
WORKBOOK 1

FACILITATOR WORKSHEETS

Worksheet 1 
ROLE OF FACILITATOR

Below are a list of different styles of facilitation. All these roles have advantages and disadvantages. It is important to understand what these roles elicit from participants and how they impact on outcome (includes skill, /learning and behaviour), content and , techniques. A facilitator should know when and how to use each role.

· Devils Advocate (Throwing in the hot potato)

· Commander/King

· Policeman

· Messenger

· Second in Command

· “Know it all”

· “Know nothing” – Village Idiot

· Joker/Clown

· Expert/Resource Person

· “Helpless” – the Child

· Victim

· Advisor

· Saviour (Fix Solve: Save)

· Teacher

· Parent

· Priest

· Chairperson

· Mediator

· Facilitator

These roles can be used effectively to counter/challenge the following difficult behaviours:

WORKSHEET 2

LEARNING STYLES

CONCRETE EXPERIENCE IS SIMILAR TO COMMON SENSE AND PRACTICAL LEARNING

ADVANTAGES

Participants:

· See problems as normal and to be solved

· Use detective skills to get facts

· Evaluate options

· Set up trial situations

· Set goals and act upon them

· Work well independently

DISADVANTAGES:

Participants:

· Don’t use caution in action

· Overwork people

· Undervalue personal feelings

· Are impatient

· Need to control and do things alone

· Don’t use other people effectively

REFLECTIVE OBSERVATION IS SIMILAR TO ANALYTICAL AND LOGICAL LEARNING

ADVANTAGES

Participants:

· Gather all the facts

· Are organised

· Review models and resources available to help them

· Review different alternatives

· Calculate probabilities

· Work well alone

· Use past experiences constructively

· Look for gains

Disadvantages

Participants:

· Need too much evidence before acting

· Devalue feelings of others and themselves

· Get too bogged down in theory

· Take risks slowly

· Are overcautious

· Let go of the past reluctantly

· Fail to recognise signs of stress in themselves

Abstract conceptualisation is similar to innovative and imaginative learning

Advantages

Participants:

· Devise many alternatives

· Think of creative options

· Can wait for the best timing

· See things in perspective

· Watch to see how others cope

· See the potential gain

· Recognise stress symptoms

Disadvantages

Participants:

· Wait too long before acting

· Can't see the wood for the trees

· Can be frustrating to friends

· Have many ideas but no action

· Lack action plans

· Are impatient with details

· Are uncritical

ACTIVE EXPERIMENTATION IS SIMILAR TO DYNAMIC AND ENTHUSIASTIC LEARNING

ADVANTAGES

Participants:

· Take risks

· Get other involved

· Get new ideas from others

· Try several options

· Are very active, energising

· Use gut reactions

· Are enthusiastic

Worksheet 2 
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WORKSHEET 4

LEARNING CYCLE

How adults learn 

Learning is like building and maintaining a house. You start by digging and building the  foundation, then move on to the walls and, even later, to the roof. Then additions and home maintenance starts. It is an ongoing process and, like learning, should never stop.

During the building process, things have to be done in a certain sequence. Only if you follow the correct steps, can you use what you have learned effectively.

It is especially important to build on the foundation of prior knowledge and experience of adult learners. In this way, they consolidate their existing knowledge, learn through experience and add to this foundation in the workshops with understanding and interest.

This workshop series also makes sure that participants are active during the learning event. In other words, they experience the learning event.  Learners take an active role in their learning. They learn from experience and by experience.

Let's look more closely at the four main steps in which adults learn best:
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The flow diagram above shows that adult learners need to go through four phases of learning.  Your role as the trainer is to help the learner move through these four phases.  Thus, it is important to understand what happens in each stage and how to facilitate each stage.

This part of the training workshop discusses each of the four phases of learning.  It covers:

· The kinds of activities to use in each stage

· The trainer’s role in the learning and teaching process

· The kinds of questions you could ask participants

Let’s look at the four phases separately.

WHAT HAPPENS IN LEARNING PHASE 1:           DIRECT EXPERIENCE

Learners uncover new information that needs a response on their part.

ACTIVITIES TO USE

· Case studies

· Solving problems

· Role-plays

· Field visits

· Practising skills

· Games

· Group tasks

The trainer's role

The trainer needs to set up and maintain the workshop structure. Here are some things to bear in mind;

•   
Explain the outcomes of each activity clearly. This helps to alert learners to what the activity tries to achieve.

•  
Explain what plan of action works best for this activity. Set rules and lime limits.

•  
Stimulate and interest learners by presenting information in a creative way. Use posters, overheads, illustrations. Ask questions.

•   
Ensure that all participants understand the activity.

Be clear about the task, especially for small group activities.  Participants need to see the task in front of them. Use handouts or write the task and all discussion questions on a flipchart, Assign different roles to individuals in the group.

Some questions you could ask

• Are there any questions about the task?

• Is there anything else you need to know?

• How's everything going?

• Have you thought about .„?

• Could you be more specific?

• Can you say anything more about that?

• Can you think of an alternative?

• Are you ready to record your work on a flipchart?

• How much more time do you need?

What happens in learning phase 2: 

Reflecting on the experience?

Learners sort out the information they developed in phase 1. In other words, learners analyse the experience.

Activities to use

•  Small group discussions

•   Participants present their experiences and ideas

•   Large group discussions

•  Report backs from small group discussions

The trainer's role

The trainer's role is to help the learners reflect (think) about what they experienced in phase 1 - to think and talk about what the experience means. Ensure that learners do not ignore important aspects of the experience. A good way to help learners reflect is to ask questions about what happened and how they reacted.

Discussions, presentations and report backs are important activities in this phase because learners need to share their ideas with each other.

Some questions you could ask

• What happened?

• How did you feel when ...?

• Did anyone feel differently?

• What did you notice about...?

• How do you feel about the experience?

• Did anyone else feel the same way about that aspect?

• Do you agree/disagree with what they are saying? Why?

• Does anyone else have something to add to ...?

• Does this surprise you?

• Do you realise that...?

• What would have happened if…?

Notice that all the questions above are open-ended, that is, they don't have right or wrong answers. This helps to stimulate discussion.

What happens in learning phase 3: 




Generalising about the experience?

Learners interpret what was discussed in phase 2 to determine what it means and what lessons can be learned. In other words, they generalise in order to draw principles.

Activities to use

•  Large group discussions    
•   Demonstrations

•  Lectures                 

•   Reading assignments

The trainer's role

The trainer's role is that of conventional educator - to guide the learners. In phase 3, more than any other phase, the trainer needs to know the subject matter very well and to be a reliable source of information. Know your material.

Don't be scared off by this requirement, however you do not need to provide all the answers during this phase. In fact, learners will team better if they find out the information for themselves. You are not there to give learners the information. You are there to help them develop the necessary skills to find out for themselves.

In this phase, learners need to focus on the meaning of the direct experience and reflection phases so they can acknowledge having learned something new. There are two ways to help learners do this:

1.  
The trainer can provide a summary for learners in the form of a talk/lecture or a reading assignment.

2. 
The trainer can ask probing questions that enable learners to reach their own conclusions. These questions can be in the form of a discussion where people have to reach and agree on a conclusion. This approach needs strong facilitation skills.

Some questions you could ask

•  What did you learn from this?

•  What does this discussion mean to you?

•  How does all that we are talking about fit together?

•  Have you gained any new insights about…?

• What are some of the major themes we've seen here?

What happens in learning phase 4: 






Applying the learning?

For learners to feel that learning is important, the new learning must relate to their own lives. During phase 4, the learner makes the connection between the training setting and the real world (the two are not usually the same). This link can be strengthened by practice and planning for application after training.

Activities to use

•  Planning an action

•   Field visits

•   Practising new skills

•  Discussion

The trainer's role

The trainer's primary role in this phase is that of a coach or teacher. As learners try to do things on their own, and to use and improve new skills, the trainer can provide advice and encouragement. An important question for learners to answer is' 'How should I do this differently next time?'

Some questions you could ask

· What have you enjoyed most about this?

· What do you find most difficult?

· How can you apply this learning in your situation at home?

· Can you imagine yourself doing this in two weeks' time?

· What do you look forward to doing most after training?

· If you were to do this at home, how would you do it differently?

· How could this exercise have been more meaningful to you?

· Do you expect resistance when you get back? How can you overcome this

resistance?

· Are there areas that you would like to practise more?

· What are some of the questions you still have?

· How could you do this better?
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