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This manual is a guide to train Facilitator's/Master Trainers in  use of 
5-Day Training Manual on Social and Behaviour Change Communication 
for village-level functionaries. 

Facilitating training sessions can be a thrilling experience with a fair dose 
of satisfaction, provided it is done in the right spirit of enhancing learning.

It is recommended that the facilitators’ training combines 1 one day 
Facilitator's guide  with the 5-Day Field Functionaries’ Training Module (to 
be covered in 2 days for the facilitators) along with 2 days of practice/
mock sessions.



Social and Behaviour change 
communication (SBcc) training

Facilitator'S guide
Duration

Option A - 1 Day
Option B - 3 Days
Option C - 5 Days
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the Design
Facilitation is a science as well as an art. It is a science that deals with the theories of 
learning; it is an art where the theories of learning are put to use in a manner through 
which learning takes place. Knowing the theories is essential but so is acquiring the 
required skills to put them into practice in a learning environment.

Duration Particulars

1-day Programme on 
Facilitation Skills 

1-day training programme to teach facilitation skills to 
facilitators

2-day SBCC Training The facilitators will learn SBCC training designed for field 
functionaries

2-day Orientation 
Programme

This 2-day orientation is an extension programme for 
facilitators and also covers mock sessions

Day Time Particulars Purpose

1 09:00 to 18:00
19:00 to 20:30

Science and art of 
facilitation
• Learner-centred 

approach
• Facilitating learning 

sessions

Facilitators get an opportunity to 
become acquainted with the role of 
a facilitator in the learner-centred 
approach, vis-à-vis, the theory and 
practice of adult learning

2-3 09:00 to 18:00 SBCC training module 
for field functionaries

Facilitators develop complete 
understanding of content and 
methodology of the 5-day module 
that they have to ultimately transact 
with field functionaries

4 09:00 to 18:80 & 
19:00 to 20:30

Mock sessions Hands-on opportunity for the 
facilitators to conduct mock 
sessions, using the training manual 
for field functionaries

5 09:00 to 15:00 Mock sessions Same as above

Session 1

• Writing board
• Chalk/marker pens
• Duster
Session 2

• Writing board
• Chalk/marker pens 
• Duster
• 2 pictures - Pictures of adults 

in a classroom and man in a 
meadow with grazing goats

LiST Of TrAining MATeriALS

Session 3

• Writing board
• Chalk/marker pens
• Duster
• Notes on adult learning 

(andragogy) for all participants
Session 4

• Set of three pictures of the 
'Frog'

5-Day ResiDential tRaining of facilitatoR's
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Session no. Topic Time Methodology

Preparatory Session 09:00 to 09:30

1 Creating a Positive 
Learning Environment

09:30 to 10:30 Square division 
exercise

2 Learner-centered 
Approach

10:30 to 11:15 Brainstorming

11:15 to 11:30 Tea break (15 minutes)
3 Theory of Adult 

Learning
11:30 to 12:45 Discussion and 

interpretation
4 Perception 12:45 to 13:30 Discussion on pictures 

of frog and horse
13:30 to 14:30 Lunch Break (60 minutes)

List of Energisers 14:30 to 14:45
5 Art of Facilitation 14:45 to 16:15 Discussion and 

interpretation
16:15 to 16:30 Tea Break (15 minutes)

6 Listening 16:30 to 17:15 Activity and discussion
Recapitulation 17:15 to 17:45

DAY i ProgrAmme sCheDule
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DAY i
The day begins with a motivational song. It is followed by a brief narrative on the 
3-Day orientation programme and 5-Day field functionaries’ module. This orientation 
programme is spread over two parts. Part 1 consists of one day. The second part 
of the orientation, consisting of two days will be done after a gap of two days. The 
intervening period of two days will be used to demonstrate the five day SBCC module 
designed for field functionaries. So, overall it will be a five day schedule.

The first day of this five day programme will focus on facilitation skills. After this, two 
days will be utilised for the 5-day SBCC module designed for field functionaries. As 
facilitators, you will undergo the SBCC training designed for the field functionaries.

The last two days of the five day programme (day 4 and day 5) will cover mock sessions 
in which you will be asked to conduct one of the sessions from the 5-day module.

Facilitators will tell the participants about training arrangements (eyes and ears 
committee, food committee etc).

FormaTion oF The various commiTTees

• Request all the participants to volunteer/nominate other participants for the 
various committees. Every participant should be a member of atleast one 
committee. Also, mention that each committee will have the opportunity to handle 
each theme since committees will rotate responsibilities every day. Call two 
participants to list the names of each committee members under each theme.

• The roles and responsibilities of each committee are listed below. Write these on 
a chart and put up on the wall.

hall commiTTee

• Looks after the arrangement and cleanliness of the hall.
• Distributes training and reference materials as and when suggested by the 

facilitator.
• Ensures that all audio-visual aids are in place and working.
• Write down the key points that emerge during the plenary on chart papers and 

display them in the hall.
• Presents a pictorial depiction of the issues discussed.

FooD commiTTee

• Reminds the facilitators about food timings.
• Helps the kitchen staff to serve food to the participants.
• Assists in keeping the dinning space neat and clean.
• Attend to any special needs or complaints regarding food.
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recreaTion commiTTee

• Arranges cultural programmes during evenings for recreation of participants.

reporTing (eyes anD ears) commiTTee

• The six member group functions as the ‘eyes and ears’ of the participants. This 
committee keeps a track of the sessions, how effective they are and how the 
participants are receiving them. 

• During the breaks, four committee members will take feedback from the other 
participants on how they found the session/s. The other two participants will 
prepare a report for the day. This report will be presented next morning on the 
day’s key learnings, how they found the processes adopted and also the feedback 
from the participants collected by the other four. 

• The group will sit with facilitators for 15 minutes just after the day’s sessions are 
over and provide feedback to the facilitators on how the training and the individual 
sessions were received and what could be done to improve the effectiveness of 
the sessions.

• The members of the committee will present a consolidated report on the day in 
the beginning of the next day’s session. This presentation could be in the form of 
posters, role plays, written reports, question and answer sessions etc. Each day 
a different method could be adopted to present this report. The report will reflect 
the following aspects:
* The different sessions held and the key learnings from them.
* The processes/tools used during the sessions, and their effectiveness, in the 

context of participation of all participants. It will also report on logistics and 
areas that could be improved.

• Participants and facilitators give feedback on the report and any missing points 
will be incorporated by the group into the report. 

• The final report is handed over to the facilitators.
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session 1
CreATing A POSiTive LeArning  
envirOnMenT

session ouTcomes

At the end of the session, participants will be able to:

• List the factors that contribute to a positive learning environment.
• Describe the role of a facilitator in creating a positive learning environment.

maTerials requireD

• Writing board, chalk/marker pens and duster

process

1. One of the facilitators welcomes the participants and tells them,  
“I’m going to tell you a story now. But the story demands that each one of you 
become part of it.”

Two sisters and two brothers had a property, which was square in shape. When 
the time came to divide the property equally among themselves, each of them 
wanted their piece of the property to be exactly equal in area and shape. Though 
they were able to divide the land equally in size and shape in two to three ways, 
they were not satisfied with the outcome. They fought with each other and almost 
stopped talking or looking at each other. it became very unpleasant.

This is where you come in

In order to resolve this problem, you have to suggest whatever option comes 
to your mind. The square land has to be divided according to the following two 
conditions:

• All four parts should be equal in area.
• All the parts should be exactly the same shape (look the same)
Please take your note books and try to divide the square into four parts according 
to the conditions above. When you complete this, you may draw it on the board.

2. To facilitate the efforts of the participants, one of the facilitators should draw 
several squares on the writing board and invite the participants one by one to do 
the land division on the board.

3. When a particular division is completed on the board, the facilitator should verify 
its correctness with the other participants.

4. The facilitators should encourage the participants to come up with new 
possibilities. And finally, humorously, the facilitator completes the story:

it so happened that once the various possibilities were presented to the siblings, 
they decided upon one and divided the property accordingly. They lived happily 
ever after.

09:30 to 10:30 (60 minutes)



Facilitator’s Guide10

Post-story discussion

5. Ask the participants to stop the exercise and get back to the discussion. Some 
participants might be continuing to try options and not listening to you. Request 
them to stop and listen to the ongoing discussion.

6. Now ask the participants the following questions:

• How did you find the exercise? 
• Was it interesting? 
• How did each one of you feel during the exercise? 
• When did the exercise become interesting and involve everyone?
• What did you observe during the exercise?
Allow sufficient time for the participants to reflect and share their thoughts and 
experiences.

As they share their thoughts and experiences, capture the highlights on the board.

The following points might emerge from the discussions:

• It was easy to make the first two to three divisions.
• After that, many felt that there were no more possibilities of dividing the square. 

A few participants lost interest and gave up. 
• Since the facilitators were prompting them to continue, some kept trying. Then 

one of the participants came up with another possibility.
• This generated interest once again and all the participants started trying again. 

More methods of square division came up.
• It could be seen that participants who had succeeded in giving new options 

were interested in creating more and more. Their success also motivated 
others to keep trying.

• Those who were able to make new shapes were happy and felt good which 
made them work harder.

• Even when the facilitators told them to stop, many continued trying to find 
more options.

7. Now ask the following questions:

• What was the role of the facilitators? 
• Did they demonstrate how to divide the square? 
• What were they doing during the exercise?
Allow participants time to reflect and share their thoughts.

Generate a good discussion. After about five to seven minutes, stop the discussion.

Highlight the following:

• The facilitators continuously kept encouraging the participants to try new options.
• They kept the participants interested in the exercise.
• They did not give answers or show them how to divide the square.
• They helped in creating an interesting and interactive environment.
• They urged even those who were giving up to continue trying.
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session 2  
LeArner-CenTereD APPrOACh

concluDing The session

1. Thank the participants for taking the exercise seriously and participating in the 
discussions actively. Then ask, “What do we learn from this exercise?”

2. Highlight the following:

• New shapes and designs came from the participants and not from the 
facilitators.

• The exercise helped in keeping the participants involved and the encouragement 
from the facilitators sustained their interest.

• As the participants succeeded in creating new designs they became interested 
in doing more. Success raises both motivation and self-esteem, two important 
factors that promote learning.

• This exercise contained three important ingredients that promote learning:
* There was an activity that involved the participants and helped them 

experience the process.
* It demanded creativity from the participants which challenged them, 

providing them an opportunity to express themselves.
* The learning took place in a joyous and fun environment with the facilitators 

posing no threat to the participants. Instead, they were encouraging and 
appreciative of their efforts. 

• Discussions conducted after each activity are crucial – the effort is to get 
the participants to share all such thoughts, feelings and experiences through 
which learning takes place.

• A good learning session will bring out the best in the participants and help 
them learn at their own pace.

session ouTcomes

At the end of the session, participants will be able to:

• Appreciate the role of the learner in the learning process.
• Describe the importance of the ‘learner-centred’ approach in facilitation.

maTerials requireD

• Writing board, chalk/marker pens and duster
• 2 pictures - adults in a classroom and man grazing goats in a meadow (Handout I)

process

1. Show the pictures of two different scenes to the participants:

• In one, the adults are in a classroom and the teacher is teaching them.
• In the other, a man is grazing  sheep/goats in a meadow.

10:30 to 11:15 (45 minutes)
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The facilitator asks, “You see two pictures here. Which 
person is learning?”

The answer inevitably will be, “The adults in the 
classroom”.

Then ask, “Isn’t the man grazing the goats learning at 
all?”

2. Slowly, the participants will say that the man is also 
learning, but his learning is different from what people 
in the classroom are learning.

3. Now ask, “What are both men learning?” As the 
answers come in, note the points in a matrix 
drawn on the writing board as shown. Allow the 
participants to bring out as many points as they can.  

4. Next ask, “Whose learning will remain for a longer time and why?”

5. Guide the discussions to bring out the fact that the learning of the man who is 
grazing goats will almost be lifelong since the man is learning things himself 
and his learning is experiential. On the other hand, the learning of the people in 
the classroom is from a teacher and retention is usually for a short span, unless 
there is repeated reiteration of that learning.

Learning has to take place in the mind of the learner if it has to last a lifetime.

6. Highlight that a learner-centred, experiential learning approach is the best, 
especially, since we are training participants who will be using that training in 
their work.

7. Once again highlight the role of the facilitator by linking this with the previous 
session.

concluDing The session

Encourage the participants to express what they now think about the learner-centred 
approach and what they will do to adopt the approach during the training sessions.

Reiterate the key points emerging from the session.

Adults in the classroom Man grazing goats

1. 1.
2. 2.
3. 3.
4. 4.
5. 5.

teA BreAK  
11:00 to 11:15 (15 minutes)
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session 3
TheOry Of ADuLT LeArning 

session ouTcomes

At the end of the session, participants will be able to: 

• Describe key features of the adult learning theory and application of the same 
during training sessions.

maTerials requireD

• Writing board, chalk/marker pens and duster
• Notes on andragogy for all the participants (Handout II)

process

1. Post the following question on one half of the writing board:
“Where do you get motivation from to learn something?”
 Note responses from the participants on the writing board (below the question). 

2. Post the next question on the other half of the writing board: 
“How do you learn?”
Note the responses once again on the writing board.

3. Distribute the handout on andragogy to the participants and ask them to read 
the same. Thereafter, ask the participants to do a self evaluation to know how 
they learn (Handout VI). After the assessment, discuss about various learning 
styles. 

4. Take the participants through the handout and draw judiciously from their 
experience during the square division exercise. 

5. Post the following points from the handout on the writing board and hold 
discussions with reference to the earlier sessions: 

• Adults must have a vested interest in learning.
• They need to be self-directed.
• They need to draw on their experience in learning situations.

6. Follow up with a discussion around the enabling factors that help adults learn 
best, when

• They understand why something is important to know or do.
• They have the freedom to learn in their own way.
• Learning is experiential.
• The time is right for them to learn.
• The process is positive and encouraging.

7. All through the discussion, make references to the participants’ experiences. 

concluDing The session

Reiterate the key points and remind the participants that they should find ways of 
using the theory on adult learning during training sessions.

11:30 to 12:45 (75 minutes)
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session 4  
PerCePTiOn

session ouTcomes

At the end of the session, participants will be able to:

• Perception differs from one person to another. 
• Its bearing on people’s attitude which leads to either action or inaction.

maTerials requireD

• The set of three pictures of the ‘Frog’ (Handout III) 
and the 'Horse'

process

1. Divide the participants into two sub-groups, A and B.

2. One facilitator should stay with sub-group A in the training hall while the other 
should lead sub-group B out, preferably to another room.

• Sub-group A is shown picture Number 1. Each participant is asked to tell the 
animal's name. They are asked to sit together on the right side of the hall.

• Likewise, sub-group B is shown picture Number 2 and asked to describe what 
do they see. A while later, sub-group B is brought back to the training hall and 
asked to sit on the left side of the hall.

• Picture No. 3 is then shown to all the participants who are asked to describe 
what they see.
* Invite one of the participants from sub-group A and ask him/her to trace 

the frog's features with her/his fingers and call out the name of the part, 
such as “This is the frog's nose” or “This is the frog's eye on picture Number 
3.”Ask another participant from sub-group B to do the same. 

* Allow the participants from both the sub-groups to interact.
* When the laughter has subsided, ask the participants why each one of them 

is describing a different name to the animal in the same picture.
* Note the responses on the writing board.

3. Similarly, participants have their own perceptions about everything you do and 
say. As a facilitator, how would you overcome these perceptions to ensure similar 
learning experiences by all participants?

4. Ask participants to repeat the key learning points in their own words. (Your 
'eyes and ears' committee is helping you do that. Your job is to ensure that each 
participant becomes a part of that committee, at least once. Also, ensure that 
this committee is given sufficient time to present its part.)

concluDing The session

• Reiterate the key points that emerged during the discussion. Emphasise how 
perceptions can and do differ resulting in differences of opinion on something 
trivial or of great importance.

• Invite one or two participants to share their experiences.

12:45 to 13:30 (75 minutes)
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session 5
ArT Of fACiLiTATiOn

session ouTcome

At the end of the session, the participants will be able to:

• List the skills that will help them apply the theories and principles of adult learning 
while conducting training sessions.

maTerials requireD

• Notes/handouts on facilitating training sessions for all participants. (Handout V).
• Writing board, chalk/marker pens, duster.

process

1. Ask the participants to share their experiences of the sessions held so far: 

• What has impressed them the most? Why? 
• What are the things they are most likely to adopt? Why?
• What are the things they are sure to avoid? Why?

2. Note the responses on the writing board.

3. Distribute copies of the note/handouts on facilitating training sessions to all the 
participants and give them some time to read through it.

4. Take the participants through the note/handouts with explanations and reference 
to the earlier sessions as well as to the responses noted on the writing board.

concluDing The session

• Reiterate the key points. 
• Remind the participants that facilitation is a skill and in order to become adept at 

it, one needs to reflect and practice with perseverance. This skill is not acquired 
in a day. 

process

Use one of the energisers from the list of energisers or invite one of the participant 
to conduct a new energiser (Handout IV).

Post-lunCh energiser
14:30 to 14:45 (15 minutes)

lunCh BreAK
13:30 to 14:30 (60 minutes)

14:45 to 16:15 (90 minutes)

teA BreAK
16:15 to 16:30 (15 minutes)
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session 6  
LiSTening

session ouTcome

At the end of the session, participants will be able to: 

• Appreciate the importance of listening and comprehending before responding 
during a dialogue.

maTerials requireD

• Writing board, chalk/marker pens and duster

process

1. Group the participants in pairs and tell them that they will take part in a debate 
with their partners.

2. The members of each pair are asked to sit facing one another and maintain 
adequate distance from the other pairs.

3. Three topics for debate are written on the writing board:

• It is better to use datun (a fresh twig) for brushing teeth
• Morning walk is for the elderly
• One should eat what one likes

4. The pairs are told to choose a topic and decide among themselves (toss of a coin 
may be used) who will speak in favour of and against the topic

5. Give the following instructions:

• At a given signal the pairs are to start debating
• The members of each pair are to speak simultaneously

6. Signal the debate to start. Stop the exercise in about three minutes and post five 
new topics on the writing board:

• Maintaining good health is more important than education.
• Immunisation of children should be left to the decision of parents.
• Check-up during pregnancy is not a must as long as an expectant mother eats 

well and rests a lot. 
• Weighing of children below three years of age may be done once in a while.
• Keeping the environment clean is the responsibility of the Panchayat.

7. Instruct them as follows:

• At a given signal the pairs have to start debating.
• When a partner speaks, the other must listen carefully to what is being said.
• The listener has to repeat what has been said to the satisfaction of the 

speaker before responding (using statements such as “Have I understood you 
correctly?” or “Did I miss out on anything you said? Or “You are saying that …, 
am I right?”).

16:30 to 17:15 (45 minutes)
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8. Stop the exercise after about five minutes.

Post-exercise discussion

• Initiate a discussion around the exercise. The following questions may help to take 
the discussion forward:
* What happened during the first part of the exercise?
* Does this type of dialogue happen in a real-life situation? Give examples.
* What do you think about the second part of the exercise?
* What were the difficulties you faced during listening?
* How was the mandated task of ‘Listen–Repeat–Talk’ helpful?

• Note the responses on the writing board in two columns: 1st Part and 2nd Part.

concluDing The session

Briefly re-visit the key issues emerging from the exercise. Reinforce the point that 
often by listening carefully to the speaker, we may find the answer. We may find a way 
to make the speaker think differently or consider other points of view. Conclude by 
reinforcing the need for practice and endurance to hone this necessary dialoguing 
skill. 

The Listen-Repeat-Talk technique that you practiced here will help you make the 
discussions during your training sessions more productive. It will help you avoid 
unnecessary arguments during training sessions.

Sub-groups Allotted Sessions Sub-groups Allotted Sessions

A B
C D
E F

1. Invite the participants to run through the learning points of the sessions during 
the day.

2. Remind them about the overnight assignment (to follow).

reCAPitulAtion 17:15 to 17:45 (30 minutes)

Divide the participants into five or six sub-groups depending on the total number of 
participants (each sub-group should have a maximum of six members) and tell them 
that they will be required to conduct mock sessions from the 5-day training manual 
during the following two days. Give each participant a copy of the training manual 
and the following allocation carried out for Day 2:

oVernight Assignment 17:45 to 18:00 (15 minutes)
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noTe

The actual allocation of the sessions and sequencing would be done in consultation 
with the participants. Some sub-groups may have to conduct two or more sessions at 
a stretch to avoid a break in the logical flow. 

process

1. Each of the sub-groups will prepare its allotted sessions as in the training manual.

2. The following day the sub-groups will present mock sessions. The duration of the 
presentations may vary depending upon the session load which may be between 
30 to 45 minutes.

3. The actual session should run not more than 20 minutes and the rest of the 
time should be devoted to feedback from the rest of the sub-groups and the 
facilitators.

4. Maintain the usual tea and lunch breaks. Bio-breaks will be at the discretion of 
the facilitators.

5. Praise and applaud each sub-group at the end of the feedback for their efforts.
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"TELL ME, AND I WILL FORGET. 
SHOW ME, AND I MAY REMEMBER. 

INVOLVE ME, AND I WILL UNDERSTAND."

Chinese Proverb

HANDOUTSHANDOUTS
HANDOUT I : Session 2 –  Pictures of adults in a classroom and a man 

with goats and sheep

HANDOUT II : Session 3 – Notes on andragogy

HANDOUT III : Session 4 – Set of three pictures of the ‘Frog’

HANDOUT IV : Post-lunch energiser – List of energisers

HANDOUT V : Session 5 – Notes/handouts on facilitation skills

HANDOUT VI : Pre-Post Format – For SBCC facilitators/master trainers
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THE PICTURE OF A THE PICTURE OF A 
RAILWAY COMPARTMENTRAILWAY COMPARTMENTHANDOUT IHANDOUT I (Session 2)

A MAN GRAZING GOATS AND SHEEPA MAN GRAZING GOATS AND SHEEP
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ADULTS IN A CLASSROOM ADULTS IN A CLASSROOM 
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THIS SECTION IS INTENDED TO HELP THE PRACTITIONERS 
DEVELOP AN APPRECIATION OF HOW ADULTS LEARN

Andragogy is a philosophy of adult learning espousing the belief that adults must 
have a hand in structuring their learning process. Malcolm Knowles, a pioneer in 
the study of adult learning (1973), was amongst the fi rst proponents of the idea that 
adults learn differently as compared to children. Knowles’ model is the basis for 
Adult Learning, incorporating the three following tenets: 

• Adults must have a vested interest in learning.

• They need to be self-directed.

• They need to draw on their experiences in learning situations.

Knowles observed that adults learn best when:

• They understand why something is important to know or do.

• They have the freedom to learn in their own way.

• Learning is experiential.

• The time is right for them to learn.

• The process is positive and encouraging.

LEARNINGLEARNING

Since ‘learning’ is the core of this discussion, let us defi ne ‘learning’ fi rst. 

Learning is an activity that increases the capacity and willingness of individuals, 
groups and organisations to acquire and productively apply new knowledge and 
skills. Such learning empowers individuals, expands their world and increases their 
ability to shape that world.

The way to increase a person’s capacity for learning is to set learning objectives that 
are beyond the individual’s current limits of knowledge. 

Behavioural objectives need to be set to motivate or create a willingness to apply 
what has been learnt. 

When applying these concepts to an organisation/institution, both learning and 
behavioural objectives need to be aligned with the organisational/institutional 
objectives. This holds true whether you are talking about a safety programme, quality 
control procedures or continuous improvement in the classroom.

THE PICTURE OF A THE PICTURE OF A 
RAILWAY COMPARTMENTRAILWAY COMPARTMENTHANDOUT IIHANDOUT II (Session 3)

ANDRAGOGY
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APPLICATIONSAPPLICATIONS

We can force adults to attend a training course; however, we can not force them 
to learn what is presented in the training. We can only make them realise the 
benefi ts of learning by triggering their motivation. The fact remains that adult 
learning depends on many factors, one of them being the desire to learn. We can 
optimise the adult learning experience and approach to it effectively by applying 
the following tenets: 

1. Adults cannot be forced to learn unless they choose to do so because they 
evaluate the benefi ts of the proposed learning experience and ask, “What is in 
it for me?” If the answer is positive, they will be naturally be motivated to learn; 
otherwise, they will decline learning.

2. Adults are motivated to acquire new knowledge, abilities and skills (KAS), only if 
it helps them improve their performance and overcome operational challenges 
and defi ciencies.

3. Adults learning experience must tackle a specifi c and well-defi ned learning 
concept to prevent confusion and accelerate understanding of the concept 
learned.

4. Adults need continuous feedback and encouragement to adjust their performance 
during the learning process and adapt to the process successfully.

5. Adults view learning as a tool that positively refl ects on their self-esteem, provides 
the opportunity to interact with others, motivates them to achieve the desired 
results and accentuates their ‘professional ego’ level.

6. Adults are intrigued by new ideas and concepts that trigger their curiosity to 
learn, especially if they are related to their daily work and help them improve the 
quality and effi ciency of the work cycle.

7. Adults need to work in a ‘blame-free’ environment to feel safe and secure 
from being pointed at, and motivated to apply the newly acquired KAS without 
reluctance or fear of criticism.

8. Adults view the learning experience as an opportunity to express themselves and 
share their experience with others because they have a wealth of experience 
and are proud to share it. So, the learning tools applied should take that into 
consideration.

9. Adults learn through a systematic and structured learning experience to get a 
valid learning outcome.

10. Adults prefer self-learning techniques to integrate concepts learned with existing 
KAS and experience.

11. Adults thrive on feedback to adjust their performance and expectations. Feedback 
should be precise and timely.
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12. Adults learn differently, as each one has his/her preferred learning style. 
Such preferred styles do not refl ect strength or ability, but only how each adult 
approaches learning.

13. Adults prefer to learn by doing because of their experience and maturity.

Facilitators and consultants should be aware of the above to ensure result 
delivery. Working with adults is a challenge and requires a certain talent which 
can be developed over time through continuous application and refl ection. 
Adults should be helped to realise the benefi ts of the proposed training, which 
would otherwise be a waste of time and resources.

Here are some explanations of the key factors to reinforce what has been discussed Here are some explanations of the key factors to reinforce what has been discussed 
so far:so far:

EXPERIENCES COUNTEXPERIENCES COUNT

The experiences that we gain throughout our lives, provide a rich resource for 
learning. Adults learn material quicker and retain it longer, if they can relate it to their 
past experiences. 

The opposite of the above is also true: if the material being taught is, or appears 
to be, in sharp confl ict with what is already believed to be true, the old beliefs will 
need to be re-evaluated before the new material can be integrated. This confl ict will 
inhibit the learning process if the existing beliefs are very strong and their confl ict 
with the new material cannot be resolved. That is why, it is important for curriculum 
designers to know whether, the concepts or ideas will be in concert or in confl ict with 
the learner. This allows them considerably to design instruction to effect a change in 
belief and value systems. 

Adults learn better when they are active participants in a class, therefore courses 
should be structured in such a manner that they draw upon each individual’s past 
knowledge, with class members encouraged to share their experiences. Discussions, 
exercises that require problem solving or analysis and their application to work or life 
situations prove highly benefi cial for developing training material for adults. 

NEED-DRIVEN LEARNINGNEED-DRIVEN LEARNING

Adults are most interested in learning a subject when they have an immediate need 
for it in their professional or personal life. As they go through changes in their lives, 
such as marriage, becoming a parent, a new position at work, the loss of a job, or 
retirement, these changes become the impetus to seek and obtain training that is 
relevant to the change. 

The new skills that we learn - that were learnt originally due to need, are means 
to cope with new changes in our lives as well as a source of emotional support. 
Depending on how aware the adult is of the need for change and his/her current 
skill set, he/she may seek the training before, during or after the life-changing event. 
In some cases, it may even be necessary to convince adults that the change is a 
certainty before they recognise the need and accept the benefi t that the learning 
activity will provide. 

Desire for learning is need-based in adults. For them, learning is a means to achieve 
a goal and not the goal itself.
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PRACTICAL APPLICATIONPRACTICAL APPLICATION

As discussed earlier, adults learn because there is a need for the new knowledge or 
skill. Once they have obtained that knowledge, they want to apply it immediately in 
order to solve problems. Adults are competency-based learners, which means that 
they want to learn a skill or acquire knowledge that they can apply pragmatically to 
their present circumstances. 

Life and work-related situations present a more appropriate framework for adult 
learning, than academic or theoretical approaches. Therefore, regardless of the 
medium used, straightforward ‘how to’ is the preferred style for the presentation of 
the course content. Adults respond well to simulations, especially those that present 
the learner with a scenario built around situations or tasks that they can relate to in 
their personal or professional lives.

By understanding the motivations and requirements behind adult learning, we can 
help functionaries at various levels get the training that will help them succeed. 
By incorporating the concepts of adult learning into our training and the resulting 
organisational/institutional transformation, we can better leverage the capacity of 
the functionaries for learning. If we can create an atmosphere in which what is learnt 
is useful and has lasting effects,we can set the stage for a more sustainable and 
continuous improvement.  

RESPECT THAT ADULT LEARNERS HAVE DIFFERENT LEARNING STYLESRESPECT THAT ADULT LEARNERS HAVE DIFFERENT LEARNING STYLES

There are three general learning styles: Visual, auditory and kinaesthetic.

Visual learners rely more on pictures. They love graphs, diagrams and illustrations. 
‘Show me’ is their motto. They often sit in the front of the classroom to avoid visual 
obstructions and to watch you - the facilitator. They want to know what the subject 
looks like. By providing them handouts, writing on the white board and using phrases 
like, “Do you see how this works?”, you can communicate with them in a very effective 
manner. 

Auditory learners listen carefully to all sounds associated with the learning. ‘Tell me’ 
is their motto. They will pay close attention to the sound of your voice and all of 
its subtle and clear messages, and they will actively participate in discussions. You 
can best communicate with them by speaking clearly, asking questions and using 
phrases like, “How does that sound to you?”

Kinaesthetic learners need to physically do something to understand it. Their motto 
is ‘Let me do it’. They trust their feelings and emotions about what they are learning 
and how you are teaching it. They want to actually touch what they are learning. They 
are the ones who will get up and help you with role play. You can best communicate 
with them by involving them as volunteers, allowing them to practise what they are 
learning, and using phrases like, “How do you feel about that?”

Most people use all the three styles while they are learning. This is logical since we 
all have fi ve senses. Even so, barring any disabilities, almost everyone prefers any 
one learning style.

The big question is “How do you, as a teacher, know which student likes which 
learning style?”. It is indeed diffi cult to know without training in neuro-linguistics. But 
conducting a short learning style assessment (sample given at the end of this note) 
at the beginning of your class would benefi t you and the students.
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IN A NUTSHELLIN A NUTSHELL

Andragogy This is the art and science of helping adults learn. It is built on two 
central defi ning principles:
• Learners are self-directed and autonomous.
• The teacher is a facilitator of learning rather than a presenter of 

content.

Six 
Assumptions 
of Andragogy

• Learner’s need to know
• Learner’s self-concept
• Learner’s experience
• Readiness to learn
• Orientation to learning
• Motivation to learn

1. The 
Learner’s 
Need to 
Know

Adults need to know:
• The reason they need to learn something
• How it will benefi t them

2. The 
Learner’s 

Self-concept

Adults resent and resist situations in which they feel others are 
imposing their will on them:
• Previous schooling experiences have made them teacher-

dependent learners.
• Move adult learners away from their old habits and into new 

patterns of learning.
• Help learners who are still moving into the self-directed mode.

3. The 
Learner’s 
Experience

Adults want to use what they know and be acknowledged for 
having that knowledge.
• Case studies, refl ective activities, and group projects will 

facilitate the use of learner’s already acquired expertise.
• Adults’ self-identity (including habits and biases) is determined 

by experience.

4. Readiness 
to Learn

Adults must experience a need to learn something in order to 
solve real-life tasks or problems.
• Encourage learner’s readiness to learn by designing situations 

where he/she will encounter a need for a particular knowledge 
or skill and they develop eagerness to learn. 

• Interactive role play will help them see how an understanding of 
the topic will benefi t them in the future.

5. Orientation 
to Learning

Adults are life, task or problem-centred in their orientation to 
learning.
• Use real-life examples or situations that adult learners may 

encounter in their life or work situations.
• Building opportunities (fl exibility) in the design of a theme, topic 

or lesson will give an opportunity to learner to contribute on 
issues that need to be addressed.

6. Motivation 
to Learn

Internal priorities are more important than external motivators.
• Increased job-satisfaction, self-esteem and improvement in 

quality of life are important factors. 
• Use activities that strengthen the learner’s self-esteem or sense 

of accomplishment.

How do adults learn?

PRINCIPLES OF ANDRAGOGY: FROM ALEXANDER KAPP TO MALCOLM 
KNOWLES
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Visual Auditory Kinaesthetic

1 When operating new 
equipment for the fi rst time 
I prefer to…

read the 
instructions.

listen to or 
ask for an 
explanation.

have a go and 
learn by doing it. 

2 When seeking travel 
directions I…

look at a map. ask for spoken 
directions.

follow my nose 
or maybe use a 
compass.

3 When cooking a new dish 
I…

follow a recipe. call a friend for 
explanation.

follow my 
instinct, tasting 
as I cook.

4 To teach someone 
something I…

write 
instructions.

explain verbally. demonstrate 
and let them 
do it. 

5 I tend to say… "I see what you 
mean".

"I hear what you 
are saying".

"I know how you 
feel".

6 I tend to say… "show me". "tell me". "let me try".

7 I tend to say… "watch how I do 
it".

"listen to me 
attentively as I 
explain".

"you have a go".

8 Complaining about faulty 
items I tend to…

write a letter. phone. go back to the 
store, or send 
the faulty item 
to the head 
offi ce.

9 I prefer these leisure 
activities

museums or 
galleries.

music or 
conversation.

physical 
activities or 
making things.

10 When shopping generally I 
tend to…

look and decide. discuss with 
shop staff.

try on, handle or 
test.

11 Learning a new skill… I watch what the 
teacher is doing.

I ask the 
teacher, exactly 
what I am 
supposed to do.

I like to give it a 
try and work it 
out as I go along 
by doing it.

12 When listening to a song I sing along with 
the lyrics (in 
my head or out 
loud!).

I listen to the 
lyrics and the 
beats.

I move in time 
with the music.

13 When concentrating I… focus on the 
words or 
pictures in front 
of me.

discuss the 
problem and 
possible 
solutions in my 
head.

move around 
a lot, fi ddle 
with pens and 
pencils and 
touch unrelated 
things.

SAMPLE TEST FOR LEARNING STYLE ASSESSMENTSAMPLE TEST FOR LEARNING STYLE ASSESSMENT
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14 I remember things best by… writing notes or 
keeping printed 
details.

saying them 
aloud or 
repeating words 
and key points 
in my head.

doing and 
practising the 
activity, or 
imagining it 
being done.

15 My fi rst memory is of… looking at 
something.

being spoken to. doing 
something.

16 When anxious, I… visualise the 
worst-case 
scenarios.

talk over in 
my head what 
worries me 
most.

can't sit still, 
fi ddle and 
move around 
constantly.

17 I feel especially connected 
to others because of…

how they look. what they say to 
me.

how they make 
me feel.

18 When explaining something 
to someone, I tend to…

show them what 
I mean.

explain to them 
in different 
ways until they 
understand.

encourage them 
to try and talk 
them through 
the idea as they 
try.

19 Most of my free time is 
spent…

watching 
television.

talking to 
friends.

doing physical 
activity or 
making things.

20 When I fi rst contact a new 
person…

I arrange a face 
to face meeting.

I talk to them on 
the telephone.

I try to get 
together to 
share an 
activity.

21 I fi rst notice how people… look and dress. sound and 
speak.

stand and move.

22 If I am very angry… I keep replaying 
in my mind what 
it is that has 
upset me.

I shout a lot and 
tell people how 
I feel.

I stomp about, 
slam doors and 
throw things.

23 I fi nd it easiest to 
remember…

faces. names. things I have 
done.

24 I think I can tell someone is 
lying because…

they avoid 
looking at you.

their voice 
changes.

the vibes I get 
from them.

25 When I'm meeting with an 
old friend…

I say "it's great 
to see you!".

I say "it's great 
to hear your 
voice!"

I give them 
a hug or a 
handshake.

 Total

Visual Auditory Kinaesthetic
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THE PICTURE OF A THE PICTURE OF A 
RAILWAY COMPARTMENTRAILWAY COMPARTMENTHANDOUT IIIHANDOUT III (Session 4)

THE FROGTHE FROG
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HANDOUT IVHANDOUT IV (Post-lunch Energiser)

LIST OF ENERGISERS

1. SIGNAL (INDICATION) HOW FAST1. SIGNAL (INDICATION) HOW FAST

• Have the group form a circle and hold each other's hands. 
• Ask one of the participants to give an indication (by pressing or pinching hand) to his/her 

next participant. This indication will pass through all participants and come back again to 
the fi rst participant. 

• Note the time it took from the fi rst participant in the circle till it came back to the fi rst 
participant. 

• Now challenge the group to do it faster. Also note when it took minimum time. 

2. CLAP CLAP2. CLAP CLAP

• Ask the participants to form a circle.
• The facilitator starts by clapping twice and sends it all the way around the circle, fi rst in 

one direction, then in the other direction.
• The facilitator then shows participants how they can change the direction of the clap, by 

pointing the clapping hands in the opposite direction.
• Repeat this until the clap is running smoothly around the group. 

3. DO AS I TELL3. DO AS I TELL

• Participants sit back-to-back in pairs.
• One person draws an object on her/his note pad.
• It is not shown to the other partner.
• The participant who has drawn the object will give verbal instructions to the other partner 

to draw the same object. 
• Partner attempts to draw that object on her/his note pad based on the instructions 

received.
• In the end, the two drawings are compared.

4. 4. BHOLA BHALA BHALUBHOLA BHALA BHALU

• Everyone stands in a circle and person starts throwing the ball.
• If you throw the ball to any of the two people on either side of you, you say Bhola.
• If you throw it to anyone else in the whole group you say Bhala, and
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• If you throw it back to the person that threw the ball to you, you say Bhalu.
• Players lose by either not catching the ball or saying the wrong word for the wrong action.

5. SUDDENLY (5. SUDDENLY (ACHANAKACHANAK)

• As the group facilitator you can start a story with a sentence that ends at SUDDENLY. 
(Or choose someone from the group) For example; 'Yesterday I went to the zoo and was 
passing the elephant enclosure when SUDDENLY.....'

• The next person then has to add to the story with his own sentence that ends at 
SUDDENLY.

• Continue the story until everyone has contributed. 

6. FASTER CONNECTIONS6. FASTER CONNECTIONS

• Have the group begin to wander around the room.
• When the facilitator calls out a command like "three left elbows", then as quickly as you 

can, players should gather in groups of three with left elbows touching. Whomsoever is 
unable to do or does it wrong, get out. 

• Follow with any combination of four left feet, two right feet, six knees, two shoulders, seven 
left hands etc.

7. PASS THE BALL7. PASS THE BALL

• Divide the group into two equally numbered teams. Arrange the teams so they face one 
another.

• Team members then join hands. This leaves two “free” hands on each team (the two 
people at the ends of each line).

• Give the ball to one of the “end” people on each team. The task is to pass the ball from 
one end to the other.  

• The hands should not be unclasped during this process, nor should the ball fall. If 
any group unclasps the hand or drops the ball, the group has to restart from the fi rst 
participant. 

• The group which is able to pass the ball till the end fi rst wins. 
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The basic task in conducting a training session is to fi rst create a positive learning 
environment where participants learn from participation and dialogues, sharing 
their thoughts, feelings and experiences. However, most often training ends up as 
‘teaching’. Teaching is what we are all used to. Much, but not all, of our time in school 
or college is characterised by teaching. In this approach, one person, the teacher, 
stands in front of the class. This person knows what he/she has to teach and tries to 
get the students know it too. It is often called the ‘petrol pump’ approach – one-way 
approach. It is formal, and often has little to do with learning.

Learning is not an outcome of formal teaching. Instead it comes from a process of 
self-development through experience. So, facilitators who aim to encourage learning 
have a particular challenge: they have to do something quite differently if they are to 
be agents of change. This section is about how facilitators can help learners enhance 
their skills and knowledge. The learners then can apply what they learn to change 
their behaviour and attitudes about themselves and others, modify the institutional 
contexts in which or with which they work. 

FACILITATIONFACILITATION

As facilitators, the actions that you initiate should always lead to the growth of the 
learners. This is the basic building block of training intervention.

Learning is about developing oneself. To achieve success, learners need to be 
encouraged to take responsibility for their own learning experience so that it 
continues long after the training intervention has ended.

As facilitators, in almost every training situation, you will come across a diverse group 
of learners with different training needs. The approach that you use must cater to 
their different needs and therefore should be carefully chosen keeping in mind some 
basic facts about adult learning processes. It is important to note that:

Learners learn best when they feel they are in control of the learning process, 
rather than when receiving a lesson or subjected to teaching. Optimum learning 
takes place when learners are actively involved and motivated towards what 
they are learning.

Unfortunately, most of us do not pay suffi cient attention to individual learning 
capacity. It is widely considered as something that people either do well or poorly 
and are unable to change. Yet the ability to learn is valuable and most certainly 
can be encouraged by the facilitators. David Kolb (1984) suggested that in order to 
successfully learn, participants should have four types of abilities. 

THE ART OF FACILITATION
THIS PART IS INTENDED TO HELP THE PRACTITIONERS

HANDOUT VHANDOUT V (Session 5)
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They must be able to:

• Involve themselves fully, openly and without bias in new experiences (concrete 
experience).

• Refl ect on and observe these experiences from many perspectives (refl ective 
observation).

• Concrete concepts that integrate their observations into logically sound theories: 
(abstract conceptualisation).

• Use these theories to make decisions and solve problems (active experimentation).

ADULT LEARNERSADULT LEARNERS

Adults have a particular problem with learning. As we grow older, our short-term 
memory faculties becomes less effi cient and more easily disturbed. We fi nd it hard 
to translate, what we see or hear to long-term memory. Therefore, any method that 
relies too much on short-term memory such as lectures or demonstrations is often 
unsuccessful. For learning to remain, it has to be internalised – the learners must 
make it their own.

Learning occurs when the learners are wholly and actively involved in their 
learning all the time, and when they are allowed to work at their own pace.

All of this requires continued and regular practice:

Without reinforcement, many people forget vital parts of what they have learned 
after about six months.

A well-designed course, therefore, obliges the learners to continue building on skills 
and knowledge learnt earlier. Without reinforcement, the skills start fading.

Pay attention to the following to encourage adult learners to learn:

• Ensure that, they fi nd training necessary and important. This gives them the 
desire to learn.

• Communicate clearly what the training programme will entail. They must be 
convinced that it will be relevant and that specifi c skills learnt will fulfi l the needs.

• Ensure that, there are plenty of practical exercises. As the learners are ‘doing’, 
self-confi dence increases and they are able to adapt what they are learning to 
their own circumstances (work situations).

• Respect and encourage individuality, since people learn at different paces and 
have different styles.

• Link the new information with their prior knowledge and skill. 
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COMMUNICATION BARRIERS AND AIDSCOMMUNICATION BARRIERS AND AIDS

Good communication and free exchange of information are the foundation of all training 
and human resource development. But, this can be threatened by barriers constructed 
or already present in both facilitators and learners. Despite choosing appropriate 
exercises and instruction methods, other barriers may reduce the effectiveness of the 
communication between sender and receiver of messages. 

WHAT ARE THE BARRIERS TO EFFECTIVE COMMUNICATION? WHAT ARE THE BARRIERS TO EFFECTIVE COMMUNICATION? 

In a training situation, facilitators hope to encourage learners to change. But, most 
people resist change, unless they see the direct benefi ts. As facilitators, we cannot 
expect learners to let go of their own ideas or change their behaviour immediately. 
However, we can ensure that there are as few barriers to communication as possible.

There are many barriers to communication in a group. When a person is experiencing 
a problem, she or he usually has strong feelings. When involved in a learning process 
which requires behavioural change, many learners become defensive to avoid feeling 
embarrassed, threatened, vulnerable or incompetent.

Many responses that facilitators commonly give in such situations might seem 
helpful but can actually aggravate communication blocks and increase the feeling of 
pressure and isolation.

HOW OFTEN DO WE DO THIS IN 
OUR OWN TRAINING PROGRAMMES? 

THE MOTIVATION TO LEARNTHE MOTIVATION TO LEARN

Unless learners are motivated, they will not and cannot learn. A key element of 
motivation is strong self-esteem in the learners and therefore, it is important to fi nd 
ways of building this. One practical way to do this is to have the learners do this brief 
exercise at an appropriate time at the beginning of the training itself. 

Ask them to write down all the things they can do. This is different from asking 
them to write down ‘all the things they would like to do or have’. Appreciating 
what you can already do builds self-esteem and motivation.

We once again come back to where we began: the difference between learning and 
teaching. Some still believe that just being exposed to the subject is enough and 
that the teacher's skills and knowledge ‘trickle down’ to the students. But, lack of 
motivation is one of the reasons why learning fails. There are many reasons why 
learners may not be motivated or lose motivation:
• They have been instructed to attend the training against their personal wishes.
• They do not know why they are attending the training programme.
• They are aware of work ‘piling up’ in their work situation, and hence are distracted.
• The training style is not suffi ciently tuned to involve their knowledge, skills and 

insights.
• They have been ‘taught’ all this before, so they feel they already know the course 

material.
• They harbour misconceptions about you or your organisation.

What other baggage do you think learners may carry into a training programme? 
What is your experience on ‘motivation’ vis-à-vis training? Write down what you 
think is worth noting down.
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Response Implications
Solution or Advice Giving advice or solutions may imply, “You are too stupid to fi gure out 

the problem, so do it my way; your feelings are not important.”
Orders Giving orders can provoke resentment as people are not given a 

choice and their feelings have not been considered.
Threats Using fear to tell people what will happen if they don’t do things our 

way may make them feel threatened/insecure.
Moralising or 
Lecturing

When we tell people what they should or ought to do, we value our 
own values more than their feelings.

Criticism or 
Ridicule

We deny people’s feelings by telling them that they are wrong and do 
not have a right to feel the way they do.

Praise or 
Sympathy

We try to substitute or cover their feelings with other feelings. These 
kind of statements avoid the real issue.

Questioning By trying to get people to think logically, we are indifferent towards 
their feelings.

Your Opinion Results
Passive Listening Remain silent and let the other person talk. We can communicate our 

interest and concern by our non-verbal behaviour.
Acknowledgement Use brief expressions that communicate our understanding and 

acceptance, such as “aha”, “hmmm”, “I see”…
Door Openers Instead of direct questions, use expressions which invite the person 

to expand on or to continue expressing their thoughts and feelings. 
For example, “Tell me about it”, “I’d like to hear more about that”.

Content 
Paraphrase

Repeat what we have heard to confi rm that we have accurate 
understanding. For example, “So you’re saying that if the plan works 
out well, the problem regarding on-time disbursement of honorarium 
would also be solved”.

Active Listening Help the person understand both the thoughts and feelings of his/
her communication by describing your impression of what has been 
said and the feelings which are observed. For example, “You sound 
upset about her sending the report without discussing it with you” or 
“You seem unsure about what to do next”.
A special type of active listening can occur when the other person 
does not say anything verbally, but displays feelings. You can make 
an observation of that person’s behaviour as you perceive it. For 
example: “You look sad”, “You seem anxious and upset”.

Provision of 
Support

Respond positively to legitimate needs for support such as providing 
information. For example, “The meeting will be at 1600 hours today”.

Feelings and emotions can be very diffi cult barriers to communication. Many 
emotions are sent as non-verbal cues: in the look of the eyes, holding of hands, 
or bearing of the body. (See note on non-verbal communication at the end of this 
handout). A sensitive facilitator will pickup both verbal and non-verbal indications of 
strong emotions. It is worth remembering that what someone says is not always what 
he/she means. 

If making assumptions and ignoring feelings prevents good communication, then 
helping a person to express her or his feelings will build it. 

How well do you listen?

Listening is not as easy as it sounds. Often, we listen only to the fi rst few words and 
start to form an opinion, before we have listened to the end of the statement and 
actually heard what the other person has said. Using skills to listen is one of the most 
helpful things we can do. Different ways to achieve this and respond openly include 
the following:
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WHAT MAKES A GOOD FACILITATOR?WHAT MAKES A GOOD FACILITATOR?

Becoming an effective facilitator requires time and experience. Learning by doing is 
the best way. The most effective facilitators have a range of key characteristics:

• A warm personality with an ability to show approval and acceptance of learners.

• Social skill, with an ability to bring the group together and maintain it without 
damaging it.

• A manner of creating a learning environment that generates and uses the ideas 
and skills of the learners.

• Organising ability, so that resources are booked and logistical arrangements are 
smoothly handled.

• Skill in noticing and resolving learners’ problems.

• Enthusiasm for the subject and capacity to put it across in an interesting way.

• Flexibility in responding to learners’ changing needs.

• Knowledge of the subject matter.

Some of these characteristics can be attributed to people’s personality. Others can be 
learned or improved through experience and practice. Still others can be developed 
by using specifi c exercises that are structured to provide some of the conditions for 
learning by learners. Most importantly, though, the learning of facilitation requires 
one to be self-critical about one’s performance at each stage of the training. Rather 
than asking oneself whether one could have done better ask what and when one 
could have done better. Constructive criticism from colleagues or peers is an 
important addition to self-refl ection. However, it is good to remember that one will 
never be able to fully satisfy every learner. If, as a facilitator, one has managed to 
encourage learning among the majority, then it is a job well done. 

MANIPULATION OR TRAININGMANIPULATION OR TRAINING

The way in which one communicates with learners will also depend on whether 
one is manipulating the group or facilitating it. There is a big difference between 
manipulation and facilitation. Manipulation is trainer-centered whereas facilitation is 
learner-centred. In a learner-centred, setting the facilitator helps others to learn and 
at the same time she or he also learns.

Guiding learners without imposing or steering too much is harder than it sounds. 
There is nothing more tempting for a nervous facilitator than to keep tight control 
over the proceedings and to decide what, when, how, where, why and with whom 
something should be done. A rigid top-down training approach can be effi cient and 
reassuring for the anxious facilitator, but it seldom leads to real learning.

Manipulation, however, should not be seen as entirely wrong. Sometimes the 
facilitator may have to create a situation or prompt a reaction to ensure that learners 
understand a particular point. There is a place for this in any good training session, 
as long as the intention is to encourage or stimulate learning and not to maintain 
control over the learners.
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PRINCIPLES OF PARTICIPATORY TRAININGPRINCIPLES OF PARTICIPATORY TRAINING

Participatory training is life-centered

It means, what is learnt must be applicable to real-life situations. A training 
intervention, therefore, must provide opportunity and assist adult learners to apply 
what has been learnt to life situations and job requirements.

Participatory training is learner-centered

A training intervention arises out of the needs of participants as articulated by them 
and negotiated with them. These ‘need negotiations’ are necessary to keep the 
balance between the interests and needs as voiced by the learners on one hand 
and the intended subject matter on the other. The intended subject matter is what 
learners have to become familiar with in order to acquire knowledge and competence 
and to get the feeling of success and achievement. The balance between desired 
and intended learning outcomes will help the participants maintain control of the 
training process which suits their pace of learning.

Participatory training is fl exible

The teaching-learning process, while not losing track of the objectives and the 
subject matter, should always take into consideration the problems participants are 
facing and the progress they are making. The programme schedule must be open 
and leave room for repetition and the unforeseen. The fi nal programme of a training 
intervention evolves as the training makes progress.

Participatory training is comprehensive with the focus on awareness, as well as on 
knowledge and skills

This combined focus makes the choice of training methods complex. Raising of 
awareness is most aptly achieved through a dialogue between facilitator and learner. 
Knowledge acquisition is most effectively done through lecture-discussions or 
readings based on handbooks and carefully selected reference material. Learning 
new skills or sharpening existing ones demands giving an opportunity to practise 
during a workshop, be it in groups (with peer review) or individually under the 
guidance of the facilitator.

Participatory training is learning through the experiences of learners

Adult learners come with their experiences and acquire new ones during the 
training process. It is important that learners (and resource persons) report on their 
experiences and share them to fi nd appropriate solutions. Thus, an adult learning 
workshop becomes a ‘learning cooperative’.

Participatory training is based on mutual respect

Adult learners always need an opportunity to fi rst unlearn and then re-learn. Both 
processes imply a defi ciency and can be highly threatening to a person. In order 
to accept criticism learners must feel accepted as they are, must be encouraged 
to run risks and to accept support. The atmosphere in a workshop must be such 
that participants enjoy learning and feel comfortable and confi dent that whatever 
happens during the training will not be used against them.

In participatory training, trainers are a team of facilitators

In participatory training, the trainer’s behaviour and value system is as important as 
his/her professional knowledge and teaching abilities. In workshop settings, trainers 
should work as a team of facilitators, open to self-criticism, ready to support each, 
other without becoming defensive against participants. The team of facilitators 
should be present throughout a workshop.
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NOTES ON NON-VERBAL COMMUNICATIONNOTES ON NON-VERBAL COMMUNICATION

Positive Non-verbal Cues

• Relaxed posture – Comfortably seated, relaxed breathing, no visible stiffness or 
abrupt movements indicate no major barriers to communication.

• Arms relaxed - Uncrossed arms and hands open (palms up or otherwise visible to 
the other person) are signs of openness.

• Good eye contact - Looking the other person in the eyes, particularly when he/
she is speaking, indicates interest in that person. Proper eye contact involves 
looking away occasionally to avoid the impression of staring.

• Nodding agreement - When nods are used to punctuate key things the other 
person has said, they signal agreement, interest and understanding. However, 
continual, unconscious bobbing of the head usually indicates that the listener is 
tuning out.

• Taking notes - This shows interest and involvement, particularly if notes are on 
what the other person is saying.

• Smiling/adding humour - This is a very positive sign. It signals a warm personal 
relationship.

• Leaning closer - Reducing the distance between two people, particularly when 
the other person is speaking, indicates interest is up and barriers are down.

• Gesturing warmly - Talking with hands, particularly with palms open, indicates 
involvement in the conversation and openness to the other person.

The venue is of great infl uence on the learning process

The venue should facilitate an uninterrupted learning process. It should be outside 
major towns, where participants, free from daily obligations, can exchange their 
experiences and cooperate to fi nd out solutions. It should be a residential setting so 
that the learning cooperative becomes a captive audience.

Participatory training is based on feedback

Nobody is perfect. Feedback is necessary not only to adapt an ongoing workshop 
programme to the learning needs and progress of participants, but also to learn from 
past workshop experiences in order to improve future programmes. This can be done 
by appropriate methods of internal evaluation – be it formative during the workshop 
or summative at its end.
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PRE-POST FORMAT PRE-POST FORMAT 
FOR SBCC FACILITATORS/MASTER TRAINERSFOR SBCC FACILITATORS/MASTER TRAINERS

THE PICTURE OF A THE PICTURE OF A 
RAILWAY COMPARTMENTRAILWAY COMPARTMENTHANDOUT VIHANDOUT VI

Pre-Test                            Post-Test

Participant’s Name:      Date:

A. If you agree with the statements given below please mark Y, else N

1 A good facilitator always keeps the participants happy by telling 
jokes

Y N

2 There are good participants and there are bad participants Y N
3 Some participants always prefer to ‘see’ things and it helps in 

their learning
Y N

4 Some participants remember things better by ‘doing’ them Y N
5 The facilitator cannot do much to help participants in seeing other 

perceptions 
Y N

6 When a trainer speaks well, participants listen. They don’t pay 
attention to the trainer’s body or face

Y N

7 Listening is very important to become a good facilitator. Y N
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B. Self-assessment formatB. Self-assessment format

Following format will be used as a self-assessment format after doing a mock 
session. The process will be as under:

 i. Trainer marks herself/himself on the format
 ii. Format is discussed with the facilitator
 iii. Facilitator provides additional feedback on both – strengths and areas of 

improvements – to the trainer.

 Mark yourself (minimum 1, maximum 3) on the following criteria and then discuss 
with your lead trainer and take feedback.

Criteria Unsatisfactory, 
requires 

improvement
(1)

Satisfactory, 
can be better

(2)

Good 

(3)
1 Able to listen when others speak
2 Listens attentively – it shows 

through eye contact with the 
speaker and/or nodding of head 

3 Paraphrases what was said, and 
provides others an opportunity to 
speak

4 Able to ask open-ended questions
5 Maintains eye contact with all 

while speaking to a large group
6 Displays confi dence while 

answering participants’ questions
7 Able to use training aids/

communication materials with 
ease

8 Shows interest in the programme
9 Prepared for the session (notes, 

handouts, reading manual) in 
advance

10 Delivered content fully, have 
theoretical knowledge of the 
content







The CD contains session-wise training aids –
Pictures, PowerPoint Presentations, Films.
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