PLANNING AND DELIVERING WORKSHOPS

Section I: Questions Inspectors May Have

1. What does preparing and delivering a training and development workshop involve in a competency-based program?(What documents or resources are there that will support me?)

Providing a workshop for teachers in a competency-based program involves you, the Inspector, at various levels.  The Inspector is expected to…

· Consider the teachers and their strengths and areas needing improvement in the Teacher Competencies when you choose the topics for workshops.  

· Optimize the workshop time so that teachers are able to develop not only new knowledge about teaching, but also the capacities to use new skills to plan, teach and evaluate competency-based lessons.

· Be familiar with the Teacher Competencies, especially those the workshop addresses.

· Model Teacher Competencies (good learner-centered teaching practices) while facilitating the workshop: e.g. have and share clear, SMART objectives; involve the teachers at each stage of the workshop; include stages and activities that build upon previous activities and prepare for those that are coming; provide an opportunity for teachers to demonstrate/apply their new understanding and skills and get feedback.

· Get feedback from the teachers on the effectiveness of the workshop and use that feedback to develop subsequent professional development opportunities.

To help you accomplish this, you can use the Workshop Plan 
Template that will guide you in thinking about and organizing your workshop.  

Other documents that will be helpful to you are also included in the appendix of this manual:

· The information about the Experiential Learning Cycle and Processing Experiences can help you envisage your workshop as will the How to Prepare a Workshop document. These are both exceptionally useful.
· The document of Principles of Adult Learning will offer specific things you can do to better support learning in the workshop. 

You can think back to the workshops you experienced if you attended the Best Practices for Inspectors course, and refer to your notes.
Finally, you should look at algeriatesol.org on the Inspectors Site to get ideas from your peers in the ongoing development of a bank of Inspector-made Workshop Plans.

2. How will providing workshops geared toward competencies help me in my job?

There are many advantages to using both the learner and the teacher competencies as guides in planning workshops.  In general, the competencies will help you make choices about what to cover (topics, aspects of topics), and how to structure your training plan (implementing the appropriate Teacher Competencies).  

3. How can I get started?

The first place you can implement the competency-based program in your workshops is in the choice of topics.  Which Teacher Competencies do the teachers need to work on most?  Use the Teacher Competencies as long-term goals and set short-term objectives that will help the teachers make progress toward meeting those competencies. These can be used as objectives for your workshops.

Other logical starting topics are

· The Competency-based approach

· The AEF

· The Teacher Competency Framework

· Competency-based Learner Assessment (See the Sample Workshop Plan in this section for a pre-planned workshop you can use and/or adapt.)

4. What are guidelines I can use to plan and deliver the workshops?

The document mentioned above, How to Prepare a Workshop offers an excellent set of guidelines with guiding questions that will help you prepare a workshop that follows the experiential learning cycle (ELC). 
The document, Adult Learning Principles and Practices (see Appendix) offers a lengthy list of techniques and behaviors that you can use to help plan and deliver your workshop. You may find it useful to read through these and identify informally a few that will help you plan and deliver more effective workshops.  Many trainers say that they find new points to focus on every few times they deliver a workshop as their training skills develop.  Go ahead and revisit this document often, or even keep a printed copy in your office to be available when you begin to plan workshops.

The Workshop Plan Template suggests a format that employs guidelines for thinking and organizing your workshop.

The workshop plans posted by your colleague Inspectors are a wonderful resource and you are all encouraged to continue to add to this collection.

For more background on the stages of the ELC, read the article about David Kolb’s Experiential Learning Cycle in the Appendix, or go to the site it was taken from http://www.nwlink.com/~Donclark/hrd/styles/kolb.html . There are many other fine articles on the internet describing Kolb’s ELC.

Inspector Roles while Delivering Workshops

The roles the Inspector takes during the workshop will vary depending on the stage of the workshop and the needs of the teachers: facilitator, guide, coach, traditional trainer.  One role will remain constant, that of the assessor.  See a description of each role below as a guide to help you choose effectively.

Facilitator

“A facilitator is an Inspector who functions in a way to allow participants to assume responsibility for their own learning and to participate fully in [their] learning process.”
 The term is in contrast to the more trainer-centered role of lecturer or presenter or the more directive role of the traditional “trainer.”  In a competency-based program, the Inspector’s role is often that of facilitator in order to allow – and require – teachers to develop independent competencies.

Guide

The guide first provides opportunities that reveal the knowledge and skills participants bring to the learning situation. Then, through a process of asking questions and helping participants make explicit connections, the guide leads participants to a deeper, more complete understanding of the issue at hand. Stress is placed on leading teachers in reflection and self-analysis. The role of guide is appropriate to the middle stages of the experiential learning cycle: a) Description and b) Interpretations and Theories. In competency-based workshops, Inspectors most often take this role when working with teachers to analyze, generalize and theorize based on experiences and activities they have completed.  

Coach

The coach provides opportunities that encourage participants to experiment through practical application – trying out new ideas, acquiring new skills, practicing new behaviors. The coach functions as a catalyst rather than as an expert/authority/controller.
  The role of coach is appropriate to the fourth stage of the experiential learning cycle: Action Plans. In a competency-based workshop, Inspectors most often take this role when groups are working on applying what they have learned during the workshop to a project or presentation. 

Traditional Trainer

The traditional trainer gives information to teachers in a direct fashion.  The trainer is seen as knowing something that the teachers do not and so provides it. This role is not often effective in a competency-based workshop.  It may, however, be one that the Inspector takes upon occasion, with discretion.  The Inspector will consider several factors in making the decision to “give” rather than “guide”: participants’ affective state and the trainer’s skill in making salient information clear using questions are two important factors. Inspectors should revisit information that they give as opposed to elicit.  When recycling the information, they should be sure to elicit it from the participants.

Assessor

The Inspector is always setting up opportunities for teachers to demonstrate where they are in the learning of teaching process: observing the teachers and assessing their progress and ability to meet the competencies. Inspectors function in the role of assessor at the same time that they act as a facilitator who works toward the teachers’ learning: continuing to respect and support teachers in their learning journey. One way to do this is to provide clear feedback on the teachers’ performance.  It is very important that, while assessing teachers, the Inspector maintain rapport: empathizing, communicating respect and offering encouragement.

Getting Feedback

Finally, you will benefit so much by asking teachers for feedback on the workshop and to write a reflection on the experience as soon afterwards as you can.  (You can use the information journal template in the Reflection section of this manual.)  There are two formats for getting feedback on the workshop included in the appendix.  There are many more options, but these will get you started.

Workshop feedback form (table)

Workshop feedback form (questions)

Remember: Plan at least 10-15 minutes at the end of the workshop to get feedback. This is not wasted time. It will help you immeasurably to improve your effectiveness as a trainer and it will give the teachers a chance to reflect back and deepen their memories of the workshop.  

� Eitington, Julius (2001). The Winning Trainer. Butterworth-Heinemann. P. 59.


� Ibid.
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