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	Being an accountable trainer


The following pages are dedicated to demonstrating how trainers can be accountable to participants at the learning event, and how they can contribute to measuring the impact of the training event.

There are tools that can be used at each stage of preparing, designing, delivering and evaluating the training. Tools can be adapted to suit different situations.

1. Involve people at every stage

“Accountability is about providing timely and adequate information” 

it means ensuring people 

“have opportunities to voice their opinions, influence project design, 

say what results they want to see, and judge the results the project achieves”.

The Good Enough Guide, Page 9

What does this mean to a trainer? 

It means providing information on the topic of the training, checking that this meets participant expectations and needs, and amending the design accordingly. Providing appropriate information to keep people involved at all stages is essential. The tools in this section can be used to give the initial information so participants come prepared for the training.

It also means giving people the opportunity to judge whether or not the training was appropriate and allowing participants to make suggestions for future trainings. Use tool 7 and 8 to collect evaluations of the event.

· Tool 1: An invitation letter to provide agencies with more information about the training

Agencies will need to know what the training is about. An invitation letter contains the essential information and starts the process of communication about the course. Trainers should be willing to adapt the AIM Module depending on the circumstances of the training in terms of time, previous capacity of people or agencies.
· Tool 2: A draft agenda to provide an outline of the content and objectives of the workshop

The agenda provides the basis for providing information about the workshop to the client, both in terms of content and timings. Send the draft agenda to the client and be prepared to adapt the objectives or timing to suit the clients’ needs. 

This provides the client with a feeling of having been involved in the process of the workshop and also helps ensure that you are more aware of their needs. Agree a version of the agenda before issuing invitations to participants or marketing the course

2. Profile the people

 “Basic information about the population is essential
 to help you begin making decisions about your response”.

The Good Enough Guide, Page 13

Accountability to participants means being aware of their needs and their capacity before beginning the training. 

Tool 3: A needs assessment questionnaire can be adapted to suit your context and asked through different mediums. The way you use the questionnaire will depend on the level of access you have to participants prior to the training.

For example you could email the questions to participants prior to the training, or give the questionnaire to managers to use in an individual interview or use the questions in a focus group situation.

It is advisable to ask closed questions where possible as this makes the data easier to analyse, and also easier to see trends in the group. Open questions can encourage a lot of information which it is difficult to analyse, although one or two open questions can give the participant an opportunity to express their own views.

It is also important to listen to the exchanges at the beginning of session 1 during the introductions and expectations activities as this will give you an indicator of the level of your participants.

· Tool 3: A sample needs assessment questionnaire to assess current levels of knowledge, experience and attitudes.

3. Identify the changes people want to see
“People who have been involved in designing a project

 are more likely to feel it is theirs and to take responsibility for it”.

The Good Enough Guide, Page 17

By carrying out a learning needs assessment you will have a rough idea of the level of knowledge, skills and attitude of the participants attending the workshop.

It is important that you negotiate with the agency or person who has commissioned the training about their intended objectives for the training and the outcomes they expect. 

Be thorough in the initial stages of setting up the training. Sometimes an agency requests a training as ‘knee jerk’ reaction to a perceived problem and see training as a solution. However, this is not always the case. 

For example, the perceived problem may be that staff are not applying accountability mechanisms in their project. The agency sees training as the solution. However this problem could be caused by something as simple as staff not wanting to ask beneficiaries’ opinions because they are afraid of receiving negative feedback. In this case it may be a simple matter of reassurance from a manager that they are not going to be dealt with punitively if the project receives negative feedback. 

Check that what you are being asked to do will solve the perceived problem.

· Use tool 4: The training brief to negotiate with an agency prior to delivering a Training Focus

· Use tool 5: Checklist for organising a training to ensure everything is in place

· Use tool 6: Checklist for the training venue to check the training venue is appropriate

4. Track changes and make feedback a two way process

“Keep track of goods and services delivered in order to find out how well project activities are running”.

The Good Enough Guide, Page 21

It is useful to keep the hosting agency and training team informed of what is going on at different stages in the preparation and delivery of the training. Using checklists can ensure that everyone is working with to same information and there is no room for confusion as to what is expected. The checklists in the previous section can be used to prepare for the training in terms of goods.

Feedback from participants can be invited in a number of ways. Check with participants at breaks that they are meeting their expectations. Run reviews at the end of each session to check learning. At the end of the event ensure that each participant has a chance to provide feedback in a more structured way through filling out an evaluation form.

· Tool 7: Sample Evaluation form 1 or

· Tool 8: Sample Evaluation form 2 to evaluate participants’ reactions to the workshop and the learning they achieved. 

5. Use feedback to improve project impact

“Sharing lessons and taking action in the course of the project means good practice can be replicated and not so good practice rectified as soon as possible”.

The Good Enough Guide, Page 25

In the context of this module it is important to provide feedback to the participants, the commissioning agency, the training team and the ECB Standing Team members.

Providing feedback to the participants can take two forms, a quick summary of what you think you may change foe the next training. This can be done at the end of the workshop or emailed to participants immediately after the workshop.

Feedback to the commissioning agency can be given in two ways. Hold a debriefing meeting immediately after the workshop. Make sure that the training team, administrator and hosting or commissioning agency are present. Use the training debrief tool to structure the meeting.

Record the outcomes of the meeting in a training report (see tool: format for a training report). Share the report with the commissioning agency, the training team and the ECB Standing Team members.

· Tool 9: Training debrief tool

· Tool 10: Format for a training report
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