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	Before, during, and after the workshop


Workshop processes are the parts of a workshop which are necessary to facilitate the smooth running of the event. They are essential to create and maintain a safe, flexible and responsive learning space. They facilitate keeping the participants’ learning needs at the centre of the training, provide opportunities for the training to team to assess progress and receive feedback and contribute to the group dynamics. 

In short they are an essential, but often unseen, component of a great workshop!

Before the workshop

Before the workshop, and once you have carried out the learning needs assessment (see appendix 2) it can be useful to send participants a pre-course assignment. This should be something simple like reading the Good Enough Guide or preparing a short presentation on what activities the individual is doing towards accountability and impact measurement in their programmes. The second assignment is obviously only suitable where participants are already carrying out such activities.

Starting the workshop

The tone of the workshop is set from the very first moment the participants arrive at the venue, and not, as many trainers believe, the moment that they first stand in front of the gathered group and say hello. Therefore ensure that it is clear to participants where they should go on arrival at the venue. A welcome note will make them feel valued and also provide clarity on what and when they should do things.

It can help to invite a manager from an agency or a local dignitary to lend weight to the occasion and show the participants that the training is taken seriously.

During the first session, it will be important to find out the expectations of the training, determine what the ground rules for the training are and introduce yourself and all the participants. 

Ideas for introductions might include the following: ask participants to introduce themselves holding a lighted match, when the match has burnt down they have to stop – a very good way to have fun and keep introductions short!

Put flip charts on the walls with a question on each one and a paper bag stuck to the paper. Questions could be serious or fun for e.g. What do you hope to achieve during this workshop? What have you left behind to come to this workshop? How would you like others to behave? What colour is your organisation and why? What smell is your organisation and why? Participants should write answers to the questions on pieces of paper. When everyone has arrived and written their answers these can be collated onto a flip chart. This is a useful way of giving participants something to do if you anticipate they will arrive in ‘trickles’.

Ask participants to use their key ring to introduce themselves. People often have silly or sentimental things on their key rings and this can help to build trust and change the normal format of introductions.

At the very least every participant should give their name, role and experience in the topic.

Reviewing learning

It is imperative that trainers review whether or not learning is occurring. During the workshop monitor participants’ responses and discussions in the sessions. During the breaks, make sure to check with participants to find out if the workshop is meeting their expectations. Finally, observe how participants manage during the practice activities and how well they respond to the quizzes. Do not be afraid to offer people additional support or set participants up in pairs or trios to provide support to one another after the workshop.

Documenting outputs from the training

A lot of valuable work will be shared and produced during the training session, and participants may have useful suggestions that can feed in to their own agency or another agency’s programme activities. In order to support networks and consolidate ideas generated during the training it is an excellent idea to document outcomes from group work and ideas generated through discussion. Sometimes it is as easy as taking a digital photo of a flip chart to ensure that ideas are not lost once the training has finished.

Creating space for participants to exchange experience 

‘Open space’ sessions can be scheduled in the agenda if more time is available to allow participants the opportunity to share experience and exchange ideas. If you are going to run an open space session, explain its purpose in the invitation letter and ask participants to come with examples of work they have carried out on accountability or impact measurement. Preparation will greatly improve the quality of participants’ sharing.

Ask for volunteers at the beginning of the training and ask the participants to organise the order in which people share what they have brought.

Training teams have always acknowledged the importance of maintaining informal conversation time with participants during breaks and in the evenings. This can provide an excellent opportunity to hear how participants feel the course is going. It can also provide opportunities for enhancing learning by encouraging conversations that are undirected but often highly relevant to the needs of the participants. 

Icebreakers and energisers

Ice breakers or energisers are short activities which encourage participants to move around, relax, take a break from what they are doing or get to know one another better. Some may have relevance to a topic, some may develop skills and others are designed to change the pace or focus of the training. 

Such activities are useful to generate feelings of trust in the group so that people feel more willing to share their own experience. An example of such an activity might be asking participants to talk about their experience of travel or hotel accommodation (everyone has a story!) to break the ice before a story telling activity. 

As a general rule, energisers should be chosen with sensitivity to the cultural, gender and religious norms of the group. People’s physical abilities should also be considered.

Hints for training multi lingual participants

Following are some tips on how to create an environment where participants using a second or third language may feel more comfortable:

· Pronounce words clearly and use simple language.

· Do not use colloquialisms.

· Repeat key ideas or content.

· Use visual supporting materials.

· Provide summaries of the content in handout form.

· Check understanding by asking open questions that elicit key learning points.

· Take frequent breaks and alter the training methods as working in second language is very tiring.

· Wait for silences or gaps, people may be working out how to say something.

· Do not confuse lack of language skills with a lack of intelligence.

Splitting groups

The way the trainer splits the main group into smaller working groups can be done in a variety of ways. 

Numbering 

Simply 'count off' the participants into small groups, i.e. 1, 2, 3, (or 4 if 4 groups will be required.) if the groups do not need to be balanced in any way. People call out or are assigned numbers in sequence, up to the number of groups needed (e.g. for four groups, 1, 2, 3, 4; 1, 2, 3, 4, etc.). Then all the 1s form one group, the 2s another, and so on. Alternatively, use letters of the alphabet or names of fruit. Be clear after you have split the groups where each group should work.

Travel line-up

Ask the participants to form a line in order of who has travelled furthest to the venue. When the line is complete, the trainer asks each participant where they have come from, and then counts off however many are needed in each group.

The ship is sinking

Clear a large space, climb onto a chair and explain that you are the captain of a ship and the ship is sinking. Ask everyone to clap and repeat after you ‘The ship is sinking, the ship is sinking’. Explain that the only way for people to save themselves is to jump into a lifeboat containing a precise number of people – you will call out the number required. Start the chorus and then yell out a number e.g. eight. Everybody should now rush to find seven other people to form a lifeboat. This should provoke much noise and laughter. Repeat a few times with different numbers until you feel the group is ready to stop, and then yell out the number you want for small group work. 

The world-famous Mexican shoe exercise

This is a good way to allow groups to self-select. Explain that shoes have many different characteristics, e.g. colour, shape, height of heel, laces, etc. Ask participants to find two other people with similar shoes to their own to form groups of three. Allow a few minutes of wandering before checking that everyone has a group. 

Closing the workshop

It is important that the subject of peer contact be brought up at the end of the workshop. Some people will keep in touch naturally however it is good for the trainer to formalise the networking through, for example, having a business card table where participants can put out their cards. You can also circulate a sheet for people to put their contact details on (check with participants that you have their correct details). 

At the end of the workshop have some type of ritual. This exercise could involve participants giving one another their attendance certificates (appendix 3), or forming a circle and saying one thing that you will remember from the event.

After the workshop

Ensure that you make a note of all the pledges participants make during the last planning exercise. This can then be used as the basis for keeping in touch with the group and checking how they are doing. You could, for example, send a letter or email to each participant three weeks after the workshop asking how much they have achieved.  Trainers should check in with participants in order to ensure participants are held accountable for their commitments. 
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The Good Enough Guide Training Module
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