. It is externally directed, in that the trainer controls the session. However, it is efficient in transferring information to a big group. Trainers should not load too much information into one session. 
To enhance their presentations, lecturers should use visual aids that are specifically designed for their lectures. Communication becomes more efficient when more human senses are involved. The two most important senses are sight and sound. Sight is responsible for more than 80 percent of total learning and it helps to reinforce oral communication. Visual and oral communication address complementary areas of the human brain (i.e. "whole-brain learning"). After three days, we remember only 10 percent of what we hear and 20 percent of what we see, but we remember 40 percent of what we hear and see. 
For an entertaining and educating talk about the dos and don'ts in giving presentations, see "Conference Presentation Judo" at http://tinyurl.com/l8cuo6.   
Group work:  Group work is a most efficient training method. A group possesses more experience and knowledge than any individual person (i.e. collective knowledge). Trainers may use group work to discuss questions, perform practical exercises, conduct experiments, prepare demonstrations, etc. Trainers should: 

· ensure that all group members participate actively and get their hands onto equipment; 

· prevent a few people from dominating the group while others stay back;
· ask groups to share their results or experiences in plenary sessions; 

· encourage groups to use visual aids, such as flipcharts or computer (video) projection. 
There are many kinds of group work. One example is “snowballing”. In this approach, a group discussion begins in pairs of participants. After five to ten minutes, pairs join to form groups of four and then groups of eight. 
Several names exist for group rotation; a common method is called “the world café”. With the help of facilitators, groups discuss an issue and write their conclusions on flipcharts. Then group members rotate to the next table. Facilitators stay back and explain the conclusions to the incoming groups and collect their comments. Group rotation continues until groups are back with their original facilitators. Groups summarise conclusions and comments and report them to the plenum. 
Brainstorming: Trainers present a question to the participants and, in response, everyone contributes ideas. All ideas are valid; there are no "wrong" ideas. Ideas are written on flipcharts or boards and then may be grouped into categories. Categories may then be further elaborated through group work. Trainers should encourage everyone to participate and ensure that a few people do not dominate the brainstorming process.  
A variation of brainstorming is to collect ideas on meta cards (i.e. keyword collection on cards). Each participant writes ideas on cards (A5 size): one idea per card, one to three words per card (no entire sentences), large lower case letters (no capital letters, as long as it is grammatically appropriate). One or two volunteers then group the cards into categories and post them on a wall, with everyone’s (usually lively) participation. This method ensures that everyone participates. 
Case studies: Group work may be used for case studies that provide an opportunity to elaborate on real situations. Trainers present cases in writing and/or visually. They should provide appropriate information, but not overload the cases with details. 
Demonstrations and exercises: These involve most of the human senses and are most appreciated by trainees. They must be well-planned and organised; the subjects of the demonstrations and exercises should relate well to the theoretical introductions. Also, to be well-prepared, trainers should conduct trial runs before involving trainees. Trainers should divide the trainees into groups to ensure that everyone gets to participate in the actual experience. If feasible and relevant, trainers may demonstrate and discuss the reasons for failures or errors and their consequences. 
Field visits:  Field visits and excursions are useful to demonstrate and practise techniques and experiences which are not available at the course venue or in the classroom. However, field visits are only effective and useful when they are planned and executed well. Every visit should contribute to the whole picture of the course. To prevent pure sightseeing, objectives for each visit must be clearly specified for both the visitors and the people visited. Brainstorming objectives and approaches with participants may be useful before going to the field. 
Trainers should visit the field locations and plan the timing before going there with the trainees. Moving a group of people may take twice as much time as going with two or three people only. 
During the visits, trainers should stay on schedule, avoid delay and improvisation, keep trainees together (or in groups) and avoid having people scatter over the field. Trainers should move ahead as soon as the most relevant questions are answered; do not wait until all questions have been addressed. When interacting with local people and communities, trainees should respect the advice presented repeatedly throughout this PGIS Training Kit.  

Groups of trainees should record the most important aspects of the field visit and should present their observations at the end of the day or tour. 
4 Training Materials 

Training materials support communication, teaching and learning, and they serve as future reference materials for trainees. They can include simple notes, textbooks, audiovisuals, computer-assisted procedures and Internet-based simulations (sometimes equipment is also considered to be training material). The most effective training material - although not necessarily the most cost and time efficient - is often a real field situation. 
Good training materials are:  

· developed for a specific purpose, such as the various components offered within this Training Kit; 

· targeted at specific audiences; 

· oriented towards the learning outcomes; 
· presented in a simple, yet technically correct way;   

· tested and evaluated; 

· attractive to users. 
Subject matter specialists provide the technical and scientific content while instructional designers, editors, graphic artists, photographers, typesetters, printers, etc. produce the material. 
Trainers should not expect to have perfect materials right from the beginning. Training materials evolve over time through designing, producing, applying, evaluating and redesigning again. 
Written materials and visual aids are the most commonly used training materials. The basic principles described below are valid also for other materials. 
4.1 Written Materials  

Written materials include pamphlets, handouts, bulletins, textbooks, etc., whether presented in hard copy or electronic form. In preparing written training materials, authors should consider the following recommendations with respect to content, writing and formatting: 
Content:   

· Prepare each document to be self-contained. 
· Use a simple and clear outline (e.g. 1, 2, 3 or, if needed, 1.1, 1.2, etc.). 

Avoid further subdivisions  (e.g. 1.1.1, 1.2.3,  2.3.4.5, etc.). 
· Include only the minimum amount of information that is necessary to accomplish the objectives; prioritise what trainees must, should or might learn. 
· Inform the reader about the subject with a concise Abstract. 
· Introduce the reader to the subject with an Introduction; however, do not name it “Introduction” – preferably use a more explicit title.  

· Relate all components of a module systematically to each other. 
· Eliminate unrelated information. 
· Follow a logical organisation, such as the order of tasks in performing a job.  Move from general to specific, simple to complex and known to unknown.
Writing:   

· Write short sentences and paragraphs. 
· Use clear, simple language. Avoid culture-specific slang, colloquialisms and examples, but this does not mean your writing has to be boring. 
· Be sensitive to the fact that readers may not speak English as their first language. 
· Use active and direct language. 
· Bad example: 
Active and direct language should be used. 
· Good example: Use active and direct language. 
· Spell out acronyms in full the first time you use them.  

· Use the simplest words available. Examples include: 

· commence, initiate  →  
begin  

· inquire, request  →  
ask  

· utilise, utilisation  →  
use  

· very  →  
--    (in most cases unnecessary) 

· Avoid “it”, “they”, “this” and “these”; instead, specify to what these words refer. 
· Eliminate unnecessary words (e.g. very).
· Use consistent wording and terminology. 
· Use a spell-check programme. 
Format:   

· Use an attractive format, but keep the format simple. 
· Do not crowd the pages; leave empty space. 
· Show illustrations whenever appropriate. Place the illustrations as closely as possible to the corresponding text. 
4.2 Visual Aids  

Visual aids include multimedia, transparencies, electronic presentations (e.g. PowerPoint), posters, etc. Visual aids may contain text, tables, graphics, drawings and photographs. Designs should be based on carefully prepared written documents, for example, written training materials.   
Presentations that include well-prepared visual aids will be more appreciated because they improve communication and enhance the impact of presentations. However, poor visual aids ruin even the best message. Trainers can spoil a presentation by using badly prepared visual aids or by using visual aids badly. 
Thus, designers should consider the following recommendations (see a description under Visual Presentation of Research Results; http://tinyurl.com/lf8mob):  
Outline: Begin planning with an outline. Do not begin by searching for visual aids that you might have available. A scientific presentation should not be a description of visual aids; visual aids should help describe your message. 
Design: Maintain a consistent design throughout a series of visual aids. Design visual aids horizontally to make the best use of the projection area, which is usually horizontal. Visual aids should fully occupy the upper portion of the projection area that the audience sees best. A vertically-oriented visual will project beyond the dimensions of the screen, creating an unprofessional presentation. Use horizontal orientation consistently, especially when applying dissolve or multi-image projection. 
Quantity of information: Avoid text overload; bullet points should briefly summarise key points on which presenters can elaborate. Visuals should not show full text for the presenter to read off the screen. Visuals are not the presentation; they help to focus the presentation. 

Do not include more than five items, five experimental factors, five text lines, five columns or five curves. If there is more information, reduce the information or divide it into a series of visual aids. Show only the information that you are willing to explain. Don't say: "Look only at this number". Instead, show only that number! Do not include information that you do not have the time to explain. 
Leave plenty of border space – don’t fill the space right to the edge or bottom of the visual; the projector may cut it off. Do not crowd visual aids. Make the best use of available space, but leave open areas. Headings do not need to be on top. Use headings and other elements to balance the design.  

Transitions: Use “builds” so that bullet points appear one-by-one on the projection screen; otherwise, the audience reads everything off the screen and does not listen to the presenter. Avoid fancy PowerPoint transitions. 
Fonts and letters: The font size relates to the size of the artwork. A letter "n" should not be smaller than 1/50 of the height of your horizontal artwork. On computer  presentations (e.g. PowerPoint), avoid font sizes smaller than 18 point; smaller sizes may be impossible to read from the back of a room. Do not use more letter sizes than necessary. 
Use lower-case letters, whenever grammatically acceptable. Lower-case letters are easier to read. 
IN CONTRAST, CAPITAL LETTERS ARE MORE DIFFICULT TO READ. 
Use simple, sans-serif letter types, such as Arial. Avoid fancy lettering.  
Graphics: People understand graphics more quickly than tables. Still, restrict the graphics to a maximum of five comparisons. Use: 

· curves for continuous processes, such as price trends over years;  

· bars for independent results, such as rainfall at different locations;  

· pies or fractionated bars for proportions within items, such as size proportions within totals. 
Patterns: If there is no risk of confusion, just use one pattern. However, for curves that are close to each other or that cross each other, use distinct or contrasting patterns, such as continuous, broken and dotted lines. 

If necessary, differentiate columns with different densities of a uniformly patterned (e.g. dotted) screen; screens should differ by at least 30 percent in density. Do not leave one column or portion blank. 
Avoid "pretty" or fancy patterns. Avoid combinations that cause optical distortion (e.g. horizontal, vertical, and diagonal lines in opposite directions). 
Labels: Write labels horizontally, directly onto the visuals and close to the corresponding curves or bars. Do not use symbols, keys or legends to identify curves and bars. Horizontal orientation of bars (instead of vertical) allows you to write labels horizontally into the bars. In a visual presentation, you can deviate from conventions whenever reading becomes easier, such as switching the axes and coordinates of a graph. 

Colours: Colours help to distinguish elements. Use a consistent colour pattern throughout a series of visual aids. Use dark-coloured images or text on contrasting light-coloured backgrounds, or vice versa. Do not use more colours than absolutely necessary. Do not use colours just to make visual aids "pretty". 
5 Course organisation   
Course organisation includes planning, preparing, implementing, monitoring, evaluating and following up on course content and logistics. A course director may be responsible for the overall course organisation. There may be one coordinator or committee to take care of content and another to take care of logistics. Both people and committees should work with checklists specifying responsibilities and schedules.  
5.1 Content 

Organisation of course content includes matters related to the training needs assessment, course announcement, venue, curriculum, programme, timing, participants, resource people, training materials, evaluations, follow-up and budget. 
The content coordinator identifies training candidates based on the training needs assessment. Candidates are asked to complete an application form to help in the final nomination of trainees (see Appendix 1). The coordinator prepares a course description, including details on content and logistics, to inform the trainees about the course. 
The content coordinator maintains contact with the resource people and assists them with the development of their training materials. 
The budget includes the costs for travel, accommodation, food, tuition, infrastructure, materials, supplies, contingencies and overhead. 
Coordinators should keep the overall content lean. A general recommendation is “KISS”: Keep It Short and Simple. Include in the curriculum a little less than might be required. It is easy to add content if needed, but it is difficult to identify and delete unnecessary material. 
In principle, coordinators should:  

· prioritise what trainees must, should or might learn;   

· follow a logical organisation, such as the order of tasks in performing a job;   

· move from general to specific, simple to complex and known to unknown. 
5.2 Logistics 

Logistical arrangements include secretarial services, communication, travel arrangements, accommodations, food, infrastructure, training facilities, translation, equipment, materials, social activities and emergency provisions. For preparing and planning course logistics, see the checklist in Appendix 2. 
Coordinators should consider the local context, including climate, vegetation season, cropping pattern, cultural and religious calendars (e.g. Ramadan, religious holidays), etc. They should respect the time and availability of trainees, instructors, resource people and local communities. They should ensure that opportunities and facilities allow for practical work; experience shows that trainees often complain about courses that contain too much theory and too little practical experience. 
Scheduling course time should allow for efficient learning but should not interrupt trainees' regular work. The vegetation period may be a good time to offer a course; however, trainees may not be available during the most critical periods, such as planting and harvesting. The duration of courses should be short. 

Planning well in advance (e.g. one year or more) allows time to organise the programme and materials. Trainees may need several weeks or months to receive official permission to attend the course. It may take additional weeks or months for foreign participants to obtain visas. Nevertheless, coordinators should be prepared to plan on much shorter notice.
If the formal course content begins on a Monday, coordinators should announce the official beginning for the preceding Saturday (i.e. Course Day 01). They should not announce that the course begins on Monday because trainees then may arrive on Monday or Tuesday.  

Coordinators should organise carefully, use common sense and avoid last minute improvi​sa​tion ... but be prepared to do so. 
6 Appendix 1: Application Form 
The following example is adapted from: Taylor, B. and Beniest, J. 2003. Training in agroforestry – A toolkit for trainers. Pages 2.57 – 2.59. ISBN 92 9059 151 x. The World Agroforestry Centre, United Nations Avenue, PO Box 30677, GPO 00100, Nairobi, Kenya. 
www.worldagroforestrycentre.org 
	To be Completed by the Applicant

	A. Personal Information

	1. Name: Mrs./Ms./Mr.
	2. First name(s):

	3. Title and Position: 

	4. Employing institution: (name)

	Mark (x) to describe the type of your employer, if more than one, indicate a percentage (%):

	Community-based Organisation (CBO)
	NGO (local)
	NGO (International)


	Academia

	Multilateral Development Agency
	Bilateral  Development Agency
	Research Institution
	Others (name)

	(street/P.O.Box):

	(city):
	(country):

	(telephone):
	(fax):

	(email):
	(Internet address; website):

	5. Home address:

	(city and ZIP code):
	(country):

	(telephone):
	(mobile phone):

	6. Birth date:
	7. Nationality:

	8. Passport number:
	9. Place of issue:

	10. Date of issue:
	11. Date of expiry:

	12. Mother tongue:
	13. Working language:




	B. Education

	14. Highest degree obtained (Ph.D., M.Sc., B.Sc., Certificate, Diploma, other):

	15. Year obtained: 

16. Institution:
	

	17. Discipline(s):



	18. List relevant in-service training activities you participated in since you graduated:



	C. Professional Experience

	19. Number of years of professional experience:

20. Number of years with present employer:
	

	21. Name and title of your present supervisor:



	22. Brief description of your present duties:



	23. Mark (X) your main discipline of experience, if more than one, indicate a percentage (%):

	Agriculture/Livestock
%
	Natural Resource Management / Conservation
%
	Fisheries
%
	Human Rights 
%

	Geographic Information Technologies
%
	Social Sciences
%
	Communication
%
	Other:
%

	24. Mark (X) the main type of professional activity you're involved in, if more than one, indicate a percentage (%):

	Research
%
	Development
%
	Teaching
%
	Training
%

	Planning
%
	Management
%
	Activism
%
	Other:
%

	25. Briefly describe your professional experience prior to your present employment:




	26. List your major relevant research, training or extension publications:



	The undersigned certifies that the above information is correct and complete, and acknowledges that the [name of host institution] will not be held responsible in case of accident, illness, theft or death while travelling to and from, or staying in [name of the host country] to attend the training course.

Date:                        Signature:


	To be Completed by Employing Institution

	The undersigned, Dr./Mrs./Ms./Mr.:

	Title:

	Name and address of employing institution:



	Approves the application of the above candidate and his/her sponsor.

Date:                    Signature:                           Official stamp:


7 Appendix 2: LOGISTICS CHECKLIST  

The following example is adapted from: Taylor, B. and Beniest, J. 2003. Training in agroforestry – A toolkit for trainers. Pages 2.57 – 2.59. ISBN 92 9059 151 x. The World Agroforestry Centre, United Nations Avenue, PO Box 30677, GPO 00100, Nairobi, Kenya.
www.worldagroforestrycentre.org . 
	Activity
	Responsible*
	By When/

Comments

	Pre-course Arrangements

	· nomination letter & package 
	EK
	done

	· applications - filing
	EK
	ongoing

	· budget & expenditure
	EK + JB
	continuous

	· programme content & resource people
	JB + JA
	ongoing

	· field visits 
	JA
	End September

	· candidate selection
	JB + T&E
	End September

	· confirmations + info package
	EK
	End September

	· international travel arrangements (TAS, bookings, follow-up)
	Travel Unit with EK/RM
	

	· liaison with protocol office to facilitate arrivals
	EK
	

	· liaison with DG's office on opening & closing
	JB
	

	· local transport (participants & resource persons)
airport, daily, field visit 
	JA with Travel Office
tour company
	

	· hotel booking (B&B arrangement) 
	RM, JA (field visit) 
	asap

	· catering:
· water in training room(s)
· lunches
· coffee breaks
· 2 social functions (+ invitations)
	RM with EK

RM

NAS

NAS

Caterer 
	

	· name tags
	EK
	

	· conference bags & binder ordering (25)
	EK + JB
	logos + binders 

	· stationery (usual set for participants and training rooms)
	EK/RM
	

	· registration and claims form
	RM/EK
	

	· per diem payments
	RM
	

	· medical insurance
	EK
	

	· training materials
· collect – collate
· copying
· binding (binders)
· distribution 

	JB

EK + photocopying

EK + messenger(s)

RM + messenger(s)
	ongoing

October

October

course

	· training rooms and facilities
· bookings (conference hall + smaller rooms)
· equipment
· decoration
	RM + EK
RM
	asap



	· certificates of participation
	JB + EK + CM
	

	· welcome letter + practical info 
	JB + EK
	pre-course

	During the Course

	· registration desk (bags, binders, forms, nametags,…)
	RM/EK
	

	· secretarial services (communications, typing,…)
	EK + RM 
	

	· handout reproduction and distribution (photocopying)
	EK/JB
	

	· arrange for a group picture
	EK + A N
	

	· messenger services 
	RM
	

	· course & training material evaluation
· form development
· distribution & collection
· analysis
	JB + PT
	


* Initials of the people responsible; list the full names here. 
� Components include: Module Trainer Notes, Unit Trainer Notes, Handout for Trainee; Exercises, Presentations, Glossary, List of Additional Resources, Multimedia, Evaluation Forms and Image Library. 
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