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1 Introduction 

When the course is well-planned and preparations well-organised, implementation will be smooth. Organisers should make sure that participants arrive easily and safely to the venue and that they familiarise themselves with the training environment. A pleasant and quiet environment is essential for the training activities. Local customs might affect the daily course schedule. Trainers preferably should adapt logistical arrangements to the course requirements, rather than adapting the course schedule to inconvenient local conditions. They should manage time strictly and intelligently, allow participation and facilitate rather than teach and train. Training methods must correspond to the objectives. Lengthy oral presentations must be avoided, and skills and attitude training, demonstrations and practical exercises should be emphasised.  
2 Arrival and familiarisation  

Organisers should make sure that trainees arrive easily and safely at the venue and they should familiarise them with the training environment. They should have sent travel and training information to trainees when making the travel arrangements. To promote the expected learning outcome, trainees should feel well and comfortable during the event. 
At registration, organisers should recheck personal data and collect important information from participants (for insurance purposes, etc.). They should provide relevant information about the environment and facilities, and distribute the detailed programme information and materials.  

Organisers should schedule participants to arrive on Saturday, so that training can begin on Sunday with informal and social activities to allow the participants (i.e. trainees, resource people, facilitators, coordinators) to get to know each other. Trainees should tour the facilities to become familiar with them. 
Trainees and resource people should present themselves with personal information to the training group. They should prepare, show and explain the following information on five A5-cards (using keywords only and writing in large lower-case letters with no capital letters, as long as it is grammatically appropriate): 
1) name and home location; 
2) institution and place;  

3) position and specialty;
4) address;  

5) additional information (e.g. family, hobbies). 
Information remains visible during the training event.  

Depending on the level of the training activity, a formal or informal opening ceremony may be arranged. In addition to course participants and resource people, invitees may include regional and local leaders, policy makers, press representatives and directors and staff of collaborating institutions. Press releases and information about the course should be available. Participants should introduce themselves briefly. 
A closing ceremony may be arranged in a similar way and could include distribution of certificates of attendance. 
3 Training Facilities  

For the training activities, a pleasant and quite environment should be used that does not allow significant distractions (e.g. not too close to city centres). Keeping participants and principal resource people together at one place facilitates logistical arrangements and promotes interaction and socialisation. 
For the training facilities, it is important to have ventilation, good light and the ability to darken the facilities. For meetings and classroom programmes, seating should be arranged informally and in a way that promotes participation among learners and facilitators. Classroom seating in rows should be avoided. Group activities require plenty of room. Materials needed for group work and for visualising learning outcomes include computers, software, an Internet connection, boards, charts, paper sheets, cards, pins and markers. 
Translation facilities may be required.  

Overhead transparencies are preferable for presenting under daylight conditions or when presentations contain mainly textual data. Digital projectors (beamers) also work well under daylight conditions. 
Colour slides require a darkened room. Slides presented in a dark room shortly after lunch may cause sleepiness. If the room cannot be darkened completely, high contrast black-and-white slides may still be useful. Slides with a blue background are more pleasant to the eye, but require a well-darkened room.

Facilities and equipment should be tested before the beginning of the sessions to ensure that they are in working order. 
Secretarial services, ICT facilities and an Internet connection should be available during and beyond course working hours. 
4 Scheduling training activities 
Trainers should involve trainees in scheduling and execution of the activities. Local customs might affect the daily course schedule. It is preferable to adapt logistical arrangements to course requirements, rather than adapting the course schedule to inconvenient local working, lunch and dinner hours.  

At the beginning of the course, trainers should introduce trainees to the course objectives and programme. The traditional introduction to the course may be replaced with a participative discussion about course expectations, as described in Appendix 1. 
Trainers should schedule some initial time for a presentation of participants' work (see Appendix 2: “Working/country reports”). Then they should move quickly to the formal course content. 
The theoretical components of the training course should be practically-oriented. Preferably, presentations and discussions should be combined with practical exercises and demonstrations. If trainers have to separate theory and practice, they should schedule theory for the morning and practice for the afternoon, if climatic conditions allow. 
Evenings (after dinner) should be kept free for social learning activities, such as informal group work and discussions. Resource people should be available; however, formal classes should be avoided. 
Valuable course time should not be dedicated – not even in the evening – to extended reading assignments. Resource people should cover all relevant course content during regular course time and in a way that does not require additional reading. Trainees may study reading materials before or after the course. 
Weekends should be less intensive, but organisers should not abandon the trainees. Trainers may schedule formal course activities for Saturday. Sociocultural programmes (including shopping) may be offered for Friday evenings, Saturday afternoons and Sundays. 
Course work should not be interrupted with extended travel or trainees may become distracted. Less formal programmes, such as excursions, should be left to the end of the course.  

After the course, trainees may be highly motivated but may find it difficult to re-establish working relations with co-workers who did not have the chance to share the experience of the programme and expand their horizons. Therefore, at the end of the course, organisers should help trainees reintegrate themselves into their home situation. Final group presentations and discussions are useful to get trainees reoriented. 
5 tIME MANAGEMENT 
Trainers should manage time strictly and intelligently. Activities should begin early (08:00 or earlier). During the mornings, at least one break of 30 minutes is needed. The attention span of adults is 1½ hours, so sessions should be restricted to a maximum of 90 minutes, with breaks within and between sessions. Periodic warming-up exercises are useful. A lunch break may take 1½ hours (12:00 to 13:30).  

If the afternoon is dedicated to practical work, a formal break may not be necessary. However, refreshments should be available. Afternoon sessions should finish not later than 17:00 hours. Time for social interaction and sports activities is useful. Dinner may be scheduled for 18:00 - 19:00 hours.  

Course coordinators should introduce resource people at their first appearance at a training session. 
Coordinators should not keep trainees waiting and certainly not without an explanation. Each activity should begin at the exact time it is scheduled. If a resource person is unexpectedly absent, another activity should follow without delay. Also, activities should finish at the planned time. Coordinators should not allow one instructor to take the time of the following resource person.  

Handouts may be distributed to trainees one or several days before a presentation or at the end of a presentation. Trainers should not distribute handouts at the beginning of a presentation because then trainees will read instead of listen. 

Trainees should not need to take notes, but should pay full attention to the training activity. Trainers should assure them that the handouts contain all relevant information. 
Coordinators should monitor the activities continuously and assist whenever required. They should not abandon trainees and resource people at any time. Alternative arrangements should be available for critical situations. 
Trainees should evaluate each individual activity immediately after it is completed. Every day should begin with a briefing from evaluations of the previous day. 
6 applying Training methods  

Trainers should allow participation and should facilitate rather than teach and train. Training methods should be selected according to the objectives: use some type of interactive presentation for conveying knowledge, practical exercises for skills and perhaps role plays for attitudes. Trainers should avoid lengthy oral presentations and should emphasise skills and attitude training, demonstrations and practical exercises. Trainers may elicit collective knowledge and experience through brainstorming and group work. They should respect principles of experiential learning and adult education. 
Trainers should rehearse training activities preferably at the training site. They should ensure that their materials are available and in order and that their visual aids are in the correct sequence and orientation. They should revise timing, and practise using instruments, audiovisual equipment, electrical installations, etc., even if technical assistance is available. 
During presentations, trainers should read, explain and summarise their visuals completely, word by word and number by number. They should not include any information that cannot be explained because of lack of time or because it may not be very important. The number of visuals depends on the amount of time that is available. 
Trainers should face the audience and never speak towards the screen. Using overhead projectors helps trainers to face the audience. If trainers want to point to a place, they should do so directly on the overhead transparency, not on the screen. 
When using an overhead projector, trainers may guide the audience through the transparency by using a sheet of paper to uncover one portion of information at a time. With slide and beamer presentations, trainers may use "builds" so that points of information appear one at a time on the projection; otherwise the audience will read all the information on the screen and will no longer listen. Presentations may be varied by including photographs (i.e. colour slides) of real life situations, the experimental environment, crops or research and training activities. 
Pointers should only be used when needed, for example, when the audience cannot easily notice what trainers are talking about. Pointers should not be used routinely throughout a presentation. After each use, pointers should be returned to their place. If trainers are nervous, they may hold the pointer close to their bodies. When using electrical pointers, trainers should take care to not distract the audience by uncontrolled pointing to the screen, wall, ceiling or people. Pointers should be switched off after each use. If overhead projectors are used, a small pointer, such as a pen or pencil, may be placed directly over the transparency. It can be left at places where trainers want to give emphasis. 

7 Appendix 1:  Expectations about the course  

Course efficiency is enhanced when trainees, resource people and coordinators share common expectations about the course goal and objectives. Coordinators, from their assessments of training needs, may have an idea about what trainees need and expect to learn. Nevertheless, at the beginning of the course, it may be useful to conduct a comparison of trainees’ expectations about course objectives. 
Coordinators may replace the traditional introduction to the course with a participative discussion about course expectations as follows:   

· Introduce the session objective (use the paragraph above) and procedures. Do not explain the expected outcome. 
· Show the following question:  What do you expect from this course?    

· Ask each person to write his or her expectations on meta cards (A5 size): 

· one expectation 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)  

· Resource people should also contribute their expectations. 
· After ten minutes (even if some people may not have finished), ask one or two volunteers to group the cards into categories on a wall, allowing the (usually lively) participation of everyone.

· After grouping, ask trainees to assign titles to each category. 
· Compare the categories with the objectives of the course. 
· If participants' expectations and course objectives differ, analyse the difference. Be aware that the exercise may be risky. The course objectives and programme may have to be readjusted. 
Coordinators may continue the exercise in a similar way with a second question: What are your concerns about the course? This question is simpler. In fact, participants often fear that course time may not be used efficiently. 
Coordinators should take participants' concerns seriously throughout the course. Coordinators should analyse and discuss the course’s progress in relation to expectations, objectives and concerns whenever appropriate. Cards should be kept on display throughout the course. 

8 Appendix 2:  Working / Country Reports  

Efficient PGIS programmes require knowledge about ongoing PGIS activities in a country. Preparation and presentation of working/country reports help:  

· trainees to update their knowledge about the status of PGIS in their countries;  

· coordinators and resource people to become familiar with the working situation  and needs of trainees;  

· trainees to become acquainted with each other’s work and personality. 
When confirming acceptance of trainees to the training course, coordinators should request that trainees send a written report by a deadline that allows enough time for the resource people to study the reports before the course begins. Coordinators may indicate that further information on the course (or prepaid tickets) will be provided to trainees after receipt of the reports. 
Trainees should write their reports on A4-size paper, five pages maximum. Coordinators may suggest the following outline:  

· general information on the country/region:  geography, geology, climate, demographics, politics, economy, agronomy;  
· background on PGIS:  history, social, cultural and political relevance, expectations, projections;
· ongoing PGIS activities:  institutions, priorities, programmes, facilities, equipment, personnel, methods, capacity building, collaboration with other national and international institutions, major results; 
· other data and comments. 
Although trainees may emphasise their working site, reports should describe the entire country/region. Coordinators may help trainees prepare their reports by sending information that they may have from former courses.  
During the first course day(s), trainees should present a summary of their reports (i.e. not the entire report) to the training group (i.e. trainees, coordinators, instructors). In their summaries, trainees should emphasise their personal involvement, rather than the general country situation. Coordinators may allow ten minutes for each presentation and ten minutes for a discussion. Coordinators should manage time strictly and politely. They should advise trainees in advance to use visuals, posters, maps, etc. 
Coordinators should tell trainees that each individual presentation will be evaluated, just as all other course activities. Trainees should come well-prepared to the course. Nevertheless, trainees may use time and materials (e.g. projectors, overhead transparencies, markers, etc.) to polish their reports during the day(s) and evening(s) prior to their presentation. 
Coordinators should keep in mind that working/country reports help to orient the course towards the needs of trainees and to familiarise trainees with each other and with course coordinators and instructors. Therefore each trainee should present her/his report at the very beginning of the course. 
Coordinators should include the working/country reports in the course report, but they should not type the reports again. Coordinators may photocopy them as they arrive, even if they are handwritten. Originals should be kept in country files for further use. 
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