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Behaviour of a trainer

THE LINK PEOPLE
An animator may be seen as a kind of bridge- a link between the community and outside groups such as government, research stations universities and development agencies.

They may also be a link between donor agencies, NGOs or government and the community. The animator acts as an interpreter, helping these different groups to communicate about needs, problem, information and skills required. The animator is often the link person in sharing skills or training. It is not the animator's job to always have the answers to the problems. Research stations and universities may have some of the answers. Rural people have rich resources of wisdom, knowledge and skills accumulated over centuries. The animator is a bridge by which problems and answers can move between the two groups. Learning always needs to be a two-ay process. 

THE ROLE OF THE ANIMATOR

	· Communicator 
· Teacher 
· Enabler 
· Educator 
· Organizer 
· Facilitator 
· Motivator 
· Administrator 
	· Activist 
· Leader 
· Provider 
· Intermediary 
· Listener 
· Friend 
· Catalyst 

…


These words (and you may be able to think of others) all suggest a person in a key role, meeting with people at different levels and needing skills in teaching and communication, management and leadership, helping, encouraging and just being a true friend. It is not an easy calling to be the man, woman « in the middle ». It needs a person who is trained, gifted, highly motivated and who is compelled by real love to serve the needs of others.
 THE ANIMATOR WORK IN TRAINING

The animator role is much more than simply passing on information. An animator is concerned with helping people learning and gaining knowledge and new skills and changing attitudes. Animators are also called to be trainers. They need to understand the learning process and be able to train others.
What do we mean by training?
· Training aims at preparing the learners for a particular task or job. It will always have clear, specific objectives. 
· It involves both learning theory and carrying it out in practice. 
· It involves changes in people- in particular, in their knowledge, skills and attitude. Changes in attitudes usually come slowly. 
· It involves balanced human development- bringing about mental, physical and spiritual changes. In other words, real human development will involve mind, body and soul. Training should also be balanced, focusing on all three types of change, not just on one or two. 
· It involves improving existing skills. Usually trainees already have some skills but want to learn more - to build up the skills they have. The animator can encourage this process. 
· Training involves transferring what has been learned into every day life. Can the things learned in the 'training environment' be put into practice in real life situation? All training must lead to action. This is the most important test of effective training. 

CHOOSING A METHOD

The methods used by trainers can be divided into three main groups. For effective learning to take place, trainers need to use a combination of different methods. People learn better when the 'message' is repeated in various ways. Presentations of new ideas and skills can be followed by participatory and exploratory sessions.
In order to use a variety of methods, trainers need to be well trained. They need to understand that their role will change with different training methods:
PRESENTATION METHODS 

Information flow in one direction from the trainer to the learner :

These are methods where the trainer presents new ideas or information, or shows the learner how to do things. These methods are sometimes called 'trainer- centered'. The flow of communication goes in one direction mainly- from the trainer to the learners. Presentation methods are important for getting across ideas and are very widely used. (Speaking may be varied by using diagrams, posters, poems, etc. to hold people's attention). However, trainers need to recognise the limitation of these methods and combine them with other methods involving more learner participation. These methods require a skilled teacher. 

EXAMPLE: Lectures, Videos, Demonstrations and Radio programs.
  
PARTICIPATORY METHODS 

These methods require a trainer who is also a willing learner.These methods are learner-centered. Learners are encouraged to participate, so there is two-way flow of information between trainer and learners. Adult learners have much experience and knowledge; with participatory methods this is respected. Each person is encouraged to share their experiences and to listen and learn from others. The role of the animator is to set up training situations where open discussions can take place. Participation helps to motivate learners. Motivation is a key requirement for effective leaning. Greater involvement means that changes in attitude and skills are more easily achieved. There is communication in all direction- between trainers and learners and among the learners themselves. 

EXAMPLE: Group discussions, Seminars, Meetings and Role plays.
EXPLORATORY METHODS 

These methods require a facilitator and organiser. These methods use the important principle of 'learning by discovery'. In this situation the trainers are truly the facilitators who provides materials and sets tasks, leaving the learners to find out for themselves. Trainers are still in control and need to check on the learners’ progress from time to time. At the end, new learning needs to be demonstrated to the trainer. This can take many forms-demonstrations of new skills exhibitions of work done, presentations.

Exploratory method can take a lot of time. The usual result is deeper, more permanent learning changes. Learners enjoy the challenge of finding out for themselves . The trainer provides materials or information and help the learners to work together to discover things for themselves.

EXAMPLE: Exhibitions, Case studies, Projects, Workshops, and reading assignments.
STEPS IN DEVELOPMENT

The Animator need to understand how people in the community see their problems. Here is a very simple exercise which helps participants to appreciate that we all see and interpret things differently
Sit four volunteers around the table and place on the table a large sheet with the number 3 drawn on it. Ask the volunteer what they can see. Each will see something different- one will see as 3, another a M, another a W and the last one will see an E. A useful discussion can follow, using these questions:
· What is happening? 
· Why is it that each person sees something different? 
· How does a person get a certain point of view? 

Can you think of examples in real life where people look at the same situation in different ways?
CHANGES IN ATTITUDES

How do our attitudes to problems affect what we do? Here is an exercise which helps participants to identify different attitudes and place them on a action 'to' 'action'
With the group, think up some imaginary statements that accurately reflect the comments people make in your community . Here are some to begin with: 
· We have to die sometimes 
· I would like to take the children to the health center but it is too far 
· I know the cattle need more fodder, but I don't have enough land 
· Beans are too expensive to buy at the market 
· I drank this water , and my father did the same before me and we lived long lives. 
· It is a lot of work for a little improvement 

Write these and any other comments you can think of on the pieces of paper. Read a few examples out and together decide which step each comment would best fit. Divide the remaining comments between the participants and let them try to match them with the appropriate step
THE ACTION SCALE

· STEP 1 There is no problem
· STEP 2 There is a problem but it's not my responsibility
· STEP 3 There is a problem but I have doubts- about myself, about other people, about change……..
· STEP 4 There is a problem but I am afraid of the risk
· STEP 5 I want to find possible solution to the problem
· STEP 6 I believe that we can do something
· STEP 7 We can do it and we will overcome any problem that develop
· STEP 8 We were successful and now want to share and teach the results with others 
When all the statement have been matched , read through them together to check if any are in the wrong place (sometimes it can be difficult to decide exactly which step they belong to - don't spend too long deciding between steps that are close together).
During discussion ask:
· Which statement show that the people are not willing to do anything? 
· Which statement shows that the people are ready and willing to do something? 
· At which end of the scales are most of the comments? Why? 
· This shows that understanding people's attitudes helps plan suitable training 

Training Process

	Process
	Annexe 1


Hygiene and Sanitation Training

Broad Objectives

The sanitation training has been planned to improve the communities’ understanding and appropriation of the ideas or technologies proposed by INTER AIDE Water Supply Project so that the sustainability of safe water supply facilities that are provided (and which has been observed to be low) is improved.
Specific Objectives

1. To raise awareness in villages of the various water and hygiene and sanitation related diseases. That can be achieved through discussions on:

-Routes of transmission

-Prevention: human health is improved through reduction of infections.

2. To stimulate community’s initiative to change behaviours that constitute poor hygiene and sanitation; for example, make the villagers appreciate the importance of having a satisfactory pit latrine.

3. Develop a village and community level sanitation programme (promotion of satisfactory pit latrine construction, rubbish pit and dish racks).

4. Improve community participation in project activities.

5. To improve ownership and self-reliance at community level about safe water points and other facilities provided through INTER AIDE Water Supply Project.

Method 

In order to achieve the objectives stated above, training sessions have been identified as proper means of improving the project’s activities to the maximum so that sustainability is ensured. INTER AIDE Hydro Project will organize the training sessions and each session will be covering a total of three (3) days. Participants will include all members of any village where the training is taking place. Facilitators will be drawn from INTER AIDE Hydro Project, (Sanitation Trainer) and Ministry of Health and Population (Health Surveillance Assistant or HSA). Normally, one shall be enough from each of the two organizations. 

Topics

A. Hygiene and Sanitation

Definitions:

1. Hygiene is the practice of good health at the individual and community level. Areas of hygiene include food, water, body and environment. 
How to practice good hygiene - Good food hygiene practices

· Wash hands before preparing food

· Cook food thoroughly

· Cover food

· Wash hands before eating the food (use run and waste method)

· Eat food while it is warm

· Cover and store any left-over food properly

· Fruits/ vegetables should be thoroughly washed with clean water or cooked before they are eaten

Good environmental hygiene practices

· The house should be well smeared

· The house should be well ventilated and spacious (with enough room)

· Houses should accommodate people only

· Household members should use a rubbish pit, satisfactory pit latrine, bathroom, dish rack, food store and kitchen

· Grasses around homes should be slashed; stagnant water drained and holes in earth covered

· The household must be thoroughly swept (inside and outside) and refuse burned

Good water hygiene practices

· Sweep around the water point and clear bushes encroaching the place

· Wash hands before drawing drinking water

· Clean the container three (3) times using ashes, soap or lemons before drawing drinking water

· Do not fill the container with water to the brim

· Leaves should not be plunged in the water during transportation

· No stop-over when transporting water

· Thoroughly clean the water storage container

· Cover and set the storage container on a stand

· Use two cups at the water storage container (one for drawing and another cup for drinking it)

· Empty the storage container after every twenty-four (24) hours

· Ensure that an adult draws water from the storage container for little children

NOTE: Water from unprotected sources should be treated by either boiling 20 mn or with chemicals such as HTH.

Good body or personal hygiene

· Cut hair short regularly

· Washing and ironing clothes regularly

· Cleaning teeth daily

· Cutting finger nails short regularly

· Bathing daily

· Use handkerchiefs when blowing nose

· Wash hands with soap after going to the toilet, before eating, and before preparing food

2. Sanitation

Sanitation is the provision of facilities for the practice of hygiene. That is for proper disposal of human excreta (faeces and urine) and refuse there is need for pit latrine and rubbish pit respectively.

Human excreta is dangerous because it carries disease-causing microorganisms e.g. amoebae and bacteria. If disposed of carelessly it can come into contact with healthy people through several ways and cause diseases.

How water and sanitation related diseases are spread

1. Contaminated soil 

2. Contaminated water 

3. Contaminated hands 

4. Eating meat that is infected with tape worms 

5. Eating food that has been contaminated by flies which had been in contact with infected faeces

Routes of transmission:

A. Diseases: Cholera, Gastro-enteritis (vomiting and diarrhoea), Typhoid, Dysentery, Roundworms, 

Faeces and  Water

Routes of transmission (Hands, Food, Mouth, Flies)

Disease(s): Tapeworm 

Faeces with eggs

 (Cattle, Pigs), Beef, Pork, Mouth 

Disease: Hookworm

Faeces with eggs  Skin, Foot

Diseases: Bilharzias

Faeces ,Urine, Water, Skin

All these diseases can be prevented through proper sanitation and hygiene.

Excreta Disposal Methods

The most common means of disposing of human waste are:

1. Open defecation.  

It is the practice of defecating in the bush, fields, and open pits or under trees. It encourages fly breeding, which spread faecal related diseases. Faeces may be swept by run off water and pollute water sources. 

2. Dig and burry (cat method) 

It is the simplest and safest method of excreta disposal in remote rural areas where people are scattered. It involves digging a shallow hole with a shovel or stick and covering over the faeces that are placed there. This method is appropriate when people are away working in the fields. 

3. Pit latrine

Pit latrine is the most common means of excreta disposal in Malawi. It has a hand-dug pit, which is covered with slab and on top of which a structure for privacy is built. It can be a source of infection and smell if it is not properly cleaned especially when the cover slab around drop hole becomes contaminated with faeces and urine.

Pit Latrines 

Types of Pit Latrines

1. Traditional pit latrine 

2. It has a pit, slab, super structure for privacy and roof. 

Disadvantages:  Produces bad odours (smell) especially when many people are using it. The same can also happen if it is not cleaned.

It produces flies and mosquitoes.

It can pollute underground sources of water that is wells, springs or boreholes.

3. Ventilated improved pit latrine (VIP)

It is a traditional pit latrine installed with a vent pipe.

The vent pipe serves two purposes:

a. to control fly breeding 

b. to reduce bad odours form the super-structure and pit

4. Sanitation Platform (San Plat) 

This is a traditional pit latrine installed with a san plat; a san plat at is a pre-cast square (60 cm) concrete slab put on latrine slab around drop-hole. It is designed to give better hygiene and safety around the drop-hole where the risk of falling in is greatest. 

How is a san-plat made:

A san-plat has raised footrests helping the user to find the right position not to foul the surface around the drop-hole. It has smooth and sloping surfaces, which makes it easy to clean. It has a tight fitting lid, which stops smell, flies and cockroaches. It has key shaped drop-hole, safe for smallest children and comfortable to use. 

5. Trench Pit Latrine 

6. It is also a traditional pit latrine. A trench (that is, an elongated pit) is dug and a super-structure with several compartments is constructed over it. It is suitable in places where there are public events that is, schools, camps, markets and others. 

7. Composting Pit Latrine

A two-compartment box is which acts as a pit is constructed about one metre (1m) high from the surface; each compartment has an emptying door. A slab with two drop-holes is put on the box and then a two compartment super structure constructed on it.

One compartment is used at a time. When it is full, it is closed and the other is opened. By the time the second compartment also fills up, the faeces in the first compartment will have become smell and disease free. The waste is then emptied and used as manure. The compartment is then ready for re-use.

Siting A Pit Latrine

The following points should be considered when sitting a pit latrine:

a. Distance from the nearest underground water source (well, spring, borehole) 

i. A pit latrine must be dug at least 50 metres away from the well or borehole when the site is on level or below water source. 

ii. When the site is higher than the water source, it must be at least 30 metres away from the water source.

b. Distance from the dwelling house 

c. In rural areas since houses are well spaced, the latrine should be situated about 10 metres away from the dwelling house. If it is a VIP latrine, it can be nearer or inside the house. 

d. Drainage of run-off water

A latrine must be situated on a dry ground where water drains away preferably down wind of it.

Construction and Technologies

A hole (pit) may be protected from collapsing by:

i. lining with bricks 

ii. Using a nkhokwe structure 

iii. drums

Squatting slab

i. Log 

ii. Concrete slab (cement, sand, course aggregate) 

iii. Bamboo 

iv. Stones 

v. Bricks built in arch

Super-structure

i. Poles and mud 

ii. Grass and poles 

iii. Banana leaves 

iv. Bricks 

v. Mdindo 

vi. Iron sheets 

vii. Sacks, cartons 

viii. Asbestos sheets

Roof

i. Glass 

ii. Plastic paper 

iii. Thatch 

iv. Iron sheets 

v. Asbestos sheets

Vent-pipe

i. 4-inch diameter PVC pipe 

ii. Bricks (chimney) 

iii. Metal sheet

In Sandy Soils:

In sandy soils the walls of the pit collapses when digging or after the super-structure has been built. This problem may be solved by:

i. Using nkhokwe made of bamboo then sink into the pit. 

ii. Lining the walls woth baked or unbaked bricks. 

In high water-table Area

In water logged or places where the water-table is high, it is difficult to dig a stable deep pit. The following measures should be taken to avoid problems:

i. sinking drums 

ii. widening the pit 

iii. increasing the pit or hole by extending it outwards with brick wall

The pit should be deep enough: 3 to 5 metres is preferable. A round pit of 0.9 to 1.2 metres diameter is stronger and less likely to collapse than a rectangular one. 

Community Process 
A. Problem Identification 
The community should decide on the type of project they want.

Problem Identification: in order to decide on the project type the community needs to know the problem they want to deal with to improve their health status. Water and sanitation related problems could include the identification of waterrelated diseases, their names and transmission routes.

The community members should be able to mention some of the diseases such as: cholera, diarrhoea, dysentery, birharzia and others.

Transmission routes include:

-Unsatisfactory pit latrines, that is:

(1) No cover

(2) No hand-washing facility

(3) No permanent wall or roof to provide privacy and shelter from rains or sunlight 

(4) Not far enough from the dwelling house or water points

-Unprotected water points

-Disposal of human waste in an open place for example, in the field, bush or directly in water

-Unwashed hands

-Uncovered food

-Left-over food not heated before eating

-Several people washing hands in one bowl before eating

-Uncovered drinking water pots or containers

-Household rubbish with no pit to dispose off refuse

Suitable solution to the problem

The community should identify the most important and suitable solution to the problem or problems for example:

-Protection or construction of water points

-Construction of satisfactory latrines

-Digging of rubbish pits 

-Safe Water Project

Responsibility for the project

-Community (the community should identify the person or persons to run the project) 

Rationale of the Project

-State the problems that will be solved or reduced by the project

-State possible solutions that have been considered and the criteria used to choose their specific solution (the project)

-State how they have ensured that the majority of community members support the project and are willing to participate to its implementation

B. The Community Vision of the Project / Objectives 

-Goals of the project and beneficiaries

-Benefits expected from the project and the community groups who will most benefit from the project should be described precisely

Immediate results (output) to be produced in order to achieve the goals

The main objective of the community may be stated as: To have sufficient and clean water available for the community

The outputs required to achieve this goal:  an example of the output may be that boreholes in the community are rehabilitated

Activities/Steps to take to achieve the output: (example for Borehole rehabilitation)

	Output
	Activities
	Responsibility

	Borehole(s) are rehabilitated
	1. Identify the borehole to rehabilitate
	Community

	
	2. Report to IA
	Community

	
	3. Set date to check borehole
	Community, IA

	
	4. Community mobilization
	Community

	
	5. Check the pump
	Community, IA

	
	6.1 Identify fault

6.2 & report to community
	IA

	
	7. Community decide how to solve the problem of borehole
	Community

	
	8. Report to IA
	Community

	
	9. Set date to work on borehole
	Community, IA

	
	10. Collaboration
	Community, IA

	
	11. Set date to start rehabilitation
	Community, IA

	
	12. Remove broken pumps
	Community, IA

	
	13. Fit new pump
	Community, IA

	
	14. Set date for VLOM training
	Community, IA, HSA

	
	15.0 VLOM training
	Community, IA, HSA


Materials or inputs required to produce the outputs:

	Activities for which inputs are needed
	Materials and/or equipment needed
	Sources

	- Check the pump
	-Spanners

-Fishing tool

-G-Clamp
	IA

	- Remove broken pump(s)
	-Spanners

-Fishing tool

-G-Clamp
	IA

	13.0 Install new pump(s)
	-Complete pump(s)

-Spanners

-Rope

-G-Clamp

-Fishing tool

-Solvent cement

-Tape measure

-Cleaning fluid

-Hacksaws (handles+blades)

-Waster
	IA

	15.0 VLOM training
	-Training materials

-Foodstuffs 
	IA, HAS, CDA, WMA, Community


· The different types of tools to use:

· Song messages 

· Drama

· Sanitation posters

· Slides/Video

· Focus Group Discussion

· Pile Sorting

· Story-With-A-gap

· Perception Scale

· Ranking (Pairwise)/Scoring: (Matrix), (Direct)

· Mapping 

Duties or Functions of the Hygiene and Sanitation Committee

-Ensure that the community members have good hygiene and sanitation practices at community level

-Organise a health-talk for the community

-Visit each and every household to ensure have good hygiene and sanitation practices at the household level

-Mobilise the community for hygiene and sanitation activities

SANITATION TRAINING SCHEDULE FORMAT

	DATE
	TIME
	TOPIC
	FACILITATOR

	Day 1
	8:30-10:00
	1. Climate setting 
2. Hygiene and Sanitation

3. Waste disposal (latrines) 
	 

	
	10:00-10:30
	BREAK
	 

	
	10:30-12:00
	(3) Water and sanitation related diseases
	 

	
	12:00-13:30
	Lunch
	 

	
	13:30-15:00
	(4) Topic 3 continued

Tools: Sanitation posters, Health-talk, Drama
	 

	Day 2
	8:30-10:00
	REVISION

(1) Transmission routes of water and sanitation related diseases
	 

	
	10:00-10:30
	BREAK
	 

	
	10:30-12:00
	(2) Prevention
	 

	
	12:00-13:30
	LUNCH
	 

	
	13:30-15:00
	(3) Continuation of topic (2)

Tools: Sanitation posters, Field visit, Slides/Video, Ranking/Scoring
	 

	Day 3
	8:30-10:00
	REVISION

(1) Community decision on project they want
	 

	
	10:00-10:30
	BREAK
	 

	
	10:30-12:00
	(2) Duties and functions of a hygiene and sanitation committee
	 

	
	12:00-13:30
	LUNCH
	 

	
	13:30-15:00
	(3) Continuation of topic (2)

Tools: Group discussions, Perception scale, Pile sorting (gender balance), Mapping
	 


Technical Meeting

Broad Objectives

The meeting is conducted before water point or other project construction in the village has started. The main objective of this Training step is to finalize the project elaboration and take agreement on the organisation and construction aspect.
Specific Objectives

1. To organise with the community the materials and human resources within the village. 

2. To establish the practical collaboration during the civil work.

3. Develop a village and community level ownership through the work.

Method 

The actual construction can be a support for community development project and increase if it is considered as part of a continuous process. A successful project depends from a lot of different criteria. One of the criteria that influences most the sustainability and ownership is a good organisation during the construction period & good quality civil work. Meeting and information talks will be organised with that objective.

Topics

A. Practical Project Description

Introduction:

1. Collaboration definition 

2. Project Description.

Do we agree on the same project with the local communities?

Which land did the community allocate for the project 

-Mapping 

-Talks

Materials needed

Through quotation or other way it's important to identify all needed materials:

1. The community has to be aware for the project cost. 

2. The community also need to identify also the materials needed. 

3. The responsibility of each partner (IA Project, community or other) for the materials & equipment has to be clearly decided. 

4. The quality & quantity of local materials must also be clearly defined; the initial work (digging) must also be clearly defined & explained. 

5. The community officialy takes the responsibility of the materials (bricks, sand and stones +water when it's not available around the construction site).

Initial Work

Digging

1. Incase of pit latrine or shallow well, an initial work (digging) has to be started. 

2. This digging will be done up to a reasonnable depth (to be defined precisely). 

The depth should not be dangerous for human being ( it depends on the type of soil and on the water-table level).

We do not need technical materials such as generator, compressor, pump... Otherwise a process technician or trained builder will manage the technical aspect.

3. All digging must be safe

During the construction, prevention of accident is the first rule to avoid accident. A protection will be installed. It will be the programme Builder’s responsibility as well as  the community’s.

Field Preparation

The allocated field should be prepared before any work. 

a. Social Aspect: the decision about the localtion of the water point is taken by the whole community for the entire community: It must be convenient for every body . It will only be used by this community. 

b. The area will be cleared.

Road Maintenance 

In case of accessibility difficulties (especially for borehole) the community is responsible for road maintenance before the construction starts. 

Programme participation

A. Materials identification

Description of the materials provided by the programme and tools used.

B. Human ressources

The field coordinator or technician introduce the programme builder.

The Community work during the project 

All phases

During all phases between two and 8 people will be needed to help the builder for the civil work. That means the community need to organise itself to participate. 

Accomodation:

During the civil work the builder will stay in the village. The village will provide him with adequate accommodation:

· Provide him a save place to rest and to store the tools. 

· Provide him lunch and necessary food for the working days. 
Materials supervision

· Explanation of materials and cement bags supervision. 

· Explanation of the expected use of the materials 

· Definition for safe storage 
Time Frame

The community and the IA project must agree on a deadline and time frame.

PRE TRAINING

At the end of the civil work the pre-training shows how the pump works. 

In order to avoid to set new and unknown technologies in the project and before the VLOM Training the programme decided to train the villagers when the pump is set.

PRE TRAINING OBJECIVES AND DETAILS 

1. This training always takes place during the pump installation in the village. 

2. The training is done to teach and show villagers the different parts of the pump 

3. The training also helps the villages to know the function of the different parts, their location, prices and how the pump works. 

4. The training also aims at giving the responsibility to the villagers of the water points in terms of cleaning and pump monitoring. 

5. The training also introduces the next VLOM Training as a Hygiene, sanitation and maintenance management training. 

Materials: Tools , Spanners, Cylinder, Spares parts, Blue book,.. Fishing Tools, Posters.

Time: One half Day

VLOM Training 

Definition

The VLOM concept varies depending on who is using the phrase. 

Pump producers utilize the acronym as an addition to their trademark to indicate that their products is fit for the most remote communities, for which it will ensure water for years on end as only a few parts need to be changed and this can be done by the users themselves. 

Planners see VLOM as a way to privatization, thereby reducing the burden on government expenditures; government institutions directly responsible for rural water supply regard VLOM as a means of reducing pressure on already overburdened public maintenance teams. 

All of these viewpoints are true, but none of them takes into consideration the full range of structures needed to ensure that the VLOM creates a sustainable water supply. Further, none recognizes that VLOM is not only a technical concept but just as much, if not more, a socio-economic concept that has a large amount of community development attached to its introduction and function.
 Where the project is concerned the essential elements of VLOM are as follows:

· The community is a structure that can accept overall responsibility for water points and their maintenance. 

· The groups and individuals will need adequate knowledge and skills 

· A technology that is truly amenable to VLOM especially with respect to price, ease of maintenance and repair 

· A reliable system for the supply of spares parts 

· Viable institutional linkages with government ministries

Once VLOM has been introduced, it is a dynamic process, that needs constant development and refinement to cater for the increased skills obtained by the community that will ideally, take ultimate charge of the maintenance system, through private business structure(s).

The introduction of a maintenance system for a new technology to a population is a long process, clearly not yet complete. Besides, training is an essential part of the introduction of a maintenance system. Support is needed to ensure that when problems arise they are immediately discovered, explained, discussed and solved. In this way the receiving community builds up confidence in its own ability to deal with the technology introduction, but also, develops an awareness of its ability to become more self reliant.

VLOM TRAINING OBJECIVES AND DETAILS

SOME OF THE VLOM Training DETAILS

1. The training is done to teach and increase the villagers’ skills in pump maintenance.

2.  To check the pump committee’s capacity and ability.

3. To increase the villagers’ skills on the maintenance system. 

4. To Improve sanitation and hygiene within the villages.

Material needed

Blue Book, Posters, Spanners, Cylinders, Fishing Tools, Spare parts, Flip Chart
VLOM Evaluation

Broad Objectives 

The VLOM Evaluation mainly assesses the project process and evaluates the community’s capacity and organisation for maintenance.
Specific Objectives
1. To assess the maintenance skill 
2. To assess hygiene and sanitation within the village.
3. To evaluate the Sanitation and maintenance committee.
4. To identify and target the problems the community might face in implementing the project or with maintenance (the problems identified will be discussed during the “Refresher Meeting”).
Method 
During this time no training will be done. It's only an assessment time. The Trainer has to adopt a neutral behaviour.
Topics
A. Neutral Behaviour 

Introduction:
VLOM Evaluation Form: With this form the trainer will be able to write the maintenance process, the committee organisation and the hygiene and sanitation pratices within the village.
Materials needed
Form +Pens +additional paper.
Neutral Behaviour
The trainer has to adopt a neutral behaviour
· No answer will be inserted within the question. 

· The trainer has to write down what he sees. 

· The adequate time must be given to the community to achieve the maintenance steps (not to long, no to short) 

· The trainer must not stay to act as an advisor. 

· For the maintenance funds and organisation. The trainer has to see what can be seens (cash box, spare parts in hand,...) 

· For Hygiene and sanitation: he must check the existing hygiene and sanitation facilities. 

 

Preparation of the VLOM Refresher
A. Appointment is fixed 

The appointment for VLOM Refresher Training has to be fixed. And the aim and topics of this Refresher have to be explained.
B. At the end of assessment, the trainer has to ask to the community to target the existing problems for the refresher training 
VLOM Refresher

VLOM REFRESHER MEETING Objectives

1. The VLOM refresher meeting takes place after some months or when the VLOM evaluation occurred 

2. The training mainly aims at discussing the problems on maintenance, evaluation and sanitation with the villagers

3. To introduce the spare parts of the pump, their use and function, their selling prices, places or marketing places you can find spare parts and pumps (new or used) 

4. To train the villagers on how to dismantle and assemble of the pump. 

5. To introduce the villagers on leadership skills, on sanitation and hygiene, and on maintenance fund management

TOOLS USED

Flip charts, markers, Booklets, Slides, Posters, Blackboard

 

FIRST DAYOF THE VLOM REFRESHER MEETING

	TIME
	ACTIVITY
	FACILITATOR

	900-930
	INTRODUCTION

(CLIMATE SETTING)
	TRAINEES

	930-1030
	LEADERSHIP AND PROBLEM SOLVING

(GROUP WORK)
	//

	1030-1100
	 

B R E A K
	//

	1100-1200
	THEORY : SANITATION 

(GROUP DISCUSSION)
	//

	 

1230-1330
	L U N C H
	//

	1330-1430
	PRACTICAL SESSION OF SANITATION 

(GROUP WORK)
	//

	1430-1500
	REVISION AND EVALUATION
	//

	
	
	


 

 

SECOND DAY OF THE REFRESHER MEETING

	TIME
	ACTIVITY
	FACILITATOR

	900-930
	INTRODUCTION

(CLIMATE SETTING)
	TRAINEES

	930-1030
	SPARE PARTS OF THE PUMP SELLING BY THE LOCAL ACTION COMMITTEE(LAC)
	//

	1030-1100
	B R E A K
	 

	1100-1200
	THEORY :PREVENTIVE MAINTAINANCE

(GROUP WORK)
	//

	1200-1330
	L U N C H
	 

	1330-1430
	PRACTICAL SESSION ON DISMANTLING AND 

ASSEMBLING OF THE PUMP
	 

	1430-1530
	REVISION AND EVALUATION

(SLIDES)
	//


Behaviour of a trainer


Why need a tool for training? 

- Attention and motivation 


“Staying three days learning, watching, I can't enjoy spending my days like that”. Such kind of training where people must sit and watch and listen only will not attract many people. The persons attending the training have to be interested, and must remain concentrated during three days. To optimize the training time, several communication or training tools have to be used. 


- Participatory way. 


The IA water & sanitation projects are based on a participatory approach. Ownership and capacity building are not only technical concept. The trainer appears as a facilitator and the training tools as a communication way. The training has to be a time for the community,  where villagers can share and discuss ideas with some other people. The tools are used to involve the community people in the thinking and decision. 


- Discovering of local capacity. 


Every village is showing his specific skill, experience or other capacities. To avoid the differences of people and avoid mistake for the collaboration within the village the trainer should know that village capacity, collaboration, motivation. Through some training tools the trainer could estimate the willingness of the people. 


- Answer from people. 


Participatory approach means also village collaboration not only during the civil work and the following up but also during the first steps of the project process. If we need an answer from the community we need o establish an adequate environment to receive this answer. This is why different training tools are used.


- Lively time. 


To make sure people remains motivated and concentrated, the training must not be boring. The trainer can use a lot of different techniques & tools. He is not a teacher. The training must be a sharing time involving everybody. The facilitator has to give a pleasant atmosphere and motivation through his attitude and behaviour. 


- Memorisation. 


Usually the people attend a lot of meeting but our training must be different if we want the villagers to remember the message. 


- Moving step by step. 


The training is based on a lot of messages and tools can be used to proceed from one message to the other : starting from the villagers experience or skill or knowledge to go to another message, for example.


- Motivation of the trainer. 


To repeat and repeat many time the same sentences is boring. A lively & participatory training helps him to enjoy and discover new things. 

…

Tools Slides 
  -          Thematic. 


Any topic can be presented with slides. But the tool is not a finality on its own. It only is a tool to help us achieve our objectives. Hygiene and sanitation behaviour change, sharing of good practices,  a planning for the civil work… every topic can be presented with the help of slides. 


-          Preparation. 

The first step is to know the messages, to write it on a paper and to organise the topic process. When all the process and ideas are laid on papers we can see which pictures / slides could illustrate our items. 


-          Way to use it. 

Some rules exist to have the good attention at the training. There are experimental rules coming from experience. 

· Every slide has to stay on the screen more than 10 seconds and less than 30 seconds without speaking about, it in order to let enough time to assimilate the new picture. It can stay more time if the trainer & trainees are speaking about the slide. 

· The slide does not have to be the perfect thing. It’s only a example. 

· For some slide the facilitator could ask to one or two community members what they see. 

· The message is the important point. The slide should be simple and with only a few details on it. For example don’t show a slide witha lot of people: the community members could try to recognise one of their relatives or others. 

· The slide should be in relation with the message!

· It should be clear and easily understood. 

· The facilitator should stand next to the screen so that the community members don not have to turn the head every time he speaks. 

· The facilitator should know without seeing what is on the slide. 

· Slides should be ready before the training starts!  


-          Materials and environment for show. 

· The projection room must be dark. 

· The projection surface (screen) is made with a white cloth or on a white wall. 

· The community members sits 3 meters away minimum and 25 meters away maximum (depending on the screen size). 

· Everybody must see the screen. 

· The generator must be far enough the projection room. 

· Quiet is welcome. 

-          When to use it. 

It’s preferable to use the slides at the end of the training session. In any case, a presentation of the topic should be done before the slides are shown. 

-          Facilitation. 

Many ways can be used by the facilitator in order to link with the slide 

· The example: “As we see…” the facilitator could illustrate the topic by the slide. 

· The generator of idea: “ In your view, what could be the future after this slide?” 

· The understanding for the previous training step: “Is it good or bad what you see on the slide and why?” 

· The sharing “What do you see on it?” 

· It could also assist a story done by the facilitator. 

· A lot of other techniques can be uses….
- Comparison with videa: advantage and disadvantages. 

	  
	Slide
	Video 

	Speed 
	Even it’s a new technology for most of the people it’s quite possible to reduce the flow of information. Therefore the people can get used to this tool rather easily. 
	We do not control the speed in a a video. For most of the villagers this technology is quite new and it takes a long time to get used to it. It is not easy to stop it without cutting the message. 

	Communication 
	The quality depends from the facilitator : he can adapt the message to the community. 
	Some good video can explain a message in a perfect way. But it’s not possible to adapt it to the public. 

	Question 
	Questions from community members are welcome and it’s possible to change the time frame to include questions / answers 
	Questions are possible but only at the end of movie step. 

	Movement 
	It’s quite difficult to include movement in slide. An action or attitude can be explained but without seeing it. 
	Movement is possible but it needs to be remembered. 

	Participation 
	asking participation from the community members during the slide presentation is possible and required. 
	Participation is quite difficult. The community members are staying as spectators. 

	Size. 
	When a lot of people are involved it’s better to use a big screen. 
	The quantity of people is limited to attend the training step otherwise they couldn’t see the television screen. 

	Sound 
	The sound is depends from the facilitator and he can manage if noise appears. 
	A good TV set is required to listen to the video correctly. 

	Time 
	The number of slide canbe modified according to the available time. 
	A movie has a fixed length. 

	Quality 
	The general quality of the tools depends from the facilitator more than from the equipement 
	Very good quality of video could be found in organisation or realised by ourselves 

	Facilitator 
	The facilitator controls the training better 
	A lot of work is asked after the movie or document. 

	  
	  
	  


A Hundred Seeds

Purpose

· To obtain an approximate percentage

· Distribution of any concept, for example,

· Sharing of earning and financial

· Responsibility within households.

Process

· The 100 seeds game gives insight into who carries the burden of paying for improvements in water, sanitation, and hygiene and from what resources. For this purpose each focus group (male, female, rich, and poor) is given 100 seeds. The seeds represent the total income of men and women in the typical household in the group.

· Discuss first with the group who are the typical income earners in the common household. If there is more than one pattern, that is, sometimes only the males earn, sometimes also the female or only the female, then determine what the two or three typical patterns are and conduct the exercise for each pattern.

· The participants group the seeds, or ‚money, into the percentages each member of the household (father, mother, older son, older daughter, and so on) earns in cash or the value of in-kind earnings. The number of seeds constitutes the percentage of the total household income contributed.

· The group then lists the type of financing responsibilities each earner has in the household and divides each pile into the proportion that person uses for these purposes and for personal objectives. Payments for water, sanitation, and hygiene are identified among those made for the family.

· Having divided the seeds per earner into piles and transferred the numbers onto the slips representing the matching type of financial responsibility, the group then judges whether women in the family contribute relatively more to water, sanitation, and hygiene than men or whether the payments and responsibilities take into account, or are even in proportion to, the levels of earning of the family members concerned. Having come to a conclusion the group scores the results.

Minimum information to emerge

· Intra-household pattern of earning by different members as perceived by groups of rich men, poor men, rich women, and poor women.

· Intra-household pattern of paying for household necessities, including water supply, sanitation services, and household hygiene (who pays for what?).

· Extent of division of financial responsibility between men and women in the household for household water supply, sanitation, and hygiene.

How to analyze this information

This exercise increases understanding of how financial responsibility for services is shared within households. Facilitate a discussion by referring to the visual output and asking for reasons for the emerging pattern of financial responsibility. Do the payments made look proportional to differentials in earning by different household members? Is the financial responsibility fairly shared? If not, why? What The 100 seeds game in a community, East Asia and Pacific might make it fair? Is the responsibility mostly that of men or of women? Why? Score the results with the group by presenting

the relevant scoring formats.

Materials required

· 100 large seeds, such as tamarind seeds, black beans, kidney beans, or small pebbles

· Picture cards depicting different economically active members of the household

· Slips of paper to record specific financial responsibilities

ROUNDS

ROUNDS are sentences started by the reviewer which are finished by each person in turn. The sentences can be about facts or feelings, self or others, past, present or future. 
Rounds introduce some basic principles common to many reviewing methods, such as the right to be heard and the right to pass. 

Rounds are particularly useful ...

· when everyone has got a lot to say 

· when there is unbalanced participation in a group 

· when searching for a review topic 

· for quickly checking how each person is feeling (or thinking) 

· to create a particular mood

SENTENCE BEGINNINGS

Rounds can be pitched at any level. By trying out different sentence beginnings, the reviewer can find the level at which people are most willing and able to take part. Amongst the advantages of sentence beginnings over questions are that:

· they require less thinking (half the 'answer' is supplied) 

· they usually produce clear statements (full sentence answers) 

· their regular repetition helps to keep answers to the point 

EXAMPLES
· The high point for me was when ... 

· The low point for me was when ... 

· The hardest thing for me was ... 

· The easiest thing for me was ... 

· What surprised me was ... 

· Something I knew would happen was ... 

· Nobody listened when ... 

· I'm really pleased that I ... 

· I wish I had ... 

· I felt like going home when ... 

· If I'd had a camera ... 

· If I could do it again I would ... 

· I wish I had been asked ... 

· I was annoyed when ... 

· My motivation went down when ... 

· My motivation went up when ... 

· I was helped by ... 

· I helped ... 

· I appreciated ... 

· I was appreciated by ... 

· I'd like to complain to ... 

· I'd like to congratulate ... 

· I'd like the group to tell me ... 

· One last thing I'd like to say is ... 

SOME USEFUL SEQUENCES AND COMBINATIONS

EXPRESSION
What I found difficult, easy, interesting, satisfying...

FEEDBACK
I felt ... when you ... (One round about each person)

LEARNING
What I learned ... What I'm beginning to learn is ...

PLANNING
If only ... Next time ...

CLOSING
I'd like to thank, apologise to, congratulate ...

HINTS

People may not listen well if they are too anxious about what they will say for their turn. This pressure can be reduced by:

· allowing time for thinking or making notes before a round starts 

· allowing passing, or repetition of what someone else has said 

· starting with different people for each round 

· Rounds can be overused with the result that the routine stifles discussion rather than stimulates it - so mix rounds with more free-flowing methods. 

 

"Learning from experience = going round and round in ever increasing circles"
Raising SELF-ESTEEM Through Activities

Escaping the Vicious Cycle

People with high self-esteem tend to keep it that way by blaming external factors for their failures and taking personal credit for their successes.

People with low self-esteem tend to keep it that way by blaming themselves for failures and not taking any personal credit for successes. They might attribute their success to luck or to someone else's actions. So despite their "success", their self-esteem and motivation remain low and they are caught in a vicious cycle from which it is difficult to escape.

Through experiencing success and taking credit for it, people with low self-esteem will regain some sense of control over their lives again.

13 Strategies for raising self-esteem

1. Using activities in which people already feel confident, and reviewing their experience.

2. Reviewing positive experiences in ways which highlight what individuals contributed to success.

3. People doing an activity twice, highlighting relative successes on the second occasion.

4. Doing an activity once to overcome a fear.

5. Negotiating and reviewing targets related to an activity, highlighting how abilities were underestimated at the beginning.

6. Using the group to identify and support the achievement of individual targets.

7. Ensuring that there is a sense of progression for each individual.

8. Searching out suitable opportunities for delegating and trusting so that people have real responsibilities for the organisation or quality of the activity (and are not simply "consumers" of the activity).

9. Encouraging activities in which early success is likely, and in which there is a good chance of further successes soon after.

10. Converting competitive games into co-operative or creative ones.

11. Using a variety of review techniques which give individuals plenty of scope for expressing positive experiences.

12. Encouraging adventurous activities, especially activities likely to generate experiences of self-control, taking risks and achieving what seemed impossible.

13. “Reframing" an experience which is seen as a failure: every cloud has a silver lining.

14. Find a 14th and it will raise your self-esteem. Could creativity be the clue?



21 ways in which activities can reduce offending

1. Taking part in activities can reduce opportunities for committing offences.

2. Clients/participants might see a mixture of 'work' and 'play' as a fair deal, and be more willing to 'work' when 'play' is part of the deal.

3. Activities can help to develop relationships with workers. Better relationships, in turn, increase the range and quality of work that is more directly related to offending.

4. Activities can assist group functioning and development, which in turn can improve the quality of group discussions about offending.

5. Doing activities with police officers or other authority figures, can change attitudes all round. This can help to reduce offending and helps to avert or defuse any future confrontations.

6. Activities provide more opportunities for positive assessment, and can surprise workers about a person's capabilities and good nature. This can reverse the 'labelling' effect: damaging labels such as 'troublemaker' get replaced by more optimistic ones.

7. Experiences of success in activities can help to develop self-esteem. This can affect offending behaviour in which low self-esteem is a contributory factor.

8. If a person gains self-esteem both from activities and offending, then lawful activities can become a substitute for esteem needs which were previously met through unlawful activities.

9. The reviewing of positive experiences in activities can help to establish reviewing itself as a positive experience. Reviewing skills can then be applied to offending issues.

10. The reviewing of negative experiences which arise during activities can provide useful insights into difficulties that are related to offending.

11. When clients/learners are involved in the organisation and design of activities they become more capable of influencing events around them. They may be less likely to get 'caught up' in offending as a result.

12. Through 'social action', people can benefit both from the process of making things happen and from the results of their efforts. Living in a less hostile, and better resourced neighbourhood they may have changed some environmental causes of offending.

13. Activities can be set up as skills training exercises. Improved skills in, for example, decision-making, problem-solving, planning, assertiveness, or self-control can reduce the chances of further offending.

14. Action replays of situations which cause difficulty is an active approach to 'exploring' offending. This can be prepared for by each person drawing a strip cartoon 'script' of events which led up to their offence. Acting out the situation with others, changing roles, or directing their own 'replay' can be followed by discussing or trying out alternative courses of action, such as being more assertive or opting out early on.

15. An activity can be related to the offence by making amends for the offence in some way, whether directly or indirectly. For example: making gifts for victims of crime; coaching a football team following street fighting; repairing or redecorating following vandalism.

16. Sponsored activities from litter clean-ups to parachuting can be used to raise funds for causes chosen by people, such as victim support groups.

17. By organising activities for helping to keep others out of trouble, people may themselves become more motivated to stay out of trouble.

18. Transformational experiences (similar to spiritual conversion) which result in ex-offenders dedicating themselves to working for others (e.g. involved in social work with offenders). This in turn creates role models who demonstrate to others that dramatic changes in lifestyle are possible.

19. Loosening up 'personal constructs' (Kelly) or 'unfreezing' (Lewin) so that people are more open to learning (e.g. their sense of freedom and curiosity is awakened).

20. Direct experience of an alternative culture or lifestyle so that people are aware of alternatives which they may then choose to adopt or adapt.

21. Using activities as a basis for values clarification work.

ACTIVE REVIEWING
  Bringing the worlds of talk and action together

	When words are not enough  The purpose of reviewing is to assist the process of learning from experience. This paper outlines some active* approaches to reviewing that offer a way forward when words are not enough, or when words get in the way. 


ACTIVE REVIEWING active reviewing improves our ability to learn from experience. Most active reviewing is simple, basic and direct. Used wisely it can enliven and sharpen the process of reviewing experience. 

Integrating the worlds of talk and action 

· Over-reliance on words can restrict our ability to learn from experience, however articulate or inarticulate we may think we are. 

· Talk and action tend to inhabit distinct and separate worlds, especially when there is a clear demarcation line between doing and reviewing. 

· The more separate these worlds, the less likely it is that learning from experience is happening. 

· Active reviewing brings these worlds closer together, by narrowing the gap between theory and practice. 


	 
	The benefits of active reviewing The benefits arising from the habit of active reviewing can include: 

· More effective learning from experience 

· An improved confidence in translating words into action, trying out ideas, making decisions happen, and turning plans into reality 

· Soundly based resolutions and action plans. The transition of learning from a course is more likely to happen if plans for the future have already been rehearsed in some way while on the course. 

· Language is more likely to be used accurately, responsibly and sensitively. When language and action are no longer 'safely' separated, the quality of communication can only improve. 

Active reviewing complements discussion-based methods - it does not replace them 
There is a risk that active reviewing might be seen as 'anti-language' or as an attack on the value of verbal reviewing. It is the trainer's responsibility to maintain a suitable balance between language, action and any other media which are used for reviewing. Active reviewing methods simply extend the choices available for learning from experience. 

Preparing for active reviewing

Setting up new languages  It is useful to have a wide range of options instantly available when reviewing. If a trainer intends to use active techniques during a review, an earlier session involving communicating through action can prime the group for using 'active language'. 'Active Images' is an example of setting up and using a new language: 

ACTIVE IMAGES  In a course which has 'teamwork' and 'leadership' as themes, each group member can be asked to demonstrate an ideal active image of 'teamwork' by directing the rest of the group in a short realistic or symbolic presentation. These presentations can then be readily adapted during later reviews to illustrate how the group is actually working as a team, and to represent people's changing views about teamwork or leadership. 

Setting up conventions  A number of games, communication exercises or movement exercises can be used to set up a range of conventions for use during reviewing. Strict observance of conventions can be just as vital to the success of a review as it can be to the success of a game. 

A group which already knows various conventions and has experienced their value, is more likely to be responsive when such conventions are re-introduced during a review. 
The discipline of 'rounds' or of 'sustained silences', or the precedent of moving everyone else or of freezing during action - these are just some of the conventions that can be valuable during reviewing. 

CONVENTIONS FOR CONVENTIONS  If conventions are simply established by default (e.g. that people always sit in the same places and keep to the same pecking order in group discussions), then it is unlikely that effective reviewing will get off the ground. By making alternative conventions available in advance, trainers create more room for manoeuvre during reviews - both for themselves and for participants. 

Examples of active reviewing 

Action replays: improvised group re-enactments of a group event 
Action replays are the basis of many active reviewing techniques. The purposes and variations of action replays are endless. Purposes include clarifying what happened (1-3 below), celebrating what happened (4-5), investigating what happened (6-9): 

1. keeping everyone in the group informed about what others were doing (especially where a group has split into smaller units during an activity) 

2. informing others outside the group about a group event (or possibly just to update the trainer following an independent exercise) 

3. reconstructing a distant or complex event (to help people recall and relive the facts and feelings of an event) 

4. celebrating a success (and appreciating more about what contributed to the success) 

5. helping people to see the serious side of a humorous incident (or vice-versa) 

6. agenda-raising (using an action replay as a sweep search for issues to review) 

7. awareness-raising (bringing out different points of view and disagreements) 

8. focusing on issues which participants have found difficult to recognise or confront during the activity 

9. analysing a problem (similar to reconstructing the scene of a crime) 

Action Pre-plays (or rehearsals)  Pre-plays (or rehearsals) are a natural development of action replays. They simply focus on future possibilities rather than on past events. Acting out alternative courses of action is more committing than talk, but is less committing than the real thing. 

· pre-plays create quick and convenient opportunities for second attempts (compared to real second attempts). There may also be fewer distractions from key issues. 

· pre-plays create opportunities for experimenting with alternatives 

· individuals can swap roles with each other, leading towards criticism becoming more constructive... 

Reviewing By Doing: active testing of theories during a review  Course members arrive with theories about what a good manager or a good team member does. They record their theories for display, and after doing some group tasks and receiving feedback from observers, the group considers whether to adjust the theory and/or their practice.  Groups also develop theories about themselves and each activity may put such theories to the test. 

Testing theories is a sound process, but groups can sometimes delude themselves. Reviewing can be a time for examining any of these theories (whether about managing, or about teamwork, or about the nature and behaviour of their own group). Trainers should be alert to opportunities for testing out theories - especially suspect ones. 'EXCUSES' provides an example of this. 

EXCUSES 
A group which was highly disorganised following their arrival at a remote and basic mountain hut came up with a theory about themselves during their initial review in the hut. This went along the lines of: 

"...it was dark..."

"...we'd never been there before..."

"...we were tired..."

"...we would manage it much better another time, or in a different 'new' situation..." 
After their return to the training centre, their disorganised arrival at the hut was reviewed for a second time. This time, the trainer darkened the room and supplied the group with three torches after scattering information about the hut's resources around the room on bits of paper.

This simulation allowed the group a second attempt to organise themselves on arrival at the 'hut'. It was just as much of a shambles. The second (active) review had exposed the inadequacy of the initial (all-talk) review and brought out a more accurate explanation of the group's disorganisation. 

Newsround Extra: sharing individual experience through action  This is particularly useful where a group has been operating in smaller units or comes together to review their individual experiences. In these situations (where there is a lot of news to exchange) verbal review methods can be particularly time-consuming. Levels of concentration and interest may be low when the time comes round for the last people in the group to tell their stories.

One way of keeping people 'involved', is to invite people to act out the story as it is told. One person acts or mimes the part of the narrator, while others take the parts of any animate or inanimate objects which turn up in the narrative. This can become exhausting and chaotic! It can become so physically involving that rather than bringing the story alive, the story gets lost as the group concentrate on the challenge of staging it. More time-consuming, but more controllable (if desired), is to give individuals time to prepare performances in subgroups. Each performance can be required to include (for example) 2 high points, 2 low points, 2 interesting points and 2 learning points. 

Sharing work experience through action  Individuals can represent their work experience or 'problem at work' by putting it into action using the group. The problem-solving resources of the group can then be harnessed by other group members offering alternatives through action. 

"SHOW ME A BETTER WAY"  A trainer was unhappy about his introductory meeting with a new group. A few days later, he invited group members to enact alternative ways of starting the course, each in turn taking on the role of the trainer. The trainer discovered a wider range of options and received useful advice as the group discussed their suitability. 


This method can help people develop constructive action plans. Symbolic and abstract representations of work can sometimes provide a more effective means of sharing than realistic representations, but both approaches have their value. 

Instant reply (through re-enactment)  This is a method of promoting understanding between groups or between subgroups. Group A has a theory, perhaps a grudge, about Group B, which is related to a particular incident. Group A now re-enact the incident as if they are Group B, and in the presence of Group B. 
As soon as Group A has finished, Group B replies with their version of what happened. Because the reply is spontaneous, it is likely that the dialogue between the groups is honest and open, with the groups learning about each other without lapsing into defensiveness and justification.

To even things up, the exercise should be repeated, this time starting with Group B re-enacting an incident as if they are Group A.

Active appraisal The presentation of mimed gifts to each other can be worth more than lots of words. These tend to be more considered and sincere than verbal 'gifts'. Verbal explanation of symbolic gifts is recommended if there is a risk of misunderstanding! 

Acting on appraisal 
"I'LL TRY OUT YOUR ADVICE"  A manager led a group on a mountain expedition, and received a thorough and constructive appraisal. A few days later he staged a re-enactment of the expedition in which he tried out the advice offered by the group. 

Search techniques  Some active reviewing techniques can be surprisingly time-efficient. Some techniques simply provide quick and easy ways of finding out what's worth talking about (although they can also be used for other reviewing purposes). Amongst these 'search techniques' are: 

· Head-Height Happy Charts in which individuals show their state of morale at various points during an earlier exercise by the height of their heads above the floor. 

· Line-ups. Attitudes, behaviours and contributions during an exercise can be quickly revealed by lining up in order of, say, enthusiasm, thoughtfulness, job satisfaction etc. 

· Alternatively, the attitudes within the group can be demonstrated by human sculptures, in which the centre and periphery of the room correspond to the centre and periphery of the group. 

In all such techniques, individuals can place themselves, and can have the option of moving one or more (perhaps all) of the others in the group. 

Key Points (conclusion)

1) Active reviewing as a group norm  Active reviewing techniques should not be regarded as the sole property of the trainer. 
Once a group is familiar with the use of active language and active conventions, then the mixing of discussion and action can become the norm - providing everyone with wider opportunities for enlivening, extending and enriching their reviews. 

2) Holistic experiences need holistic reviews  If the experiences being reviewed are holistic rather than purely cerebral, then it makes sense to offer reviewing media and methods that are suitable vehicles for these multifaceted holistic experiences. If the reviewing vehicles offered are merely discussion-based, then the less discussible aspects of experience will remain untapped, unreviewed and unharnessed. Important sources of power, energy and insight will remain neglected and underused. 

3) It's difficult to find words to express ... People interviewed after disasters struggle to find words that adequately express their feelings. Experience-based training should of course not expose people to such trauma, but the principle is the same: new and intensive experiences, however traumatic or pleasurable they might be, challenge us to find adequate ways of expressing ourselves. Experience-based learning (especially when it is also adventure-based) creates experiences that can be very rich, extensive, intensive, confusing or complex. If the quality of the experience is to have maximum impact for learning, then it must be matched by reviewing methods that are capable of dealing with the depth, essence and richness of the original experience. 

4) The reviewer's toolkit  Active and creative reviewing techniques should be seen as basic tools in a reviewer's toolkit, but they will never replace the need for the skilful and imaginative use of verbal techniques, and for facilitating group discussions. Active reviewing techniques have many purposes. At all stages of the reviewing cycle there are active techniques that can assist the reviewing process i.e. for establishing facts, for expressing feelings, for examining findings and for exploring futures. 


REVIEWING WITH PICTURES 
AN INTRODUCTION TO CREATIVE REVIEWING 

	
	The use of 'pictures' in reviewing helps learners to 'see' their experiences and to communicate their experiences to others. Pictures can also enhance the quality of communication throughout the learning cycle. 

	The reviewing techniques described in this section illustrate some of the basic tools and strategies that can be used to exploit our need to think and communicate in pictures. 


Introduction

THE BENEFITS OF USING PICTURES

Using pictures as part of a reviewing process can produce these benefits: 
1. The process of creating pictures helps individuals to sort out their own thoughts and feelings - after which they are able to express themselves more clearly (with or without the picture they created). 

2. The process of creating pictures co-operatively (in pairs or groups) encourages people to talk to each other in some depth and detail about their experiences of the activity being reviewed. 

3. Whatever is created through pictures serves as a visual aid or confidence booster in helping people to communicate their experience of the activity to others. 

4. Pictures expand the 'language' of reviewing, open up new channels of communication and generally help to develop communication skills. 

5. The picture may speak for itself, sometimes communicating more about an activity experience than a verbal picture would achieve. 

6. Pictures can be used at all stages of a learning cycle - for describing the past, for communicating about the present and for envisioning the future. 

STUCK IN A VERBAL RUT?

We all think in pictures - some more than others - depending on our 'preferred learning styles'. We can use words, tone of voice and gestures to communicate our mental pictures to others. We can also - of course - use pictures to communicate pictures! But many of us get stuck in the groove of communication by words alone - even where a picture would be worth 1,000 words (and might even save a lot of time). 
The use of visual communication tools can help people to get out of a verbal rut and to communicate more easily in both words and pictures. 

'I CAN'T DRAW!'

For some people it is 'second nature' to think and express themselves through pictures. And many people find it easier to talk when they can refer to a picture as a 'visual aid'. Unfortunately there are also many people who believe they cannot draw. Part of the skill in using picture-based reviewing techniques is in using methods that bypass such restricting beliefs. 

For example: people who say 'I can't draw!' can make use of pictures by: 

· choosing a ready-made picture 

· making a collage 

· taking photographs and talking about them 

· giving instructions to someone else to draw the picture in their mind 

· doing 'abstract art' in which there is no expectation of creating realistic likenesses. 

In a supportive learning climate, even people who think they cannot draw may take the risk and discover they can! 

THE POWER OF PICTURES

In our everyday lives we are surrounded by art, pictures, and images. We are living in an increasingly visual culture. Advertisers, campaigners, TV programme makers, creators of educational resources are continually experimenting with ways in which pictures can attract attention and get messages across. Some advertisements have no words at all. If pictures are such a powerful means of communication, why do we not make more use of them as a reviewing tool? 

Diagrams, learning models and flow charts are often used as reviewing aids, but there are many other ways in which pictures can be used in reviewing. This section introduces some picture-based reviewing tools to add to your growing toolkit. For more advanced techniques you may wish to explore the world of art therapy.

The use of 'pictures' in reviewing helps learners to 'see' their experiences and to communicate their experiences to others. Pictures can also enhance the quality of communication throughout the learning cycle. The reviewing techniques described below illustrate some of the basic tools and strategies that can be used to exploit our need to think and communicate in pictures. 

	INTRODUCTION
· THE BENEFITS OF USING PICTURES 

· STUCK IN A VERBAL RUT? 

· 'I CAN'T DRAW!' 

· THE POWER OF PICTURES 
	METHODS
· CHOOSE A PICTURE 

· MAKE A COLLAGE 

· DRAW A PICTURE 

· CARTOONS 

· SKETCH MAP 

· PERSONAL ACTIVITY MAP 

· GIFTS 


THE BENEFITS OF USING PICTURES 

Using pictures as part of a reviewing process can produce these benefits: 

1. The process of creating pictures helps individuals to sort out their own thoughts and feelings - after which they are able to express themselves more clearly (with or without the picture they created). 

2. The process of creating pictures co-operatively (in pairs or groups) encourages people to talk to each other in some depth and detail about their experiences of the activity being reviewed. 

3. Whatever is created through pictures serves as a visual aid or confidence booster in helping people to communicate their experience of the activity to others. 

4. Pictures expand the 'language' of reviewing, open up new channels of communication and generally help to develop communication skills. 

5. The picture may speak for itself, sometimes communicating more about an activity experience than a verbal picture would achieve. 

6. Pictures can be used at all stages of a learning cycle - for describing the past, for communicating about the present and for envisioning the future. 

STUCK IN A VERBAL RUT? 

We all think in pictures - some more than others - depending on our 'preferred learning styles'. We can use words, tone of voice and gestures to communicate our mental pictures to others. We can also - of course - use pictures to communicate pictures! But many of us get stuck in the groove of communication by words alone - even where a picture would be worth 1,000 words (and might even save a lot of time). The use of visual communication tools can help people to get out of a verbal rut and to communicate more easily in both words and pictures. 

'I CAN'T DRAW!' 

For some people it is 'second nature' to think and express themselves through pictures. And many people find it easier to talk when they can refer to a picture as a 'visual aid'. 

Unfortunately there are also many people who believe they cannot draw. Part of the skill in using picture-based reviewing techniques is in using methods that bypass such restricting beliefs. 

For example: 

· people who say 'I can't draw!' can make use of pictures by: 

· choosing a ready-made picture 

· making a collage 

· taking photographs and talking about them 

· giving instructions to someone else to draw the picture in their mind 

· doing 'abstract art' in which there is no expectation of creating realistic likenesses. 

In a supportive learning climate, even people who think they cannot draw may take the risk and discover they can! 

THE POWER OF PICTURES 

In our everyday lives we are surrounded by art, pictures, and images. We are living in an increasingly visual culture. Advertisers, campaigners, TV programme makers, creators of educational resources are continually experimenting with ways in which pictures can attract attention and get messages across. Some advertisements have no words at all. If pictures are such a powerful means of communication, why do we not make more use of them as a reviewing tool? 

Diagrams, learning models and flow charts are often used as reviewing aids, but there are many other ways in which pictures can be used in reviewing. Below you will find some picture-based reviewing tools to add to your growing toolkit. For more advanced techniques you may wish to explore the world of art therapy. 

Methods for reviewing with pictures

The reviewing techniques described below illustrate some of the basic tools and strategies that can be used to exploit our need to think and communicate in pictures. 

CHOOSE A PICTURE 

The reviewer will need a varied and stimulating collection of pictures (including abstract ones). Providing an assortment of magazines is the easiest option. A better option is for the reviewer to build up one or two picture scrapbooks of their own, or an interesting collection of postcards. 

Ask individuals to choose a picture which represents one or more of the following: something important about your experience; your best experience; your worst experience; what you wish it had been like; your part in the activity; what the group was like; your hopes for the next activity. 

Individuals either explain their choice or ask others to guess. The whole group can be asked to choose just one picture to represent a group theme such as 'what the group was like'. If individuals can't find a picture, they can be given the option of altering one, or drawing or describing one. 

MAKE A COLLAGE 

A collage is itself a 'picture' (which can include other pictures within it). It can be made from almost any materials that can be stuck onto a sheet of paper. The reviewer can supply an interesting variety of material, or can ask the group to search for suitable material during or after the activity (whether indoors or outdoors). 

Individuals are asked to find three items which they want to include in a group collage about the activity. The group meet and individuals explain why they want to include each of their three items. 

The group are given ten minutes planning time to decide on an outline design for the collage and to decide who does what. After planning, the group have twenty minutes to complete the collage. 

A collage need not be presented in chronological order. Other ways of organising material can be adopted. As an alternative to a whole group exercise, collages can be made by individuals or sub groups. 

DRAW OR PAINT A PICTURE 

If people are asked to draw or paint, what styles and subjects are most suitable? Realistic drawings are generally the most difficult to produce and the least useful for reviewing. For most reviewing purposes, abstract pictures are preferable, whether using expressionistic finger-painting, deliberate symbolism, or flow diagrams. Abstract pictures are easier to produce, are likely to be better talking points, and because abstract pictures are more 'context-free', any learning is likely to have a wider relevance. 

Before and After: Before an activity participants draw their expectations, or hopes and fears; afterwards they draw what happened. Pictures are compared and discussed. 

Problems and Achievements: Individuals draw one picture representing group problems during the activity and another picture representing group achievements. The whole group then produces pictures on the same subjects, incorporating ideas from each individual's drawing. A quicker (less challenging) way of combining individual drawings is to create a collage. 

CARTOONS 

As a reviewing method, drawing a strip cartoon helps people to tell the 'story' of what happened during an activity stage by stage. Creating the cartoon can also be used as means of planning the scenes and the basic script for an Action Replay. 

Using cartoons for sharing experiences 
Cartoons are a useful means for individuals to inform other group members about difficulties, dilemmas, challenges or other kinds of experience which they have encountered outside the group. Once other members of the group can 'picture' what happened, and can 'see' the sequence of events, they will find it easier to help the individual to review the experience. 

Learners might be interested in incidents which are 'unique' to just one group member, but it is more productive to keep to the kinds of events which are reasonably familiar to most group members. 

As the cartoon will be used for showing to the group, encourage large drawings (even if the figures are matchstick ones). By using A4 sized sheets for each frame, there is the added advantage that mistakes on individual frames do not spoil the whole strip - they are readily discarded and redrawn. 

As the purpose is to trace the events leading up to the final frame, 'cartoonists' are advised to start with the last frame and work backwards. 

The normal convention in strip cartoons is to introduce a separate strand of the story with 'Meanwhile...'. A useful alternative for reviewing purposes is to arrange the separate strands of the story so that they converge into a single strip - like railway sidings converging into one main line. 

Using cartoons for examining experiences 
Group members may first need to ask questions about the cartoon for clarification. Such questions also help the 'cartoonist' to understand more about the situation which they are presenting. At this point, an 'Action Replay' directed by the 'cartoonist' can be an effective means of telling the story. Participants in the replay will first need their parts explained. The 'cartoonist' (now the 'director') either plays their own part in the replay, or asks someone else to take their part. The 'director' can gain a new perspective of the situation by playing the part of another person in the story. (Ensure everyone has 'switched off' from the part they were playing before continuing.) 

Once everyone has a reasonably clear picture of what happened, the person sharing the experience asks for advice or ideas. For example, if the 'cartoonist' has chosen to present a problem, suitable questions might be: 

· 'What could/should I have done differently?' 

· 'What could/should I do to prevent this happening again?' 

· 'If I get into this situation again what could/should I do?' 

During the discussion of the question asked it is useful to refer to, alter, re-draw or re-arrange the cartoon frames. If action replay was used, drama is now easily reintroduced to look forwards - to 'test' or 'rehearse' any alternatives suggested. 

More ways of using strip cartoons as a reviewing tool 

Seeing Different Perspectives 

'Draw a strip cartoon to illustrate your own view of the event, then compare similarities and differences with others who were involved.' (Each individual produces a strip cartoon.) 

Cartoon Tapestry 

Cartoon strips are regularly produced throughout a course (either as a group task or using a rota of sub groups). As each strip is completed they are joined end to end in a 'tapestry' - telling the story of the group as it unfolds. 

Implementing Action Points 

'Draw a strip cartoon that illustrates the successful implementation of one of your action points.' 

SKETCH MAP 

When to use Sketch Map 

Producing a Sketch Map is a good starting point for reviewing 'mobile' activities such as a ropes course circuit, a search, a treasure hunt, or any kind of group journey. It is a particularly useful method when the reviewer did not observe the activity - such as when reviewing an independent expedition. 

Features and Benefits of Sketch Map 

It encourages the group to retrace their route and to relive the experience. It is an efficient way of informing a reviewer about key events and key issues. It as a highly participative reviewing method. Informal reviewing is likely to take place during the making of the map. The end-product is likely to be a useful 'conversation-piece'. The map can even be aesthetically pleasing! 

Briefing for Sketch Map 

The group is asked to produce one large sketch map (large enough for all the group to work on it together). The map should show: 

· where they went 

· what they saw 

· what they did, and 

· what they said (interesting quotes). 

Encourage the group to organise themselves so that they can all work on the map at the same time. This might, for example, involve dividing up the journey into four sections with a sub group working on each of the sections. 

If the group is a large one, then further interesting jobs can be created by adding colour, pictures, or collage pieces to the map. If any illustrative material is too large to fit onto the map, then string or wool can be used to join the material to the relevant place on the map. 

Using the Sketch Map 

The process of making the sketch map may have already involved a fairly comprehensive informal review of the activity. The map-making task only requires the group to recall facts about the experience, but conversation while making the map is also likely to involve 'expressing', 'examining' and 'exploring'. [These are the four stages of the reviewing sequence described in 'Playback: A Guide to Reviewing Activities'.] 

The reviewer can assist this review process by encouraging informal discussion if it is not happening naturally - by asking questions now and again during the making of the map. The reviewer can also (or alternatively) make a note of review points as they come up, and can summarise these points when the map is completed. 

Map-making is itself an interesting group task which can be worth reviewing, especially if there are interesting comparisons with what happened on the journey. For example: "If only you had worked together like this during the journey!" 

PERSONAL ACTIVITY MAP 

A personal activity map is a diagrammatic self-image that provides interesting talking points. 

As a memory jogger, the group list all of the activities which they have done in the group so far, and then add any other activities which any individual particularly likes or dislikes. Each person draws a large oval representing a top view of their head, and draws a line dividing the left and right hand sides. Using the left hand side (representing past experience), each person writes (or draws) the activities they like most at the front of their 'heads', and the ones they like least at the back. On the right hand side, are written (or drawn) activities which individuals have not yet experienced, with the activities they want to try at the front of their 'heads', and the ones they don't want to try at the back. 

Personal activity maps probably show far more about a person than simply their views about activities, making it a relatively non-threatening way of exploring self-image. These maps can also suggest activity-based routes for improving self-image. 

GIVING AND RECEIVING APPRAISAL THROUGH GIFTS 
'GIFTS' is an appraisal activity in which people make, find or mime gifts for each other.
This is a fun activity which tends to bring out surprising amounts of creativity and sensitivity once givers realise the responsibility they have towards the receivers.
Receivers will be more receptive, knowing the time, thought and care that has gone into creating personalised gifts for them.

The qualities represented by the gifts should have been in evidence during the activity being reviewed.

The session should be arranged so that 'appreciative' gifts outweigh 'critical' gifts: each example provided below has two positive messages and one negative message. 
These are some of the options for setting up a 'gift' session:
OPTION 1) Divide the group in two or three, and ask sub-groups to prepare gifts for individuals in the other sub-group(s).

OPTION 2) Interview group members one at a time (perhaps for one-to-one reviewing) while the rest of the group are preparing a gift for the person being interviewed somewhere else.

OPTION 3) Individuals or pairs prepare gifts for everyone else in the group, with the result that each individual receives several gifts. 

MAKING GIFTS 

An example of a 'made' gift: light blue paper (representing calm) on which is drawn an outline of someone's hands (representing help), above which is a photograph of a bird cut out from a magazine.

The giver of the gift explains what it means: 

"We admired you for your courage when trying to rescue the bird, but we wish you wouldn't go it alone so much, and had asked us to help too. (This is your hand helping the bird. This is our helping hand which you didn't ask for in time.) We admired you for staying calm (the blue) when you needed rescuing." 

Making three dimensional gifts (e.g. robots, pets, toys, hats) gives greater scope, but is more time-consuming. 

Mapping (Resource or Social Mapping)

Mapping is one of the tools used in identifying community needs. It helps development agents to get information on the communities’ resources. Most extension experts prefer it to other tools because it cuts across literacy barriers, that is , people who cannot read or write can easily follow a discussion when a map is used. The map is drawn on the ground using specific symbols that villagers can easily understand. All or other issues for discussion develop from the interviews based on the map. The facilitator is advised to note down interesting and/or relevant points from participants. The map may show:

· Location of the village in relation to other villages 

· Location of households 

· Common property resources within the locality (for example rivers, dambos, forests, water-points) 

Physical features or social amenities (for example mountains, schools, churches, roads)
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