
匀甀瀀瀀漀爀琀攀搀 戀礀㨀 倀氀愀琀昀漀爀洀猀 昀漀爀 䐀椀愀氀漀最甀攀 ⠀倀㐀䐀⤀ 瀀爀漀樀攀挀琀 
䔀砀攀挀甀琀攀搀 戀礀㨀 䈀愀渀最氀愀搀攀猀栀 䌀椀瘀椀氀 匀攀爀瘀椀挀攀 䄀搀洀椀渀椀猀琀爀愀琀椀漀渀 䄀挀愀搀攀洀礀 ⠀䈀䌀匀䄀䄀⤀  

䌀䄀䈀䤀一䔀吀 䐀䤀嘀䤀匀䤀伀一
䜀伀嘀䔀刀一䴀䔀一吀 伀䘀 吀䠀䔀 倀䔀伀倀䰀䔀匀 刀䔀倀唀䈀䰀䤀䌀 伀䘀 䈀䄀一䜀䰀䄀䐀䔀匀䠀



 

Facilitation, Consultation and Management Techniques 

ToT Programme 

 

  

TRAINING MANUAL 
      

November 2019 



i 

 

 

 

Facilitation, Consultation and Management Techniques 
 

 

 

TRAINING MANUAL 
 

 
 
 
 
 
 
 
 

Prepared by: 

 

    Dr. Manzoor Alam 

    Mirza Mohammed Didarul Anam 

    Mohammad Kabir Hossain 

 
 
 
 
 
 
 
 
 
 
 
 
 
  



ii 

 

 

     

ToT on ‘Consultation, Facilitation and Management Techniques’ 

 

Date: 28th, 29th and 30th November, 2019 
Place: Bangladesh Civil Service Administration Academy 
 
Day 1. Training methodology 
 

Session Time 
 

Subject Methods Support 
equipment 

 08:00 -
08:30 

Registration  

Session 1: 
Inauguration 
and opening 
ceremony  

09:00 – 
10:00 

Opening ceremony 
Welcome speech by … 
Opening speech by  … 
 

Large group 
session 

Multi-media 
Video 

Tea break 

Session 2:  
Introductory 
Discussion 
Training 
process 
 

10:30 -
11:25 

Introduction of trainer and 
trainees 
Objectives of the programme 
Basic Ground rules  
Video presentation (Fun & learn) 
Training process / Pedagogy vs 
Andragogy 
 

Large group 
session; 
Discussion;  
Video clips 
Case study 
Q&A 

Participants 
list 
Slide 
Flipchart 
Flip sheet 
Worksheet 

Break 

Session 3: 
Training 
practice and 
methods 

11:30 – 
12:25 

Criteria of good Training 
Training practice’ 
Video presentation  
Discussion 
 

Group/Expert 
Jigsaw; 
 
Video clips 

Slide 
Flip sheet 
Board 
Marker pen 
Multimedia 

Break 
Session 3 
(continues) 

12:30-
13:25 

Training methods 
Criteria for setting training 
methods 
Preparing a digital presentation 
following TPACK Model 
 
 

Presentation; 
Marketplace; 
Activities/Group 
discussion 
Video clips 

Slide 
Flipchart 
Flip sheet 
Board 
Marker pen 
Multimedia 

Lunch (13:30 -14:30) 

Session 4:  
Training 
deliberation 
and impacts 
assessment 

14:30 – 
15:25 

Game (Walk and stop) 
Problem solving technique into 
instruction 
Learning objectives  
Open discussion 
 

Presentation; 
Brainstorming; 
Discussion 
Icebreakers 
Poster writing 

Slide 
Flip sheet 
Board 
Marker pen 
Multimedia 

Break 

Session 4: 
(continues) 

15:35 -
16:30 

Impact assessment 
Learning objectives score 
Training dimensions  
Video presentation & discussion  
Conclusion 
 

Presentation; 
Hands 
on/Brainstorming; 
Group discussion 
Video clips 

Slide 
Board 
Marker pen 
Multimedia 
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Day 2.  
 

Session Time 
 

Subject Methods Necessary 
equipment 

Module 1 Management techniques  

Session 1: 
Management 
functions and 
global challenges 

09:00 
- 
09:55 

Introductory note 
Management functions 
Manager vs leader 
Management challenges in global 
environment 
 

Presentation; 
Group 
discussion; 
Brainstorming 

 

Break 

Session 2 
Management skills 
and techniques  

10:05 
- – 
11:00 

Management skills: must for a manager  
Competencies 
Efficient manager: A call for change 
Video presentation /Exercise/Case study 

Presentation; 
Group 
discussion; 
Brainstorming 
Video clips 
 

 

Tea break 

Module 2 Facilitation and facilitation skills 

Session 3: 
Facilitation & 
facilitation model 

11:30 
-12:25 

What is facilitation?  
Facilitation: Making it happen! 
Qualities of a good facilitator 
Facilitation model  
 

Large group 
session; 
Presentation; 
Q&A 

Slides; 
Multimedia 

Session 4:  
Facilitation skills 
and tools 

12:30- 
13:25 

Facilitation skills and necessary tools: 
 Making everyone feel comfortable 
 Encouraging participation 
 Preventing and managing conflict 
Video presentation/Exercise/Case study 

Presentation; 
Group 
discussion; 
Brainstorming  
Video clips 

Slide; 
Flipchart; 
Flipboard 
Multimedia 

Lunch 

Session 4 
(continues) 
 

14:30 
- 
15:25 

Facilitation skills and necessary tools 
 Listening and observing 
 Guiding the group  
 Ensuring quality decisions  
 Exercise/Case study/Video presentation 

Presentation; 
Group 
discussion; 
Brainstorming 
Video clips 

Slide; 
Flipchart; 
Flip board 
Flip sheets 
Marker 
Multimedia 

Break 

Session 5: 
Facilitation training 
techniques and 
managing conflicts 
 

15:35 
-16:30 

Facilitation skills and training techniques 
Managing conflicts Six steps  
Video presentation/Case study and 
discussion 
Q&A 
 
Summary of the Day 2 

Presentation; 
Sub-Group 
discussion; 
 

Slide; 
Flipchart; 
Multimedia 
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Day 3 
Session Time 

 
Subject Methods Necessary 

equipment 
Module 3: Consultation and decisions making 

Session 1: 
Consultation and 
making decisions 

09:00 
- 
09:55 

Revisiting Day 2 
Consultation: Brief introduction 
Consultation and decision making 
Planning team and responsibilities 
Video Clips/Discussion 

Presentation; 
Situation 
analysis; 
Sub-group 
discussion; 
Brainstorming 

Slide; 
Flipchart; 
Flip board 
Marker 
Multimedia 

Break 

Session 2: 
(continues) 

10:05 
-11:00 

Scoping the decisions 
Sound objectives for making decisions 
Good objectives and identifying 
participants  
Exercise/Case study/Video presentation 
Discussion  

Presentation; 
Sub-group 
discussion; 
Brainstorming 
Video clips 

Slide; 
Flipchart; 
Flip board 
Marker 
Multimedia 

Tea break 

Session 3: 
Context scan & 
consultation  

11:30 
-12:25 

Context scan –what and how? 
Budget preparation: Consultation process 
Role of communication staff and media 
Designing consultation process  
Video presentation/Discussion 
 

Presentation; 
Discussion; 
Brainstorming 
Video clips 

Slide; 
Flipchart; 
Flip board 
Marker 
Multimedia 

Break 

Session 3:  
(continues) 

12:35-
13:30 

Consultation methods: Selection criteria 
Assessment of consultation  
Video Clips presentation 
Case study/Exercise 
 

Presentation; 
Group 
discussion; 
Sub-group 
exercise 
Video clips 

Slide; 
Flipchart; 
Flip board 
Flip sheets 
Marker 

Lunch 

Session 4:  
Implementation 
and evaluation 
 
 

14:30 
– 
15:25 

Consultation implementation  
Evaluation  
Video presentation 
Discussion 
Next step/An action plan 

Presentation; 
Discussion; 
Video clips 

Slide 
Flip board 
Flip sheets 
Multimedia 

Break 

Session 5:  
Certificate 
distribution 

15:35 
-16:30 

 
Certificate distribution ceremony 

 Multimedia 
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Introduction 
 

 

This Training of Trainers manual is designed for three days training on ‘facilitation, 
consultation and management techniques’. The manual can be used both by trainers 
and trainees to conduct the same training or similar training programme. 

It is expected that the trainers will use this training manual while they provide further 
training. If used carefully not only training on facilitation, consultation and management 
techniques but this manual can provide valuable support during deliberation of other 
training programme as well. 

The general expectations from this training, after completion, the participants will be 
able to:  

 Use different methods and techniques of adult training 

 Explain various management skills and techniques needed to deal with global 
challenges in the areas of public management 

 Elaborate the roles of good facilitator for effective facilitation preparation  

 Appraise various approaches for meeting preparation, and facilitation 
techniques 

 Design high-quality of consultation and facilitation related trainings for varying 
audiences, e.g. policymakers, technical staff in line ministries, field staffs 
working in the local administration. 

 Design and lead effective meetings, group planning sessions, public 
consultations and other facilitation events. 

Furthermore, it is expected that this training will provide participants requited 
technical skills so that they can: 

 Facilitate interesting meetings in any setting 

 Foster collaboration among diverse stakeholders 

 Use processes to achieve consensus and buy-in 

 Keep energy and interest high 

 Handle difficult people and situations 

 Manage power issues and politics 

 Achieve meeting objectives on time 

 Build trust and commitment 

 Use a variety of tools and techniques to maintain focus and participation. 
 

General structure of the training 

This ToT is designed for the trainees (coming from different government, semi-
government and autonomous institutions) so they can provide further training on 
‘facilitation, consultation and management techniques’. 

The duration of the Training is for three days starting generally at 9 am and close at 5 
pm which includes opening and closing events, lunch and tea breaks.  
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The training focused on experienced based information sharing with emphasis on ‘do, 
learn and share’ methods. Discussion, group member presentation, team building, 
team presentation/demonstration, pair discussion, mind-mapping, self-assessment, 
fish-bowl, creative thinking and making, storytelling, brain-writing, celebrity-interview, 
PADLET in action, puthi-pat, action plan preparation are among the methods and 
techniques used in this programme. 

Training materials 

PPT Slide; Flipchart; Flipboard, Multimedia, Marker, Poster paper, Tag board, Tag pin, 
Flipchart, VIIP Card, Laptop, Projector, Self-assessment Form, Course-assessment 
Form, Action-plan Form. 
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বিষয়িস্ত্ত : ক োর্ স পবিবিবি 

 

র্ময়  : ১০:৩০-১১:২৫ 

 

বিখনফল : এই কর্িন কিষষ, অংিগ্রহণ োিীগণ- 

 প্রবিক্ষণ, বিখন ও পদ্ধবি র্ম্পষ স দক্ষিো অর্সন  ষি বর্বিল র্োবি সষর্ি বিবিন্ন প্রবিক্ষষণ 

িো প্রষয়োগ  িষি পোিষিন; 

 কপডোগবর্ ও এন্ড্রোগবর্ি পোর্ স য বিষেষণ  ষি বর্বিল র্োষি সন্টষদি র্ন্য বিবিন্ন প্রবিক্ষণ 

ক োর্ স উন্নয়ষন িো প্রষয়োগ  িষি পোিষিন; 

 বিখন প্রবিয়ো ও প্রবিক্ষণ হষি বিখষনি বিবিন্ন প্রিোি িণ সনো  িষি পোিষিন। 
 

ব্যিহৃি উপ িণ : আর্ স কপপোি,  োগষর্ি এ টি খোবল িোক্স, মো সোি কপন, কহোয়োইর্ কিোড স, কনম ট্যোগ, 

অংিগ্রহণ োিীষদি কনোর্ কনওয়োি র্ন্য ব্যিহোর্ স উপ িণ (ষনোর্বু , কপবিল, মো সোি কপন, 

ইষির্োি, ইিযোবদ), ক োর্ স পবিবিবি, প্রষর্ক্টির্হ  বম্পউর্োি, বপ্র-ষর্স্ট এি র্ন্য প্রশ্নপত্র।  

 

র্হোয়িো োিীি প্রস্ত্তবি (Facilitator’s Preparation) 

1. প্রবিক্ষষণ অংিগ্রহণ োিীগণ বিবিন্ন স্থোন কর্ষ  আর্ষিন। িোষদি অষনষ ই পিস্পষিি  োষে অপবিবিি 

হষিন এর্োই স্বোিোবি । এষক্ষষত্র িোষদি মষে এ ধিষনি র্ড়িোও  োর্  িষি পোষি। এই র্ড়িো 

প্রবিক্ষষণি শুরুষিই দূি  িো উবিৎ। এর্ন্য বিবিন্ন ধিষনি Game িো ক ৌিষলি মোেষম িোষদি র্ড়িো 

দূি  িষি পোষিন। িোলো-িোবি (Key-Lock) কিমবন এ টি ক ৌিল। িোষদি পিস্পষিি র্োষর্ পবিবিি 

 িোষনোি র্ন্য িোলো-িোবি পদ্ধবিি মোেষম িোষদি কর্োড়ো (Pair) তিবি  িোি প্রস্ত্তবি গ্রহণ  রুন। 

2. এষক্ষষত্র প্রর্ষম  ষয় টি আর্ স কপপোি কেোর্ কেোর্ টু ষিো (6”X6”)  ষি বনন।   

3. এিোি  োগষর্ি টু ষিোগুষলো দু’িোগ  ষি কফলুন কর্ন কর্গুষলো পিস্পি এ বত্রি  িষল ক োন এ টি 

আ োষিি (িগ স, বত্রভুর্, ঘি, িোি ো, ইিযোবদ) রূপ কনয়।   

4.  লক্ষ িোখুন, কমোর্ র্ির্ন অংিগ্রহণ োিী উপবস্থি র্ো ষিন  োগষর্ি কমোর্ টু ষিো র্ংখ্যোও কর্ন িিটি 

হয়। 

5. এিোি এ টি খোবল  োগষর্ি িোষক্স টু ষিোগুষলো কিষখ বদন। 

6. এই প্রবিক্ষণ ক োষর্ সি উষেশ্য ও এি বিবিন্ন বদ  কর্ষন বনন। 

7. প্রবিক্ষণ ক োর্ স পবিবিবি উপস্থোপন  িোি র্ন্য পোওয়োি পষয়ন্ট কপ্রষর্ষন্টিন স্লোইডগুষলো িোল  ষি কদষখ 

বনষয় প্রস্ত্তবি বনন।   

 

 

 

 

 

১ম বদন                                                                          কর্িন-১ 
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8. অংিগ্রহণ োিীষদি বিক্ষোষক্ষষত্র িথ্য ও কর্োগোষর্োগ প্রযুবিি ব্যিহোি র্ম্পষ স জ্ঞোন ও দক্ষিোি প্রো -

মূল্যোয়ষনি র্ন্য প্রশ্নপত্র গুবেষয় িোখুন।  

র্হোয়িো োিীি র্ন্য কনোর্ (Facilitator’s Notes) 

 

 

 

 

 

 

 

 

  

 

 োর্-১: অংিগ্রহণ োিীষদি পবিবিবি       (১৫ বমবনর্) 

 

1.1 অংিগ্রহণ োিীষদি র্িোইষ  িোষদি বনবদ সষ্ট আর্ন কেষড় র্োমষন আর্ষি িলুন (এষক্ষষত্র আর্ন বিন্যোর্ 

U-Shaped র্ো ষল সুবিধো হয়)।  

1.2 Key-Lock পদ্ধবিি মোেষম কর্োড়ো (Pair) গঠষনি র্ন্য পূষি সই তিবি  িো আর্ স কপপোষিি টু ষিো 

গুষলো এ টি  োগষর্ি িোষক্স  ষি বনষয় প্রষিয  অংিগ্রহণ োিীি র্োমষন বগষয় দাঁড়োন এিং প্রষিয ষ  

এ টি  ষি টু ষিো বনষি িলুন।  

1.3 এিোি প্রষিয ষ  িোষদি বনষর্ি এিং অন্যষদি আর্ সষপপোষিি টু ষিোি বদষ  িোল  ষি লক্ষ  িষি 

িলুন।  

1.4 র্োি র্োষর্ বনষর্ি হোষি র্ো ো আর্ স কপপোষিি টু ষিো অংিটি বমষল এ টি পূণ সোঙ্গ ‘আ োি’ তিবি  িষি 

িোি পোষি বগষয় দাঁড়োষি িলুন।  

1.5  এিোি র্িোই বনষর্ষদি আর্ষন বফষি কর্ষি িলুন এিং প্রষিয  কর্োড়োষ  িলুন পিস্পষিি র্োষর্  র্ো 

িষল র্ঙ্গীি পবিিয়, অবিজ্ঞিো, র্খ, বিষিষত্ব ইিযোবদ কর্ষন বনষি।   

1.6 র্ময় কিষ হষল, প্রষিয  কর্োড়োষ  র্োমষন এষর্ এষ  অষন্যি র্ম্পষ স িথ্য উপস্থোপন  িষি িলুন।  

1.7  প্রষিয  কর্োড়োি উপস্থোপনো কিষ হষল ধন্যিোদ বদন। 

 

 

 

 

 

 

 

 মষন িোখষিন, এই কর্োড়ো হষলো পিস্পষিি Learning Partner। পুষিো প্রবিক্ষষণ এই 

Learning Partner কর্োড়ো এ ষত্র র্ো ষিন এিং পিস্পি বিবিন্ন বিষয় আষলোিনো  িষিন 

- এবিষষয় িোষদিষ  উৎর্োবহি  রুন।   

কর্ষহতু এই প্রবিক্ষণ ক োর্ সটি প্রবিক্ষ ষদি প্রবিক্ষণ িোই প্রবিক্ষষণ আগি অংিগ্রহণ োিীগণ 

র্ ষলই র্োি র্োি কক্ষষত্র র্ফল ও দক্ষ। অিএি এই প্রবিক্ষষণ  ী িথ্য কডবলিোিী বদষি হষি কর্র্োষি 

কিবি কর্োি নো বদষয় িথ্যর্মূহ  ীিোষি অংিগ্রহণ োিীষদি মোষে কপৌৌঁষে বদষি হষি কর্বদষ  কর্োি 

বদষি হষি। র্হোয়িো োিীগণ র্ির্ময় বিবিন্ন পদ্ধবি ও ক ৌিল প্রষয়োগ  ষি প্রবিক্ষণ ক োর্ সটি 

পবিিোলনো  িষিন। প্রষিয  কক্ষষত্র পুষিো প্রবিক্ষণটি  ীিোষি ইন্টোষিবক্টি ও পোিটিবর্ষপর্িী  িো 

র্োয় কর্বদষ  র্হোয়িো োিীগন মষনোষর্োগ বদষিন। প্রবিক্ষষণ ব্যিহৃি উপ িষণও কর্ন তিবিত্রয র্োষ  

কর্বদষ  লক্ষয িোখষিন। 

 



3 

 

 

 

 োর্-২: শুষিচ্ছো বিবনময় এিং প্রবিক্ষণ ক োষর্ সি পবিবিবি      (১০ বমবনর্) 

2.1 অংিগ্রহণ োিীষদি র্োষর্ শুষিচ্ছো বিবনময়  রুন এিং এই প্রবিক্ষণ ক োষর্ স অংিগ্রহণ  িোি র্ন্য স্বোগি 

র্োনোন।  

2.2 বনষর্ি পবিিয় ও অবিজ্ঞিো র্ংষক্ষষপ ব্যি  রুন। এষক্ষষত্র কহোয়োইর্ কিোষড স বিবিন্ন িথ্য (বনষর্ি নোম, 

র্ি সষিষ বিক্ষোগি কর্োগ্যিো, বিক্ষো প্রবিষ্ঠোষনি নোম, িখ ইিযোবদ) বদষয় অংিগ্রহণ োিীষদি প্রষশ্নোতষিি 

মোেষম বনষর্ষ  উপস্থোপন  রুন।  

2.3 পোওয়োিপষয়ন্ট কপ্রষর্ষন্টিন MMM-1.1 ব্যিহোি  ষি দুইটি স্লোইষড র্র্োিষম প্রবিক্ষষণি লক্ষয ও 

উষেশ্য র্ম্পষ স র্ংবক্ষপ্তিোষি উপস্থোপন  রুন।  

2.4 অংিগ্রহণ োিীগষণি প্রষিযষ  কনম ট্যোগ, কনোর্ কনওয়োি র্ন্য প্রষয়োর্নীয় উপ িণর্মূহ র্িিিোহ  রুন।  

 

 োর্-৩: বপ্র-ষর্স্ট        (১০ বমবনর্) 

 

3.1.  অংিগ্রহণ োিীষদি প্রো -মূল্যোয়ষনি বিষয়টি অিগি  রুন এিং উৎর্োবহি  রুন কর্ এর্ো শুধুমোত্র এই 

প্রবিক্ষণ ক োষর্ সি র্ফলিো িো র্র্োর্ সিো পবিমোষপি র্ন্য। এর্ো িোষদি কপিোি কক্ষষত্র ক োনিোষিই 

প্রিোবিি  িষি নো।  

3.2. অংিগ্রহণ োিীষদি ‘Facilitation, Consultation and Management Techniques’ 

র্ম্পষ স জ্ঞোন ও দক্ষিোি প্রো -মূল্যোয়ষনি র্ন্য প্রশ্নপত্রগুষলো বিিিণ  রুন।  

3.3.  ১০ বমবনর্ র্ময় কিষ হষল উতিপত্রগুষলো র্ংগ্রহ  রুন।  

 

 

 

 

 

 োর্-৪: বিখন ও প্রবিক্ষণ  ী এিং কপডোগবর্ িনোম এন্ড্রোগবর্   (২০ বমবনর্) 

 

৪.১ অংিগ্রহণ োিীষদি প্রবিক্ষষণি প্রবি মষনোষর্োগ আনয়ষনি র্ন্য বর্ষলবক্টি এষর্নিন বিষয়  এ টি বিবডও 

প্রদি সন  বিষয় িলুন কর্ আমিো এখন “প্রবিক্ষণ প্রবিয়ো” বিষষয় ধোিণো লোি  িি; 

৪.২ অংিগ্রহণ োিীষদি বর্ষজ্ঞর্  রুন প্রবিক্ষণ  ী?  ষয় র্ন অংিগ্রহণ োিীি  োে কর্ষ  উতি বনষয় স্লোইষড 

বনষেি িথ্যর্মূহ প্রদি সন  রুন- 

  

বদষনি ক োন এ র্ময় উতিপত্রগুষলো মূল্যোয়ন  ষি িোখুন র্োষি পিিিীষি কপোস্ট-ষর্ষস্টি (Post-Test) 

র্োষর্ তুলনো  ষি প্রবিক্ষষণি র্ফলিো পবিমোপ  িষি পোষিন। 
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র্হোয়  িথ্য: 

 

 

৪.৩ এ পর্ সোষয় ‘ যোষিোর্ বস্ট ’ পদ্ধবিষি কপডোগবর্ ও এন্ড্রোগবর্ নোষম দুটি দষল িোগ  ষি মুষখোমুখী দোড় 

 িোষিো। কপডোগবর্ দষলি দি র্নষ  কপডোগবর্ বিষষয়ি িথ্য র্মৃদ্ধ কপডোগবর্  োড স ও এন্ড্রোগবর্ দষলি দি 

র্নষ  এন্ড্রোগবর্ বিষয়  িথ্য র্মৃদ্ধ এন্ডোগবর্  োড স বদষয় প্রষিয  র্নষ  কপডোগবর্ ও এন্ড্রোগবর্ি পাঁিটি কক্ষষত্রি 

কর্মন, অংিগ্রগণ োিী  োিো, িোষদি র্োমর্ সিো, বিখষন দোয়িদ্ধিো, অংিগ্রহণ োিীি ভূবম ো, র্হোয়িো োিীি 

ভূবম ো, বিখষনি উষেশ্য, বিখন প্রবিয়ো, ক োর্োয় বিখন হষি, বিখষনি র্ময় োল ও কপ্রষণো বিষয়  ধোিণো 

মুষখোমুখী দাঁড়োষনো অংিগ্রহণ োিীদ্বয় বনষর্ষদি মষে কিয়োি  িষিন। এিোষি দুই বমবনর্ দুইর্ষনি আষলোিনো 

কিষ হষল এন্ড্রোগবর্ দষলি এ  নং র্দস্য ১০ নং অিস্থোষন িষল আর্ষিন এিং বদ্বিীয় র্ন ০১ নং অিস্থোষন এষর্ 

কপডোগবর্ দষলি ০১ নং অিস্থোষনি র্দষস্যি র্োষর্ িোি ধোিণো কিয়োি  িষিন। এিোষি ঘুষি প্রষিযষ  িোি 

ধোিণো বিপিীি বদষ  র্ো ো র্দষস্যি র্োষর্ কিয়োি  িষিন। এিোষি প্রষিয  দষলি উপস্থোপন কিষষ এিোি 

প্রষর্ক্টষি প্রবিক্ষ  কপডোগবর্ ও এন্ড্রোগবর্ি ধোিণো র্ম্ববলি স্লোইড প্রদি সন  ষি উপস্থোপন  রুন। 

 

 বিক্ষো: আিিষণি স্থোয়ী ও িোবিি পবিিিসন। 

 বিখন: এমন এ টি প্রবিয়ো র্ো পিিিী বিয়োি উপি স্থোয়ী েোপ কিষখ র্োয়। 

 

• প্রবিক্ষণ হল এ টি পবি বিি প্রবিয়ো র্ো গ্রহষণি ফষল প্রবিক্ষণোর্ীষদি জ্ঞোন, দক্ষিো ও 

দৃবষ্টিবঙ্গি পবিিিসষনি মোেষম ক োন বিষষয় িোি কর্োগ্যিোি উন্নবি ও র্মৃবদ্ধ র্োধন হয়। 

• এটি ক োন িোিসো কপৌেোষনোি এমন এ  ক ৌিল র্ো অংিগ্রহণ োিীষদি িবিষ্যৎ  োষর্ প্রিোি 

িোষখ। 
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র্হোয়  িথ্য: 

 

  

কপডোগবর্: এই কক্ষষত্র অংিগ্রহণ োিী পুষিোপুবিই র্হোয়িো োিীি (বিক্ষ ) উপি বনিসিিীল র্োষ । 

বিক্ষ ই র্ম্পূণ স দোবয়ত্ব বনষয় ক োন বিষয় পড়োন এিং মূল্যোয়ন  ষিন। অংিগ্রহণ োিী অবিজ্ঞিো  ম 

র্োষ  বিধোয় বিক্ষষ ি উপি পোঠদোন িোষদি িীষণ প্রিোবিি  ষি। কপডোগবর্ি কক্ষষত্র 

জ্ঞোনদক্ষিোদৃবষ্টিঙ্গী এই ধোিোিোবহ িো  োর্  ষি। 

 

 

এন্ড্রোগবর্: এখোষন অংিগ্রহণ োিী পূি স অবিজ্ঞিোর্ম্পন্ন র্ো োয় র্হোয়িো োিীি উপি কিমন বনিসিিীল 

নো কর্ষ  বনর্ দোবয়ষত্বই ক োন বিষষয়ি ধোিণো অর্সন  ষিন। বিষয়টি  িটুকু আয়ত্ব  িষি পোিষলন 

িো বনষর্ই মূল্যোয়ন  ষিন। কক্ষষত্র দৃবষ্টিঙ্গী দক্ষিো জ্ঞোন এই ধোিোিোবহ িো  োর্  ষি। 

Table 1: বিখষনি স্থোবয়ষত্ব কপডোগবর্/এন্ড্রোগবর্ 
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বিষয়িস্ত্ত : উতম প্রবিক্ষষণি তিবিষ্টয ও প্রবিক্ষণ অনুিীলন 

 

র্ময়  : ১১:৩০ - ১২:২৫   

 

বিখনফল : এই অবধষিিন কিষষ অংিগ্রহণ োিীগণ... 

 উতম প্রবিক্ষষণি তিবিষ্টয িো বনণ সোয়  ব্যোখ্যো  িষি পোিষিন; 

 প্রবিক্ষষণি ধোপর্মূহ িণ সনো  িষি পোিষিন। 

 

ব্যিহৃি উপ িণ :  বিপিোর্ স, মো সোি কপন, কপপোি স্টযোন্ড, প্রষর্ক্টি, ল্যোপর্প ইিযোবদ।  

 

 

 র্হোয়িো োিীি প্রস্ত্তবি (Facilitator’s Preparation) 

1. প্রবিক্ষ  উতম প্রবিক্ষষণি তিবিষ্টয/মোনদণ্ড/বনণ সোয় গুষলো র্ম্পষ স িোষলো ধোিণো িোখুন। 

2. প্রবিক্ষষণি ধোপ এিং পদ্ধবিগুষলো র্ম্পষ স পূষি সই অনুিীলন  ষি বনন। 

 

 োর্-১: উতম প্রবিক্ষষণি তিবিষ্টয              (২০ বমবনর্) 

১.১ অংিগ্রহণ োিীষদি মষে িথ্যবির্ প্রদোন  রুন। ৫ বমবনর্ র্ময় বদষয় িো মষনোষর্োগ বদষয় পড়ষি িলুন। 

 

১.২ কর্বলষেটি ইন্টোিবিউ পদ্ধবিষি উতম প্রবিক্ষষণি তিবিষ্টযর্মূহ আষলোিনো  রুন। 

১.৩ প্রবিক্ষ  র্োির্ংষক্ষপ  রুন। 

 

 

 

 

 

 

 

১ম বদন                                                                      কর্িন ২  
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র্হোয়  িথ্য  

 

 

 

 

 

 

 

 

 

 

 

 

 

 োর্-২: প্রবিক্ষণ অনুিীলন        (৩৫ বমবনর্) 

২.১ অংিগ্রহণ োিীষদি প্রষয়োর্নীয় র্ংখ্য  দষল বিিি  রুন। 

২.২ দষলি প্রবিটি র্দষস্যি হোষি র্হোয়  িথ্য িো ক র্ স্টোবড প্রদোন  রুন এিং পড়োি র্ন্য ৩ বমবনর্ র্ময় বদন। 

২.৩ কেন িোইটিং পদ্ধবিষি প্রবিক্ষণ পবিিোলনোি মূল বিষয়গুষলো ব্যোখ্যো  রুন। 

 

২.৪ পদ্ধবিটি প্রষয়োষগি আষগ অংিগ্রহণ োিীষদি উষেষশ্য ধোিোিোবহ িো ব্যোখ্যো  রুন।  

২.৫ প্রবিক্ষ  এই পষি সি র্োির্ংষক্ষপ  রুন। 

  

 
 

 বিষয়িস্তু র্ম্পষ স পবিপূণ স ধোিণো িোখো 

 অবধষিিষনি এ টি র্ময়িদ্ধ পবি িনো র্ো ো 

 বিখনফল অর্সষনি র্ন্য র্ষি সোতম কিষ্টো  িো 

 অবধষিিন এিং বিষয়িস্তুি ধোিোিোবহ িো ির্োয় িোখো 

 আষলোিনোগুষলো অিশ্যই প্রোর্বঙ্গ  হষি এিং অবধষিিষনি বিষিোনোষমি র্োষর্ র্ম্পব সি 

হষি। 

 অংিগ্রহণ োিী ক বি  হষি প্রবিটি  োর্, িিব্য এিং আষয়োর্ন 

 প্রোপ্ত িয়স্কষদি বিখষনি (adult learning principles) মূলনীবিগুষলো মোর্োয় িোখো। 

 বিখন উষেশ্য সুস্পষ্ট র্ো ো 

 ক োন অংি পুনিোবৃবতি প্রষয়োর্ন হষল িো  িো। 
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র্হোয়  িথ্য 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

   
 

  

 ) অংিগ্রহণ োিীষদি প্রস্তুি  িো  

খ) বিষয়িস্তু পবিবিবি 

গ) বিষয়িস্তুি বিন্যোর্  

ঘ) উেীপষ ি ব্যিহোি  

ঙ) অবধষিিষনি র্োির্ংষক্ষপ  িো 

 

 ) অংিগ্রহণ োিীষদি প্রস্তুি  িো 

 প্রবিক্ষষণি আিহ তিবি এিং অংিগ্রহণ োিীষদি দৃবষ্ট আ ষ সণ  িো 

 বনবিি কহোন প্রষিয  অংিগ্রহণ োিী তিবি কদখো, িলো, কিোনো এিং  িোি র্ন্য  

 প্রবিক্ষণ র্ম্পষ স িোষদি ধোিণো সুর্ংহি িণ 

খ) বিষয়িস্তু পবিবিবি 

 কর্িষনি বিষিোনোম কঘোষণো  িো 

 বিখন উষেশ্য (বিখনফল) ব্যোখ্যো  িো 

 কর্িন কিষষ অংিগ্রহণ োিীষদি  ম সদক্ষিো র্োিোই 

গ) বিষয়িস্তুি বিন্যোর্: বনষিি বিষয়গুষলো মোর্োয় কিষখ কর্িন পবি িনো  িষি হষি- 

 অিশ্যই প্রোর্বঙ্গ  হষি এিং অবধষিিষনি বিষিোনোষমি র্োষর্ র্ম্পব সি হষি। 

 অবধষিিন এিং বিষয়িস্তুি ধোিোিোবহ িো ির্োয় িোখো 

 র্ংষিোধন ব ংিো র্ংষর্োর্ষনি সুষর্োগ িোখো 

 অবধষিিষনি এ টি র্ময়িদ্ধ পবি িনো র্ো ো 

ঘ) উেীপষ ি ব্যিহোি: কর্িন পবি িনোটি কিোধগম্য, আ ষ সণীয় এিং কর্খোষন র্ো ষি- 

 িথ্য এিং পবির্ংখ্যোন 

 র্মস্যো এিং অনুিীলন 

 পর্ সোপ্ত উদোহিণ 

 উপস্থোপনোয় বিন্ন পদ্ধবি আনয়ন  িো 

 অঙ্গিবঙ্গ, িলষফিো,  ণ্ঠস্বি উঠোনোমো, আই  ন্টোক্ট ইিযোবদ 

ঙ) অবধষিিষনি র্োির্ংষক্ষপ  িো 

 উষেশ্য অনুর্োয়ী র্ি বিষয় আষলোবিি হষয়ষে ব নো 

 মূল বিষয়গুষলোি উপি প্রশ্ন কিষখ অংিগ্রহণ োিীষদি বন র্ কর্ষ  র্োনষি িোওয়ো 

 ক োন বিষষয়ি উপি দুি সলিো র্ো ষল িো দূি  িো। 
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বিষয়িস্ত্ত : প্রবিক্ষণ পদ্ধবি ও বডবর্র্োল উপস্থোপষন TPACK Model 

 

র্ময়  :  ১১:৩০-১২:২৫ 

  

বিখনফল : এই কর্িন কিষষ, অংিগ্রহণ োিীগণ- 

o প্রবিক্ষষণি র্োধোিণ পদ্ধবিগুষলো িণ সনো  িষি পোিষিন; 

o প্রবিক্ষষণি বিষয় অনুর্োয়ী বিবিন্ন পদ্ধবিি প্রষয়োগ িো র্র্োর্ সিো র্োিোই  িষি পোিষিন;  

 TPACK মষডল পর্ সোষলোিনো ও প্রবিক্ষণ  োর্ সিম পবিিোলনোয় এি ব্যিহোি ক ৌিল ব্যোখ্যো 

 িষি পোিষিন। 

 

ব্যিহৃি উপ িণ : VIPP  োড স, ট্যোগ কিোড স, ট্যোগ বপন, বিপিোর্ স, প্রবিক্ষষণ ব্যিহোষিি র্ন্য কপ্রষর্ষন্টিন, 

প্রষর্ক্টির্হ  বম্পউর্োি।  

 

র্হোয়িো োিীি প্রস্ত্তবি (Facilitator’s Preparation) 

 

1. িিসমোষন প্রবিক্ষণ  োর্ সিষম প্রবিক্ষ গণ  ী  ী পদ্ধবি ও ক ৌিল ব্যিহোি  ষিন কর্গুষলো কর্ষন বনন। 

2. প্রবিক্ষষণ প্রিবিসি র্ংস্কোির্মূহ কর্মন- প্রবিক্ষণ পদ্ধবি, প্রবিক্ষষণ আইবর্টিি ব্যিহোি ইিযোবদ র্ম্পষ স 

কর্ষন বনন।   

3. এই প্রবিক্ষণ কর্ষ  অংিগ্রহণ োিীষদি মিোমি র্োষি VIPP  োষড সি মোেষম কদয়োষল কিোষড সি বপন বদষয় 

আর্ োষনো র্োয় িোি ব্যিস্থো আষে ব নো কদষখ বনন। নো র্ো ষল বি ি ব্যিস্থো  রুন।  

4. প্রবিক্ষষণ বডবর্র্োল উপস্থোপনোি ধোিণো, ব্যিহোি এিং কি লস্টগুষলো কর্ষন বনন।  

5. অংিগ্রহণ োিীগণ প্রবিক্ষষণ বডবর্র্োল উপস্থোপনো র্ম্পষ স র্ম্ভোব্য  ী  ী প্রশ্ন  িষি পোষি কর্ বিষষয় 

প্রস্ত্তবি বনন। মো সোি, কপোস্টোি কপপোি। 

6. TPACK মষডলটি িোল  ষি কদষখ বনন। 

 

 

 োর্-১: প্রবিক্ষণ পদ্ধবি        (র্ময়: ২০ বমবনর্) 

১.১ অংিগ্রহণ োিীগণ প্রবিক্ষষণ  ী  ী পদ্ধবি প্রষয়োগ  ষিন িো কর্ষন বনন; 

 

 

 

 ১ম বদন                                                                        কর্িন-৩  
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১.২ বস্টব  কনোর্ প্যোষডি িং অনুর্োয়ী র্দস্যষদি পাঁিটি দষল ির্োষনোি ব্যিস্থো  রুন; 

১.৩ প্রষিয  দলষ   ম সপত্র-২ ও  ম সপত্র -৩ র্িিিোহ  রুন; এিোি  ম সপত্র-২ এি পদ্ধবিষি প্রদত বিহ্নগুষলোি 

ব্যোখ্যো  ম সপত্র-৩ হষি কিি  ষি িো প্রষিয  র্দস্যষ  িোষদি প্যোষড বলখষি িলুন; 

১.৪ এিোি প্রষিয  র্দষস্যি র্ন্য বনধ সোবিি িষঙ্গি দষল কর্ষি িলুন এিং র্ ল র্দস্য িোষদি পূষি সি দষলি 

অষলোিনো কিয়োি  িষি িলুন। এই দষলি এ র্নষ  িোষদি বর্দ্ধোন্ত র্ ষলি র্োমষন উপস্থোপন  িষি িলুন; 

১.৫ র্হোয়  িথ্য র্মৃদ্ধ উপস্থোপনো প্রদি সন  রুন।  

 

র্হোয়  িথ্য: 

 

প্রবিক্ষণ পদ্ধবির্মূহ: 

 

TRIZ 

• বিন ধোষপ র্ম্পন্ন  িষি হয়, ১-২-৪ মিোমি কিয়োি  িোি পি দষলি র্ ল র্দষস্যি এ মষিি বিবতষি 

বর্দ্ধোষন্ত আর্ষি হষি; 

• ক োন বিরূপ পবিবস্থবিষি  ী  িনীয়, বিদ্যমোন  িনীয় হষি আষিো িোল  ী  িো র্োয় ইিযোবদি িোবল ো 

তিবিষি এই পদ্ধবি ব্যিহোি  িো র্োয়; 

• িোবল ো হষি র্িষিষয় গুরুত্বপূণ স বিষষয়  িনীয় ক ৌিল দলগি  োর্ হষি আনষি হষি। 

 

SOCIOMETRICS 

• ক োন প্রবিক্ষষণি শুরুষি এই পদ্ধবি ব্যিহোি  িো কর্ষি পোষি। 

• প্রবিক্ষ ষ  অষন গুষলো প্রশ্ন র্ংগ্রষহ িোখষি হষি, এ টিি র্মোধোন কিষ হষল অন্য আষি টি প্রশ্ন প্রষিয  

দষলি র্ন্য  িষি হষি। 

• অষন গুষলো পষয়ন্ট হষি এ টি বর্দ্ধোষন্ত আর্ষি হষি। 

• এ টি কিষ হষল আষি টি বিষষয় দষলি র্দস্যিো এ মি হষিন। 

• দষলি আর্ন বিন্যোর্ এমন হষি কর্ন র্ ষলই র্ লষ  কদখষি পোয়। 

 

RACI-matrix 

• র্ষি সোচ্চ 6 র্ন র্দস্য বনষয় দল গঠন  িষি হষি।  

• র্ ষল RACI-matrix পূিণ  িষিন। 

• পদ ও দোবয়ত্ব অনুর্োয়ী ম্যোবিক্স পূিণ  িষিন 

 

Jigsaw 
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• প্রষিয  দষলি র্ন্য বিন্ন বিন্ন কক্ষত্র বিবহ্নি  িষি হষি; 

• প্রষিয  দষলি  োষর্ি র্ন্য র্ষর্ষ্ঠ িথ্য র্িিিোহ  িষি হষি; 

• দষলি প্রষিয  র্দস্যষদি দোবয়ত্ব িোগ  ষি বদষি হষি; 

• বর্দ্ধোন্ত বনষর্ি দষল আষলোবিি হষল পিিবিসষি অন্য গ্রুপগুষলোষ ও অিবহি  িষি হষি। 

 

Fishbowl 

 

• দুই র্োবিষি বৃতো োষি আর্ন বিন্যোর্; 

• ২/৩ র্ন বিষিষজ্ঞ বনি সোিন  িষি হষি;  

• কেোর্ বৃষত বিষিষজ্ঞ র্দস্যষদি (মোে) ির্োষনো, এিং িোবহষিি বৃতো োি র্োবিষি পর্ সষিক্ষ  র্দস্যিো 

(কিোল) র্ো ষি; 

• কেোর্ বৃষতি র্দস্যিো ক োন বিষষয় প্রশ্ন  িো হষল িো বনষয় আষলোিনো  িষিন; 

• কেোর্ বৃষতি র্োবিষি  ষয় টি খোবল কিয়োি িোখষি হষি কর্ন অন্য ক উ িথ্যজ্ঞ বহষর্ষি কর্োগ বদষি পোষিন; 

•  ষয় টি বফর্ষিোল গ্রুপ হষি পোষি; 

• এ টি আষলোিনো কিষ হষল অন্য বিষয় বনষয় আষলোিনোি র্ন্য আষি টি বফর্ষিোল গ্রুপ  িো র্োষি। 

 

What I Need From You (WINFY) 

 

• এ র্ষনি প্রষয়োর্ন অষন্যি বন র্ তুষল ধিষিন এিং অন্যর্ন উতি বদষিন; 

• কেোর্ কেোর্ (৩-৭) দষল িোগ  িো কর্ষি পোষি; 

• দুটি  ষি িোবহদো প্রষিয  র্দস্য বলখষিন র্োি র্মোধোন বিবন প্রিযোিো  ষিন; 

• উতিদোিো অন্যর্ন এষ  এষ  র্ ল প্রষশ্নি উতি বদষিন অর্িো র্িোি প্রশ্ন শুষন এ িোষিই র্ ষলি উতি 

বদষি পোষিন। 

 

 

1-2-4-All 

• ক োন এ টি লক্ষযষ  কফো োর্  ষি প্রশ্ন  িো হষি; 

• প্রষিয  র্দস্য বনষর্ এ ো িোিষি, পিিবিসষি কর্োড়োয় আষলোিনো  িষিন। 

• কর্োড়োয় আষলোিনোি পি িো ০৪ র্দষস্যি দষল উপস্থোপন হষি; 

• দষলি উপস্থোপনো র্ ষলি বন র্ উপস্থোবপি হষি। 
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 োর্-২: TPACK মষডল পবিবিি             (র্ময়: ২০ বমবনর্) 

2.1. কিোষড স Focus Question বলখুন-ICT  ী? 

2.2. ৩/৪ র্ষনি বন র্ তদিিয়ষনি মোেষম উতি কর্ষন বনন। প্রষয়োর্ষন বনষর্ র্ঠি  িথ্য উপস্থোপন  রুন। 

2.3. প্রবিক্ষণ  োর্ সিম পবিিোলনোয় প্রযুবিি র্মন্বয়  ীিোষি হষি পোষি িো অংিগ্রহণ োিীগষণি বন র্ 

বর্ষজ্ঞর্  রুন। প্রোপ্ত উতিগুষলো মোইন্ড ম্যোবপং আ োষি কিোষড স উপস্থোপন  রুন। (প্রষয়োর্ষন বিত্র: ১, ৩, ৪ 

অনুর্োষি আষলোিনো  িষি পোষিন।) 

2.4. প্রষিয  কর্বিষল বিনটি  ষি বৃতো োি বিপ  োড স র্িিিোহ  রুন এিং অংিগ্রহণ োিীষদি প্রযুবি, 

বিষয়িস্তু ও এন্ড্রোগবর্ি বিষয়গুষলো উষেখ  িষি িলুন। 

2.5.  র্ ষলি উষেষশ্য উপস্থোপন  িষি িলুন। 

2.6. আষলোিনো অনুর্োষি TPACK মষডল উপস্থোপন  রুন (বিত্র-২)। 

2.7. অংিগ্রহণ োিীগষণি বন র্ হষি মষডল র্ম্পষ স প্রশ্ন আহ্বোন  রুন এিং উতি বদন। 

 

 োর্-৩: TPACK মষডল পর্ সোষলোিনো ও প্রবিক্ষণ  োর্ সিম পবিিোলনোয় এি ব্যিহোি ক ৌিল  

         (র্ময়: ১৫ বমবনর্) 

  

3.1 অংিগ্রহণ োিীষদি কর্োড়োয় বিিি  রুন। 

3.2 কেবণ ষক্ষ TPACK মষডল ব্যিহোষিি ক ৌিল  ী হষি পোষি আষলোিনো  ষি কনোর্ খোিোয় বলখষি 

িলুন। প্রষয়োর্ষন র্হোয়িো বদন। 

3.3 কর্োড়োয়  োর্ উপস্থোপন  িষি িলুন (৪/৫ টি কর্োড়ো) 

3.4 উপস্থোপন কিষষ বফডব্য  প্রদোন  রুন। প্রষয়োর্ষন ধোিণো পবিষ্কোি  রুন (প্রযুবি ব্যিহোষি প্রবিক্ষষ ি 

আিিণ (বিত্র-৪), বিখষনি স্থোবয়ষত্ব কপডোগবর্(বিত্র-৫) ও এডগোি কডল এি বিখন অবিজ্ঞিোি বপিোবমড 

মষডল (বিত্র-৬) বিষয়গুষলো আষলোিনো  রুন)। 

3.5 কর্িষনি ক োন বিষষয়  োিও বর্জ্ঞোর্ো র্ো ষল উতি বদন। 

3.6 ধন্যিোদ র্োবনষয় কর্িন র্মোপ্ত  রুন।  
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র্হোয়  িথ্য: 

 

 

 

 

 

 

 

প্র
শি

ক্ষ
ণ

ক
ার্

যক্র
ম

প
শি

চ
াল

ন
ায়

প্র
র্

ক্তি

শিষয়জ্ঞান

পপডাগক্তিি জ্ঞান

আইশিটি িামগ্রীি

প্রাপযতা

প্রশিক্ষণ-পশিকল্পনা

প্রররু্ক্তি িযিহারি দৃঢ়তা ও

স্বাচ্ছন্দ্যরিাধ

প্রশিক্ষণ িংগঠন ও

প্রশিক্ষণ কার্ যক্রম

মূলযরিাধ

২.১ আইবর্টি 

ICT এি পূণ সরূপ হষচ্ছ Information and Communication Technology. িোংলোয় এটি িথ্য ও 

কর্োগোষর্োগ প্রযুবি নোষম পবিবিি। প্রকৃিপষক্ষ এটি এ টি র্মবন্বি কর্োগোষর্োগ প্রযুবি। এই কর্োগোষর্োগব্যিস্থোটি 

কর্বলষর্োগোষর্োগ,  বম্পউর্োিষনর্ওয়ো সওর্ফর্ওয়যোি, িথ্যর্ংিক্ষণ, অবডও-বিবডও বর্ষস্টম এি র্মন্বষয় 

গঠিি। 
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বিত্র: ১ প্রবিক্ষণ  োর্ সিম পবিিোলনোয় প্রযুবি 

 

 

 

 

 

 

 

 

 

 

 
 

প্রশিক্ষণ

করক্ষ

প্রর্ুক্তিি

িযিহাি

কম্পিউ

িাি

িফিও

য়যাি

ইন্টািরন

ি

ডকুরম

ন্ট

কযারমিা

মাশিশম

শডয়া

প্ররিক্ট

ি

স্মািযরিা

ডয

িাি যক্ষশন

ক শিদুযৎ

বিত্র ২: TPACK মষডল 

প্রযুবি জ্ঞোন 

বিষয়জ্ঞোন 
কপডোগবর্/এন্ড্রোগবর্ জ্ঞোন 

জ্ঞোন 
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প্রশিক্ষরক

ি আচিণ

অিকাঠা

পমা

প্রশিক্ষ

ণ

উপক

িণ

প্রশিক্ষণ: 

কাশিগিী ও

নীশতশিজ্ঞান

িমন্বয় ও

িক্ষণারিক্ষ

ণ

পশিকল্পনা

ও দৃঢ়

প্রতযয়

দক্ষতা

স্থাশয়রে

পপডাগক্তি/ 

এন্ড্রাগক্তি

শিখনই লক্ষ, 

শিক্ষাদান নয় (the 

point is learning not 

teaching)

শমশ্র শিখন

উন্নয়ন শুধু

আইশিটি

উপস্থাপন নয়

(Promote 

blended 

learning not 

wholly ICT)

িমশন্বত উপস্থাপন

integrated within 

mainstream delivery & Q/A 

Process

অশধক

ফলপ্রিূ শিখন

উন্নয়রন

প্রর্ুক্তি

Technology to 

promote more 

effective 

learning

বিত্র ৩: কেবণ ষক্ষ ব্যিহৃি প্রযুবি 

বিত্র ৪: প্রযুবি ব্যিহোষি প্রবিক্ষষ ি আিিণ 
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TPACK মষডল প্রষয়োগ ক ৌিল 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 বিষয়িস্তুি (CK)  কফো োর্:  আষলোিয কর্িষন ক োন বিষয়টি প্রধোনি আষলোিনোয় আর্োি গুরুত্ব 

পোষি? 

 কপডোগবর্ োল (PK) কফো োর্: ক োন পদ্ধবিি িি সোি মোেষম এই কর্িনটি উপস্থোবপি হষি? 

 প্রযুবিগি (TK) কফো োর্: ক োন প্রযুবি  খন ব্যিহোি হষি? 

 PCK: এই কপডোগবর্/এন্ড্রোগবর্ি িি সো ব  ক োষনো বনবদ সষ্ট ধোিণো হষি বিখনষ  কিি  ষি বনষয় 

আষর্ অর্িো ক োষনো বনবদ সষ্ট ধোিণোষ  কপডোগবর্ি মোেষম  ীিোষি ফলপ্রসূ  িো র্োয়? 

 TCK: কর্ প্রযুবি ব্যিহোি হষি িো’ বনবদ সষ্ট ধোিণোষ  বিবিন্নিোষি উপস্থোপন এি মোেষম বিখষনি 

সুষর্োগ বৃবদ্ধ ও র্হোয়িো  ষি ব ?  

 TPK:  এই কপডোগবর্ি িি সো ব  বিদ্যমোন প্রযুবিি সুষর্োগ বৃবদ্ধ দ্বোিো বিখন ও িোি মূল্যোয়ষন 

র্হোয়িো  ষি? 

 TPACK: পোষঠি এ টি তিবিষ্টয িো বদ  র্বদ বিন্ন হয় িষি প্রযুবি ও কপডোগবর্ি র্মন্বষয় 

 ীিোষি পবিিিসন  ষি পোঠটি উপস্থোবপি হষি অর্িো ক োষনো বনবদ সষ্ট ধোিণোষ  কপডোগবর্ ও 

প্রযুবিি র্মন্বয়  ষি  ীিোষি িোি বিখন ও মূল্যোয়নষ  ফলপ্রসূ ও  োর্ স ি  িো র্োয়? 

 

বডবর্র্োল উপস্থোপনোয় লক্ষণীয় বিষয় 
 

• েবি/বিবডও বিষয় র্ংবেষ্ট হষি  

• পবিবিি পবিষিি/র্ীিন ঘবনষ্ঠ 

• েবি/বিবডও’ি উপ িণ কদিীয়  

• র্োমোবর্  মূল্যষিোধ, িীবি-নীবি, ধমীয়, িোর্ননবি  কিিনোি পবিপন্থী নয় 

• প্রবিক্ষণোর্ীষদি অনুর্বিৎসু  িোি মি হষি 

• ব্যো গ্রোউন্ড র্োদো/হোল ো িষঙি িোখো িোল 

• কর্ক্সর্-এি িঙ  োষলো/গোঢ় নীল িষঙি হষল িোল 

• কপেষনি র্োবিি অংিগ্রহণ োিীিোও কর্ন কদখষি পোষি এি ম ফন্ট র্োইর্ বনষি হষি (৩৬+) 

• ব্যো গ্রোউন্ড, েবি, কর্ক্সর্-এি িষঙি মষে র্োমঞ্জস্য িোখষি হষি 

• অষহতু  িো বি য পবিহোি  িষি হষি 

• অপ্রষয়োর্নীয় অযোবনষমিন ব্যিহোি নো  িোই িোল 

• ব্যিহৃি েবিষি  যোপিন কদয়ো 

• অন্যোন্য র্হোয়  উপ িণ (ি -কিোড স, কপোস্টোি কপপোি ইিযোবদ) ব্যিহোষিি 

•  ষন্টন্ট ব্যিহোষিি কক্ষষত্র প্রবিক্ষষ ি কনতৃত্ব ও ব্যবিত্ব ির্োয় িোখো। 



17 

 

 

 

বিষয়িস্তু : র্মস্যো র্মোধোন দক্ষিো অনুিীলন, বিখন উষেশ্য, প্রবিক্ষণ 

 োর্ স োবিিো র্োিোই ও মূল্যোয়ন ক ৌিল  
                     
র্ময়  : ১৪:৩০ – ১৫:২৫ ও ১৫:২৫ – ১৬:৩০ 

 

উষেশ্য  : এ অবধষিিন কিষষ অংিগ্রহণ োিীগণ- 

 র্িিিোহকৃি উপ িণ ব্যিহোি  ষি এ টি গোবড় তিবি  িষি পোিষিন; 

 গোবড় তিবি এিং প্রবিষর্োবগিোয় অংিগ্রহষণি মোেষম র্মস্যো র্মোধোন দক্ষিো বিবহ্নি 

 িষি পোিষিন; 

 বিখন উষেশ্য ব্যোখ্যো  িষি পোিষিন; 

 প্রবিক্ষণ  োর্ স োিীিো র্োিোই ক ৌিল িণ সনো  িষি পোিষিন; 

 প্রবিক্ষষণোতি বিখনফল অর্সন মূল্যোয়ন ক ৌিল প্রষয়োগ  িষি পোিষিন। 

 

উপ িণ  : মূলো, গাঁর্ি, িিো, কেঁষপ (কমৌসুম অনুর্োয়ী র্ো র্হর্লিয), র্োর্বল  বস্ট , সূিো, স্কি  

    কর্প, আর্ স কপপোি, মো সোি কপন, কহোয়োইর্ কিোড স, ইন্টোিষনর্, ল্যোপর্প এিং প্রষর্ক্টি। 

 

র্হোয়িো োিীি প্রস্তুবি: 

9. কর্িনটি পবিিোলনোি পূষি স প্রবিক্ষ  ম্যোনুয়োল অনুর্িণ  ষি বনষর্ অনুিীলন  ষি বনন।  

10. কপোস্টোি কপপোি/আর্ স কপপোি র্োনোষনোি র্ন্য বনবদ সষ্ট র্োয়গো প্রস্তুি িোখুন। 

11. গোবড়ি প্রবিষর্োবগিোি র্ন্য প্রষয়োর্নীয় স্থোন ঠি   ষি িোখুন। 

12. ল্যোপর্ষপ ইন্টোিষনষর্ি র্ংষর্োগ স্থোপন  ষি িোখুন। 

 

        োর্-১:  দলগিিোষি গোবড় তিবি (লোবন সং কগম)    ২০ বমবনর্)  

 

 

 

 

 

 

 

 

 

 

 

 

     বদির্-১                                                               কর্িন- ৪ ও ৫       
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১.১ প্রবিক্ষ  পূষি স র্ংগ্রহ  ষি িোখো কেঁষপ/গোর্ি/মুলো, র্োর্বল  বস্ট , সূিো, স্কি কর্প ইিযোবদ    

      প্রষয়োর্নীয় উপ িণ দষলি মষে বিিিণ  রুন। 

১.২ দষলি মষে আষলোিনোি মোেষম  োি  ী ভূবম ো িো বনধ সোিণ  িষি িলুন। এ র্নষ  দলষনিো  

       ষি বনন এিং র্িোই র্োষি দলগি  োষর্ অংিগ্রহণ  ষি িো বনবিি  রুন। 

১.৩ র্িিিোহকৃি উপ িণ ব্যিহোি  ষি প্রবিটি দল এ টি  ষি গোবড় তিবি  িষি িলুন। 

১.৪ র্ময় বনধ সোিণ  ষি বদন এিং গোবড়ি পেন্দমি নোম বদষি িলুন। 

১.৫ প্রবিষর্োবগিোি র্ন্য তিবি র্ো োি বনষদ সি বদষয় এই পি স কিষ  রুন। 

 

 ো োর্-২: গোবড় প্রবিষর্োবগিো )লোবন সং কগম :দলগোি  োর্ উপস্থোপন  (   ১৫ বমবনর্)  

২.১ অংিগ্রহণ োিী  তৃস  তিবিকৃি গোবড় প্রবিষর্োবগিোি র্ন্য এ টি স্থোন বনি সোিন  রুন। 

২.2 র্িগুষলো দল কর্ষ  এ র্ন  ষি বনষয় বিিোি  এিং র্ময় বনয়ন্ত্র  বনি সোিন  রুন। 

২.৩ দলগুষলোষ  আমন্ত্রণ র্োনোন, র্ময় এিং প্রবিষর্োবগিোি বনয়মোিলী িষল বদন। 

২.৪ দলগুষলোষ  প্রবিষর্োবগিোয় অংিগ্রহণ  িষি বদন। 

২.৫ বিিোি   তৃস  ফলোফল কঘোষণো  রুন এিং বির্য়ী দষলি হোষি পুিস্কোি (এমন পুিস্কোি বনি সোিন  

       রুন র্োষি র্ি অংিগ্রহণ োিীি হোষি কদয়ো র্োয়। কর্োষ ন র্োিীয় ক োন পুিস্কোি) তুষল বদন। 
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র্হোয়  িথ্য: 

 

 

Table 2. Forked road template 

  

 

 

Table 3. Possibilities factors 
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    োর্-3:  বিখন উষেশ্য             ২০ বমবনর্ 
 

৩.১ প্রবিক্ষ  ৩ বমবনর্ র্ময় বনষয় বিখন উষেষশ্যি উপি অংিগ্রহণ োিীষদি ধোিণো র্োনষি িোইষিন। উষেশ্য 

ক ন গুরুত্বপূণ স, ক ন র্ঠি িোষি উষেশ্য বলখষি হয়,  ীিোষি উষেশ্য বলখষি হয় ইিযোবদ প্রশ্নগুষলো র্োমষন 

কিষখ আষলো পোি  িো কর্ষি পোষি। 

৩.২ অংিগ্রহণ োিীষদি উষেষশ্য মুিপোষঠি টিউর্বিষয়লটি (http://www.muktopaath.gov.bd/course-

learn/412361/lecture/1/3?start=0) প্রদি সন  রুন। অংিগ্রহণ োিীষদি বিখন উষেশ্য কলখোি বিবিন্ন 

বদ গুষলো লক্ষয  িষি িলুন। 

৩.৩ অংিগ্রহণ োিীষদি এ  িোষি এ টি  ষি বিখনফল কলখোি  োর্ বদন। 

৩.৪  ষয় র্নষ  উপস্থোপষনি সুষর্োগ বদন। 

৩.৫ র্িোইষ  ধন্যিোদ বদষয় এই পি স কিষ  রুন। 

 

র্হোয়  িথ্য:  

• বিখন উষেষশ্যি িোষোয় বিয়োিোি  িব্দ িো Action Verb ব্যিহোি  িষি হষি। 

• এ টি বিখন উষেষশ্য এ োবধ  Action Verb কলখো র্োষি নো। 

• এ টি পোষঠ এ োবধ  উষেশ্য র্ো ষল ‘র্হর্ কর্ষ   ঠিন’ এই িষম বলখষি হষি। 

অংিগ্রহণ োিীগণ পোিদবি সিো প্রদি সন  ষি এমন আিিবণ  িোষোয় বলখষি হষি, কর্মন- 

• িলষি পোিষি,  

• বলখষি পোিষি,  

• িণ সনো  িষি পোিষি,  

• বিবহ্নি  িষি পোিষি,   

• বিত্র অঙ্কন  িষি পোিষি,  

• বিষেষণ  িষি পোিষি, 

• ব্যোখ্যো  িষি পোিষি, 

• পোর্ স য  িষি পোিষি, 

• তুলনো  িষি পোিষি, 

• িোবল ো  িষি পোিষি ইিযোবদ।  

 

 

বিখন উষেষশ্য কর্ িব্দগুষলো কলখো র্োষি নো িো হষলো: 

 র্োনষি পোিষি 

 বুেষি পোিষি 

 অনুিি  িষি 

http://www.muktopaath.gov.bd/course-learn/412361/lecture/1/3?start=0
http://www.muktopaath.gov.bd/course-learn/412361/lecture/1/3?start=0
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 জ্ঞোন লোি  িষি ইিযোবদ 

‡eÄvwgb eøyg Gi ÁvbMZ †ÿ‡Îi Dc-`ÿZv¸‡jv wkLb D‡Ïk¨ †jLvi mgq AbymiY Ki‡Z n‡e| 

1. Ávb (Knowledge) 

2. Abyaveb (Dcjwä) (Comprehension) 

3. cÖ‡qvM (Application) 

4. we‡kølY (Analysis) 

5. ms‡kølY (Synthesis) 

6. g~j¨vqb (Evaluation) 

 

Ávbg~jK (Cognitive domain) †Wv‡gB‡bi Dc-†Wv‡gBb: 

1.  Ávb :  Z_¨ ev DcvË g‡b ivLv| 

 D`vniY :  KweZv Ave„wË Kiv 

   ...........................msÁv w`b| 

      

2.  Abyaveb (Comprehension) :  A_© Dcjwe× Kiv, Abyev` Kiv 

 D`vniY :  .............................e¨vL¨v Kiæb| 

   ...........................cv_©K¨ wbY©q Kiæb| 

    

3.  cÖ‡qvM (Application) :  ‡kªYxK‡ÿ †kLv welq/m~Î †_‡K Zvi cÖ‡qvM Ki‡Z cviv| 

 D`vniY :  .............................‰Zwi/cÖ¯‘Z Kiæb| 

   ...........................mgm¨v mgvavb Kiæb| 

    

4.  we‡kølY Kiv (Analysis)  :  aviYv ev e¯‘‡K As‡k c„_K Kiv hv‡Z K‡i Gi MVbg~jK  

   Dcv`vbmg~n †evSv hvq| 

 D`vniY :  .............................iƒc †iLv ˆZwi Kiæb| 

   ........................... we‡kølY Kiæb| 

    

5.  ms‡kølY Kiv (Synthesis) :  ÿz`ª ÿy`ª Askmg~‡ni gva¨‡g c~Y©v½ e¯‘/aviYv cÖ¯‘Z Kiv|  

  GB cyY©v½ e¯‘ †hb †Kvb bZzb aviYv ev MV‡bi Ici cÖvavb¨ †`q| 

 D`vniY :  .............................mvsivk cÖ¯‘Z Kiæb| 

   ...........................‰ewkó¨mg~n Kx Kx| 

    

6.  g~j¨vqb (Evaluation) :  fvebv/aviYv ev e¯‘i g~j¨ m¤úK© ¯’vcb Kiv| 

 D`vniY :  .............................mgv‡jvPbv Kiæb| 

   ...........................g~j¨vqb Kiæb| 

   ..........................evQvB/hvPvB Kiæb 

    

ZvQvov wkLb D‡Ïk¨ †jLvi mgq AvBwWqvwU‡K Kv‡R jvMv‡bv hvq| 

 

SMART 
S - Be specific 
M - Measurable 
R - Realistic 
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T -Time bound 
 

     োর্-৪:  প্রবিক্ষণ  োর্ স োবিিো র্োিোই      ২০ বমবনর্ 

 
৪.১ প্রবিক্ষ  ৩ বমবনর্ র্ময় বনষয় প্রবিক্ষষণি  োর্ স োবিিো র্োিোইষয়ি উপি অংিগ্রহণ োিীষদি ধোিণো র্োনষি 

িোইষিন। এটি ক ন  িষি হয়,  িিোষি  িো কর্ষি পোষি, ক োন বিষয়গুষলো লক্ষয কিষখ এটি  িো হয় ইিযোবদ 

প্রশ্নগুষলো র্োমষন কিষখ আষলো পোি  িো কর্ষি পোষি। 

৪.২ প্রষিয  অংিগ্রহণ োিীষ  এ টি  ষি বিপ োড স র্িিিোহ  রুন। এিোি র্ লষ  বিপ োষড স এ টি  ষি বদ  

5 বমবনষর্ বলখষি িলুন র্ো দ্বোিো প্রবিক্ষষণি  োর্ স োবিিো র্োিোই  িো র্োয়। 

৪.৩ প্রষিযষ ি বলবখি বদ গুষলো উপস্থোপন  িষি িলুন। 

৪.৪ অংিগ্রহণ োিীষদি উপস্থোপন কিষষ র্হোয়  িথ্য প্রষর্ক্টষি উপস্থোপন  রুন। 

 

র্হোয়  িথ্য: 

 

প্রবিক্ষষণি  োর্ স োবিিো র্োিোইষয় লক্ষণীয় বিষয়র্মূহ: 

 

• কর্োগোষর্োগ দক্ষিো বৃবদ্ধ 

• প্রবিবিয়োিীল হষি প্রবিফলনমূল  

• িোস্তিধমী বিন্তো 

• গ্রহণ  িোি মোনবর্ িো  

• র্হনিীলিো বৃবদ্ধ  

• বিষেষণধমী বিন্তো ইিযোবদ 

 

 

 

বিবিন্ন উপোষয় র্ম্পন্ন  িো র্োয়: 

 বনর্স্ব িোষি (প্রবিক্ষ  বনষর্ি দ্বোিো) 

 উিয় পক্ষ দ্বোিো (প্রবিক্ষ  ও অংিগ্রহণ োিী) 

 তৃিীয় পক্ষ দ্বোিো 

 

 োর্-৫:  প্রবিক্ষণ মূল্যোয়ন ক ৌিল      ২০ বমবনর্ 

 

৫.১ প্রবিক্ষণ মূল্যোয়ন ক ৌিল র্ম্পষ স অংিগ্রহণ োিীষদি অবিজ্ঞিো বর্ষজ্ঞর্  রুন। 

৫.২ পূষি স ক োন প্রবিক্ষষণি মূল্যোয়ষন  ী ধিষনি ক ৌিল প্রষয়োগ  ষিষেন িো র্োনষি িোন। 

৫.৩ ক োন এ র্নষ  কিোষড স এষর্ এ টি নমুনো এষ  কদখোষি িলুন। 
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৫.৪ বনষিি র্হোয়  িথ্যর্মূহ প্রষর্ক্টষি উপস্থোপন  রুন 

 

   র্হোয়  িথ্য: 

 
প্রবিক্ষষণি বিখনফল  িটুকু অবর্সি হল িো র্োিোইষয়ি র্ন্য বনর্স্বিোষি প্রবিক্ষণ মূল্যোয়ন  িো র্োয় 

অর্িো 

তৃিীয় পষক্ষি বনধ সোবিি ফিষমর্ অনুর্োয়ী প্রবিক্ষষণি উপ িণ, পদ্ধবি ইিযোবদি উপি মোনদন্ড প্রষয়োগ  ষি 

প্রবিক্ষণ মূল্যোয়ন  িো হয়। 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

িম কক্ষত্র কস্কোি 

১ ২ ৩ ৪ 

১ প্রবিক্ষণ শুরুি ধোপ (স্টোর্ সোি)     

২ প্রবিক্ষণ র্ংগঠন     

৩ অংিগ্রহণ োিীষদি র্ন্য কপ্রষণো ক ৌিল     

৪ উেীপষ ি ব্যিহোি     

৫ প্রবিক্ষষ ি িোিনিঙ্গী      

৬ প্রবিক্ষষ ি অবিব্যবি     

৭  নষর্ষন্টি র্োমঞ্জস্যিো     

৮ কর্িন ধোিোিোবহ িো     

৯ বডবর্র্োল উপস্থোপনো     

১০ প্রবিক্ষষণি উপষর্োবগিো     

বিখনফল র্োিোই কস্কোি 

এ র্ন প্রবিক্ষ  পষয়ন্ট প্রদোষনি মোেষম প্রবিক্ষষণি বিবিন্ন  ষম্পোষনন্ট এিং প্রবিক্ষ  বহষর্ষি 

বনষর্ষ  র্োিোই  িষি পোষিন। এই র্োিোই অন্য  োষিো মোেষমও হষি পোষি। 

কর্মন: ৪0 নম্বষিি কস্কোি 

প্রবিক্ষণ শুরুি ধোপ (স্টোর্ সোি), প্রবিক্ষণ র্ংগঠন, অংিগ্রহণ োিীষদি র্ন্য কপ্রষণো ক ৌিল, 

উেীপষ ি ব্যিহোি, প্রবিক্ষষ ি িোিনিঙ্গী, অবিব্যবি, র্োমঞ্জস্যিো, ধোিোিোবহ িো, বডবর্র্োল 

উপস্থোপনো, প্রবিক্ষষণি উপষর্োবগিো – এই দিটি কক্ষষত্র প্রবিটিি র্ন্য র্ষি সোচ্চ ০৪ নম্বি িিোে 

কিষখ ৪০ কস্কোষিি মষে বিখনফল র্োিোই  িষি পোষিন। 
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কস্কোি অনুর্োয়ী প্রবিক্ষষণি মোন 

 

কস্কোষিি মোত্রো প্রবিক্ষষণি মোন 

8-10 পষয়ন্টর্ উৎকৃষ্ট 

6-8 পষয়ন্টর্ উতম 

4-6 পষয়ন্টর্ িোল  

<4 পষয়ন্টর্ িোল নয় 

 

 

 

কর্িন ি যোপ-আপ        (র্ময় ২০ বমবনর্) 

 অংিগ্রহণ োিীষদি বনর্ বনর্ কমোিোইষলি ডোর্ো অন  িষি িলুন। 

 র্ লষ  www.kahoot.it এষেষর্ প্রষিি  িষি িলুন ও এই কগষমি বনয়ম র্োনোন। 

 আর্ষ ি বদষনি বিবিন্ন কর্িন কর্ষ  অংিগ্রহণ োিীগণ  ী  ী বিষয় র্ম্পষ স জ্ঞোন ও দক্ষিো অর্সন 

 ষিষেন িো র্োিোই  িোি র্ন্য প্রষর্ক্টষি প্রদবি সি বপন বদষয় আর্ষ ি প্রবিক্ষষণি বিখনফল মূল্যোয়ষন 

 োহুর্ কগমটি কখলষি িলুন। 

 কগম কিষষ অংিগ্রহণ োিীষদি কস্কোি প্রদি সন  রুন। প্রর্ম কস্কোি অর্সন োিীষ  পুিষ্কৃি  রুন। 

 র্িোি মষনোষর্োগ আ ষ সণ  রুন এিং বিবডও 

(https://www.youtube.com/watch?v=ToKlW0nHmpI) প্রদি সন  রুন। বিবডও’ি 

িোিসো আষলোিনো   রুন। 

 অংিগ্রহণ োিীষদি ধন্যিোদ র্োবনষয় কর্িন কিষ  রুন। 

 

 

  

http://www.kahoot.it/
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Topic : Inauguration of the ToT Training Programme 

 

Time  : 08:30 -10:00  

 

 

Activities  

Activity 1       08:30–09:00 

Registration of the participants 

Distribution of training materials 

Welcome tea 

 

Activity 2       09:00-09:30 

Opening speech by the Chief Guest 

Speech by special Guest 

Speech by the representative of P4D project 

Welcome speech by the Rector, BCSAA 

 

 

Welcome refreshment     09:30-10:00  

 

 

 

Day-2                                                         Session-1 
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Topic:   Management Functions and Global Challenges 

 

Time :   10:00 -11:30  

 

Learning outcome:  

After completion of this session, participants will be able: 

- to discuss the foundation of management and management functions, and to 
illustrate the importance of modern management functions in the civil service 
management;  

- to give participants a clear idea about the functional difference between a Manager 
and a Leader;  

- to illustrate different types of management skills which are needed in each level of 
management –  

- to be clear on the emphasis levels while training different levels of management or 
administrative officials;  

- to provide a detail analysis on management challenges in global environment;  
- to illustrate ways to build competitive advantage in a competitive world to make the 

civil service an efficient, effective and service oriented. 

 
Necessary equipment:  
Slide; Flipchart; Flipboard, Multimedia 
 
 
Subject areas 
 

 
Objectives of the training programme 
Management techniques and global challenges 
Difference between managers and leaders 

 
 
 

 Facilitator’s preparation 

3. Check the objectives of the programme well 

4. Be ready to introduce participants and yourself 

5. Have a clear idea on Management functions and global challenges 

6. Follow the delivery steps  

 

Activity-1: Welcome and starting of the programme             20 minutes      

1.1 Greet the participants 

 

 

 

Day-2                                                         Session-2 
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1.2 Introduction of the trainer and trainees 

1.2.1 Participants picks pre-prepared paper cuts to find pair from participants 

1.2.2 Each pair will talk among themselves about their name, work and interest and 

know about each other (2 min.) 

    Figure 5. Discussion among pair 

1.2.3 Each pair will come in front and introduce one another to all participants. 

1.4 Introduce the main objectives of the ToT programme 

1.5 Start the session with some pleasantries 

.  

 

Objectives of the ToT programme 

 Practical application of different principles and methods for effective adult 
learning in the areas of facilitation, consultation and management techniques 

 Explain various management skills and techniques needed to deal with global 
challenges in the areas of public management and administration 

 Knowledgeable on the importance of building competitive advantage and 
maintain ethical and socially responsible standards 

 Know the roles of good facilitator and techniques for effective facilitation 
preparation  

 Appraise various approaches for meeting preparation, modes of facilitation and 
facilitation techniques 

 Design high-quality of facilitation and consultation trainings for varying 
audiences, e.g. policymakers, technical staff in line ministries, field staffs 
working in the local administration. 

 Design and lead effective meetings, group planning sessions, public 
consultations and other meeting facilitation events. 
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Activity-2:         70 min. 

 

2.1 Start the discussion on today’s manager and modern challenges;  

2.2 Let the participants discuss among themselves and form a group including 4/5 

person; 

2.3 Ask “What are the difference between Manager and Leader?” 

2.4 Let the participants discuss within the group for 5 minutes and write in VIPP 

cards; 

2.5 Welcome one person from each group and present their ideas to the 

participants 

2.6 Make a mind map on whiteboard 

 

Figure 6. Mind mapping 

 

 

2.7 Add some more points which do not appear in the VIIP cards; 

2.8 Summing up the topic by giving some example; 

2.9 Show one or both video clips on the difference between Managers and Leaders. 

https://www.youtube.com/watch?v=VeT12i0cppE 

0r 

https://www.youtube.com/watch?v=Tddlkly1cC0 

2.10 Discuss further on the skills required by a modern day civil servants and 

importance to have both managerial and leadership skills; 

2.11 Close the session 

  

Manager 
Vs 

Leader

----

----

----

----

 

https://www.youtube.com/watch?v=VeT12i0cppE
https://www.youtube.com/watch?v=Tddlkly1cC0
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Additional Information 

First, management is a process of continuing and related activities. Each of the 
functions is related to each other and the functions complement each other. It is hard to 
consider the functions in isolation, as management requires each activity to complement 
one another. When you as a manager engage in one function, you in effect also start 
the process of another function. 

The second core characteristic of management is about it involving and 
concentrating on organisational goals. Management is largely focused on achieving 
the key mission of the organisation, its vision whilst there are detailed objectives it might 
focus on, management is mainly interested in identifying the wider organisational goals 
and using the different functions in order to achieve the objectives. Each function takes 
the organisation closer to achieving its vision. 

The third core characteristics, management achieves the organisational goals by 
working with people and organisation resources. You might use different financial 
resources or physical equipment as part of the process, while also directing and guiding 
the staff towards the objectives. The manager oversees supporting the people and 
connecting the right person with the right resources. 
 

Management is about a dynamic process, with a number of elements and activities as 
part of the process. The dynamic and social element of management mean the functions 
of management are separate from operational functions. Whilst operational functions 
refer to activities and processes such as marketing, finances and purchases, the 
management functions differ depending on the organisational level at which they take 
place. The five major functions of management: 

Planning is about creating a detailed plan towards achieving a specific organisational 
objective. When you are planning, you are identifying the tasks, which are required to 
achieve the desired goals, outlining how the tasks should be performed, and identifying 
when and by whom they must be performed. The focus of planning is about achieving 
the objectives and it does require knowledge of the organisation’s objectives and vision. 
You will need to look both at the short- and long-term success of the organisation as 
part of the plan. 

Planning provides the organisation a better sense of what it wants to achieve and how 
it can achieve this. Planning ensures the proper utilisation of the available resources 
and the ability to understand how these should be used in order to achieve the goal. In 
the example of the interview, the planning helps you take advantage of information on 
company websites, research interview questions and to then use this information to 
outline example answers 

Thus, a manager should focus on the following steps: 

 Gain knowledge of the issues – A manager needs to understand the 
organisational objectives, the different components they involve, and the 
available resources you and the team have. 
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 Look into the future – The function is about understanding the short- and long-
term objectives the organisation wants to achieve. You need to consider not just 
these different elements, but also be able to make predictions about the future 
conditions for achieving these.  

 Determine the objectives – Once manages are aware of the organisational 
objective, the resources available, and the future outlook to achieving the 
objectives, you need to identify the specific processes and detailed goals that are 
required to achieve the bigger goal.  

 Create flexible structures – However, planning needs to be flexible and 

consider things don’t always go according to plan. Management plan must 
consider the other departments and their specific organisational goals.  

Function of management and it is about organising. It’s about using the plan to bring 
together the physical, financial and other available resources and use them to achieve 
the organisational goal. If your task were to increase sales, you would look at the plan 
and determine how to divide the resources you have in order to put your plan in place. 

A manager needs to provide his/her team or department the resources it needs to turn 
the plan into reality. The organizing function is about the overall structure of the specific 
managerial level. You are creating the foundations to everyday operations by organizing 
the resources. This function is closely linked to the hierarchy of management. 

While it might be difficult to work without a plan, it can be impossible for an organisation 
to function without organising. The function is vital because it ensures there is structure 
to the operations.  

Without organizing, resources wouldn’t necessarily work towards the operational goals. 
While you might have the team still doing tasks, the tasks might not be the correct ones 
for the situation.  

How to organise?  

Identify activities and classify them – The step is straightforward enough because 
you already have a plan. Your objective is to identify the different roles, processes, and 
activities required to achieve the objectives. These would be the roles for the team 
members, the different tasks each role would need to perform and the specific 
processes the tasks would include. 

 Assign the duties and resources–Once you’ve identified the above, you would 

begin organizing the resources. You would assign the specific tasks for the 
persons you feel are the most qualified and provide the resources to the 
processes, which most need them. 

 Delegate authority and create responsibilities– Although the power is 
concentrated to your as the manager, it doesn’t mean you should have all the 
authority. In order the get the marketing campaign working properly, you might 
want to ensure the person in charge of the team has the authority to make 
decisions. You need devolution of responsibility, as it can ensure the plan works 
efficiently. 
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 Co-ordinate authority and responsibilities–As well as delegating authority, 
you also need to co-ordinate it to match the overall functionality of the 
organisation and the structure of the objectives.  

Staffing function is an increasingly important function of management, although it is 
sometimes left out when the core functions are discussed. It can be seen closely related 
to organizing, with both focused on ensuring the resources are directed to the right 
processes and tasks. For staffing, the focus is on people and their labour in relation to 
the organisational objectives. 

The function aims to ensure the organisation always has the right people in the right 
positions and the organisational structure isn’t hindered by lack or excess of personnel. 
You would essentially be looking at the tasks ahead of you and determining who should 
do what and if you have the right manpower to achieve the objectives you want. The 
reason staffing is included as a separate function and why it’s a crucial part of 
management is due to changing nature of the workforce and the organisation. Today’s 
companies are much more complex in terms of where and when they operate – 
companies aren’t confined between national boundaries anymore. Technology has also 
had a huge impact on company structures, requiring new positions and destroying 
others. 

Why is staffing essential? As the above showed, staffing’s importance as a core function 
of management has increased in the past few decades. But having the right amount of 
staff and the right people doing the required roles isn’t just crucial because of changing 
technology of enhanced focus on complex human behaviour. Staffing is essential to 
guarantee the operational functionality of the organisation. 

Staffing also guarantees the staff you have is qualified to perform the tasks and that 
they are adequately supported in those roles. This will further deepen the organisational 
efficiency, since people are motivated and qualified to work towards the common 
objective. You can’t hire a plumber if you are hoping to fix the roof. Furthermore, even 
the most qualified of employees need the occasional help and support. The staffing 
function helps create these development opportunities. 

According to Koontz & O’Donell, staffing “involves manning the structure through proper 
and effective selection, appraisal and development of personnel to fill the roles designed 
on the structure”. It consists of several functions, which are: 

 Manpower planning – You need to stay on top of staffing, as manpower 

requirements can change from season to season. Planning would see you make 
estimations of the number of employees you need, searching for the right kind of 
employees, and hiring the perfect employees to the roles in front of you. 

 Recruitment, selection and placement – Another key function is the actual 

recruitment process, with its various steps. 

 Training and development – Staffing also includes the creation of structures, 
which ensure the employees are always on top of the latest skills in the position 
and the industry. You should also consider training programme in terms of 
succession, as you need to ensure the next generation of managers and leaders 
is coming through your organisation. 
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 Remuneration – A big part of the function is the financial aspect. Staff 
remuneration is key in terms of attracting the right talent without damaging the 
organisation’s finances. If you aren’t offering a competitive remuneration 
package, the applicants will go to your competitors. 

 Performance appraisal – You must also create structures of feedback within 
the organisation. Feedback can play a crucial role in motivating and developing 
employees; with the reward structures ensuring good behaviour is supported and 
noticed. 

 Promotions and transfers of roles – Related to the above two points, 

promotions are essential for staffing operations. You can reward and motivate 
the staff by offering enough opportunities to climb up the career ladder. Creating 
structures for role transfers and promotions also ensure the talent and knowledge 
you’ve attracted doesn’t leave elsewhere. 

The fourth function, directing, an important function of management. Directing is about 
the actuation of the methods to work efficiently to achieve the set organisational 
objectives. The function goes beyond organizing the employees to their specific roles 
and involves ensuring they can perform the tasks through a variety of means. 

The function of directing has strong links to things such as leadership. A good manager 
will be able to inspire the workforce to work towards the goals not because they have to 
do it, but because they are driven to achieve these objectives. The manager’s role is 
not just about ensuring the workplace has the right resources and employees know what 
they are doing; it’s also important to create an environment of friendship. How to direct?  

A manager can direct and lead his/her team by utilizing four key methods. These are: 

Supervision – You need to oversee the work your employees are doing. The method 
requires watching and monitoring the performance, but also supporting and guiding the 
employees when things are not going as planned.  

Communication – Directing is built around effective communication. As a manager, you 
need to create an environment that supports different communication methods from 
passing information to exchanging opinions.  

Motivation – As mentioned above, big part of directing is about inspiring and motivating 
your employees. You need them to get behind the objectives to ensure there is 
enthusiasm to achieve the goals. Motivating as a manager includes positive and 
negative feedback, provision of ideas and the opportunities to develop skills further. 

Leadership – Managers must essentially act more like leaders when directing the 
workforce. This means that you need to occasionally motivate and inspire by setting an 
example, instead of simply telling the subordinates what they need to do.  

One main function of a manager, that is Controlling: The function controlling ensures 
the other four functions are followed correctly and the flow of work is moving the 
organisation towards the objectives it has set itself.  

Controlling requires you to examine the objectives in a measurable manner. You 
essentially need to set standards, which guarantee you know exactly what you want to 
achieve and what counts as success or failure. How to control?  
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 Establish standards of performance – You first need to establish the 
standards of performance you are aiming for. These must be set with the 
organisational objectives in mind.  

 Measure the actual performance – Once you’ve set the standards and you’ve 

set the new processes in motion; you can start monitoring the actual 
performance. The monitoring process will depend on your standards and the 
ease of measurement.  

 Compare the actual performance with the expected standards – As you 
receive performance data, you can start comparing it with the standards you’ve 
set. 

 Take corrective action – With the data you’ve collected and the information you 

have about performance, you can take any necessary corrective action 

Today, managers are facing new challenges and citizens/customers are becoming 
more conscious regarding services, such as: 

 Rise of Global Organisations. 

 Building a Competitive Advantage 

 Maintaining Ethical Standards 

 Managing a Diverse Workforce 

 Utilizing Information Technology and Technologies 

 Global Crisis Management 

Thus, it is important that a manager build competitive advantage, a) increasing 
efficiency via i) increasing efficiency via reducing the quantity of resources used to 
produce goods or services, ii) Increasing Quality; iii) improving the skills and abilities of 
the workforce, iv) introducing total quality management; b) speed, flexibility, and 
innovation via i) providing new and better service / product to the citizens/markets; ii) 
flexibility in changing and deliver the service better and promptly; c. Innovation via i) 
creating new or improved goods and services that customers/citizens want; ii) 
developing better ways to produce or provide goods and services. 

 

Further readings:  

Principles of Management: An Analysis of Managerial Functions [by] Harold Koontz 
[and] Cyril O'Donnell, McGraw-Hill series in Management, 1964 

Management, Theo Haimann, William G. Scott, Houghton Mifflin, 1985 
 
Managing a Global Workforce: Challenges and Opportunities in International Human 
Resource Management: Challenges and Opportunities in International Human 
Resource Management by Charles M Vance, Yongsun Paik, Routledge, 2014 
 
Management: Challenges for Tomorrow's Leaders by Pamela Lewis OH: 
Thomson/South-Western, 2007 
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Topic :  Management Skills and Techniques 

 

Time:   11:30 -13:00  

 

Subject areas 
 

 
Management skills requirements 
Management functions 
Competencies required by new public managers 
 

 

Learning outcomes: 

After completing the session, participants will be able 

- to provide information on various skills needed for a public manager in a more 
dynamic and demand-oriented situation and to perform in a satisfactory manner 

- to discuss various skills (integrity to decision making) which are must for a public 
manager to be successful at work  

- to provide information on fundamental competencies requirements for a public 
manager or a leader to facilitate developing or conducting learning or training 
programme appropriate and specific needs  

- to discuss on how to be a better manager or administrator and qualities needed to 

be a successful manager or administrator 

 

Necessary equipment: Slide; Flipchart; Flipboard, Laptop, Multimedia  

 

 Facilitator’s preparation 

Having a clear idea on Management skills and techniques 

Able to follow the delivery steps. 

 

Activity-1          90 min.                         

 

1.1 Discuss the issue on management skills requirement for a few minutes (5 min.) 

1.2 Provide a self-assessment Form to all participant (Appendix A) 

 

 

 

 

 

Day-2                                                         Session-3 



35 

 

1.3 All participants will fill the Form for making self-assessment and give marks 

within a given time (5 min.); 

1.4 After giving mark, each participant one by one will say loudly the final score they 

have given to himself/herself, elaborate their strong side and weak sides from the 

assessment card; 

1.5 Each participant, explain why high marks or low marks given; 

1.6 Presentation continue until all participants shared their self- assessments; 

1.7 Make a summary on the importance of self-assessment as a tool to develop and 

improve in their weak areas. 

 

Present a few slides on Management skills and techniques if there is time. Show the 
following video-clip if there is time and encourage discussion among participants. 
 

https://www.youtube.com/watch?v=AvCwamTMSx4 
 

 

Table 4. A sample of Self-Assessment Card 

No Areas Score 

1 2 3 4 

1 Integrity     

2 Team-building     

3 Positivity     

4 Communication     

5 Listening     

6 Emotional intelligence     

7 Delegation     

8 Collaboration     

9 Flexibility     

10 Decision-making     

 

  

https://www.youtube.com/watch?v=AvCwamTMSx4
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Additional Information: 

Management skills can be defined as certain attributes or abilities that an executive 
should possess in order to fulfill specific tasks in an organisation. They include the 
capacity to perform executive duties in an organisation while avoiding crisis situations 
and promptly solving problems when they occur. Management skills can be developed 
through learning and practical experience as a manager. The skills help the manager to 
relate with their fellow co-workers and know how to deal well with their subordinates, 
which allows for the easy flow of activities in the organisation. 

In general, a manager requires four skills i.e. technical skills, human skills, conceptual 
skills and administrative skills. Elaborate to the participants about those skills by using 
the visual presentation.  

 a. Technical skills: 
It refers to the manager’s ability to understand and use the techniques, knowledge, and 
tools and equipment of a specific discipline or department. These skills are acquired 
through education or experience in a particular industry. These skills involve the use of 
tools, equipment, procedures, and techniques of the industry. As business grows, the 
technical skills may be turned over to supervisors for everyday operating business 

b. Human skills:  
It is perhaps the most important skill needed in management. These skills enable a 
manager to work effectively with and through people. A manager must be able to 
interact with employees, suppliers and customers. Moreover, a manager must lead from 
the front and motivate the employees. 

c. Conceptual skills: 

These skills refer to the efficient use of thinking, reasoning, and logic which help in 
understanding the business as a whole and how parts are related. These skills can 
help in day-to-day decision making related to business. Moreover, these skills help in 
making long-range plans and decisions for expanding the business (forecasting). 
Thus, in a nutshell, conceptual skills for a manager is the ability to see the 
organisation as a unified whole and to understand how each part of the overall 
organisation interacts with other parts. 
 
d. Administrative skills 
These skills involve Organizing, delegating and directing the work of others. A 
manager must be able to communicate, motivate, discipline and inspire other team 
members to accomplish the goals. 
 
4. Good management skills are vital for any organisation to succeed and achieve its 
goals and objectives. A manager who fosters good management skills is able to propel 
the company’s mission and vision or business goals forward with fewer hurdles and 
objections from internal and external sources. Management and leadership skills are 
often used interchangeably as they both involve planning, decision-making, problem-
solving, communication, delegation, and time management. Good managers are almost 
always good leaders as well. In addition to leading, a critical role of a manager is to also 
ensure that all parts of the organisation are functioning cohesively. Without such 
integration, several issues can arise and failure is bound to happen. Management skills 
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are crucial for various positions and at different levels of a company, from top leadership 
to intermediate supervisors to first-level managers. 

In order to further illustrate few other mandatory skills required for managers into much 
simpler version, use the power point presentation and gradually explain those skills. 
Encourage participation if needed. 

i. Integrity: Manager’s ability to understand and use the techniques, knowledge, 
and tools and equipment of a specific discipline or department.  
 

ii. Team building: A manager needs to build a workforce with right people in right 
place regardless of gender, ethnicity and other differences 
 
 

iii. Positivity: Ability to see the organisation as a unified whole and from positive 
perspective. 
 

iv. Communication: A manager must be able to communicate organisations goals 
and objectives. Ensure all workforce know about their role and duties and 
keeping them engaged. 
 

v. Listening: Manager must listen to their employees. Not just hear but hear 
carefully – what they want to say. 
 

vi. Emotional intelligence: Emotional intelligence is a very important skill for a 
manager who can take bad with the good. Responsible, learns from mistakes 
and able to manage the stress.  
 

vii. Delegation: Learning to delegate tasks to the right employees. Trust employees 
and also keep an eye to support them during difficulties. 
 

viii. Collaboration: A manager must be able to share information across departments 
and levels. Manager must promote collaboration attitudes, setting common goals 
and incentivising collaborating working. 
 

ix. Flexibility: A manager must be able to develop a management style considering 
diverse needs among the team and objectives of the organisation. Manager must 
see day to day needs and able to oversee an increasingly mobile team. 
 

x. Decision-making: A manager needs to make decision quickly in a difficult 
situation. Also able to make difficult decision. 

A successful manager must have the following skills: 

Clear goals – know where they are going 

A commitment to excellence – never settles for mediocrity 

Feedback – from subordinates, citizens, politicians, etc. 

Support - from subordinates, citizens, politicians, etc. 
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Moreover, it is important to know that: 
 

i.  Leaders create a vision, managers create goals. 

Leaders paint a picture of what they see as possible and inspire and engage their 
people in turning that vision into reality. They think beyond what individuals do. 
They activate people to be part of something bigger. They know that high-
functioning teams can accomplish a lot more working together than individuals 
working autonomously. Managers focus on setting, measuring and achieving 
goals. They control situations to reach or exceed their objectives. 
 

ii. Leaders are change agents, managers maintain the status quo 

Leaders are proud disrupters. Innovation is their mantra. They embrace change 
and know that even if things are working, there could be a better way forward. 
And they understand and accept the fact that changes to the system often create 
waves. Managers stick with what works, refining systems, structures and 
processes to make them better. 
 

iii. Leaders are unique, managers copy 

Leaders are willing to be themselves. They are self-aware and work actively to 
build their unique and differentiated personal brand. They are comfortable in their 
own shoes and willing to stand out. They’re authentic and transparent. Managers 
mimic the competencies and behaviors they learn from others and adopt their 
leadership style rather than defining it. 
 

iv. Leaders take risks, managers control risk 

Leaders are willing to try new things even if they may fail miserably. They know 
that failure is often a step on the path to success. Managers work to minimize 
risk. They seek to avoid or control problems rather than embracing them. 
 

v. Leaders are in it for the long haul, managers think short-term 

Leaders have intentionality. They do what they say they are going to do and stay 
motivated toward a big, often very distant goal. They remain motivated without 
receiving regular rewards. Managers work on shorter-term goals, seeking more 
regular acknowledgment or accolades. 
 

vi. Leaders grow personally, managers rely on existing, proven skills 

Leaders know if they aren’t learning something new every day, they aren’t 
standing still, they’re falling behind. They remain curious and seek to remain 
relevant in an ever-changing world of work. They seek out people and information 
that will expand their thinking. Managers often double down on what made them 
successful, perfecting existing skills and adopting proven behaviors. 
 

vii. Leaders build relationships, managers build systems and processes 

Leaders focus on people – all the stakeholders they need to influence in order to 
realize their vision. They know who their stakeholders are and spend most of 
their time with them. They build loyalty and trust by consistently delivering on 
their promise. Managers focus on the structures necessary to set and achieve 
goals. They focus on the analytical and ensure systems are in place to attain 
desired outcomes. They work with individuals and their goals and objectives. 
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viii. Leaders coach, managers direct. 

Leaders know that people who work for them have the answers or are able to 
find them. They see their people as competent and are optimistic about their 
potential. They resist the temptation to tell their people what to do and how to do 
it. Managers assign tasks and provide guidance on how to accomplish them. 
 

ix. Leaders create fans, managers have employees. 

Leaders have people who go beyond following them; their followers become their 
raving fans and fervent promoters – helping them build their brand and achieve 
their goals. Their fans help them increase their visibility and credibility. Managers 
have staff who follow directions and seek to please the boss. 

 
Finally, in the public sector, there is need for professional officers who possess both 
managerial and leadership skills. And can provide the following attributes: 
 

 

 Managers must pay attention to new ideas and trends 

 Commitment to people 

 Development of people-oriented workplace 

 Belief that leadership can and does make a difference 

 Coercion discourages creativity. 

 Managers must listen to the citizens in new and more open ways. 
 

 
New Trends in Management: 

 
The traditional management system focused on controlling, individualism and 
encouraged managers to be dispassionate. But after the emergence of NPM, the 
emphasis has shifted from being only managers to also to be leader as well.  
 

Traditional Management vs Modern management  
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 Further readings: 

Principles of Management: An Analysis of Managerial Functions [by] Harold Koontz 
[and] Cyril O'Donnell, McGraw-Hill series in Management, 1964 
 
Management, Theo Haimann, William G. Scott, Houghton Mifflin, 1985 
 
Managing a Global Workforce: Challenges and Opportunities in International  
 
Human Resource Management: Challenges and Opportunities in International Human 
Resource Management by Charles M Vance, Yongsun Paik, Routledge, 2014 
 
Management: Challenges for Tomorrow's Leaders by Pamela Lewis OH: 
Thomson/South-Western, 2007 
 
Some relevant video links 
 
https://www.ccu.edu/blogs/cags/2017/06/10-characteristics-of-an-effective-manager/ 
https://corporatefinanceinstitute.com/resources/careers/soft-skills/management-skills/ 
https://www.forbes.com/sites/williamarruda/2016/11/15/9-differences-between-being-
a-leader-and-a-manager/#4c36a5804609 
https://www.youtube.com/watch?v=R-6SnMIiF8Q 

 
Appendix A.  

Management Skills Assessment Chart 
 

Please, score the level of skills you may have against the mentioned skills 

No Areas Score 

1 2 3 4 

1 Integrity     

2 Team-building     

3 Positivity     

4 Communication     

5 Listening     

6 Emotional intelligence     

7 Delegation     

8 Collaboration     

9 Flexibility     

10 Decision-making     

 

https://www.ccu.edu/blogs/cags/2017/06/10-characteristics-of-an-effective-manager/
https://corporatefinanceinstitute.com/resources/careers/soft-skills/management-skills/
https://www.forbes.com/sites/williamarruda/2016/11/15/9-differences-between-being-a-leader-and-a-manager/#4c36a5804609
https://www.forbes.com/sites/williamarruda/2016/11/15/9-differences-between-being-a-leader-and-a-manager/#4c36a5804609
https://www.youtube.com/watch?v=R-6SnMIiF8Q
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Topic:   Good Facilitator and Facilitation Model 

 

 

Time:    14:00 – 15:30                                                         

 

  

Learning Outcomes: After completing the session, particiants will be able: 

 
- to illustrate the concept, ‘facilitation’ and discussing the goals or objectives of a 

facilitator/manager/administrator 
- to provide information on some important features regarding preparation of an 

agenda which is vital first step for any facilitation process 
- to discuss and analysis the qualities of a ‘good facilitator’ so that the participants 

would be able to reflect the importance of those qualities while preparing a follow-

up presentation/training programme.  

 

Necessary equipments: VIPP Cards, Tag board, Tag pin, Flipchart, PPTs, Laptop and 

projector 

 

Subject areas 
 

 
Facilitation and how to make it happen 
Making an agenda 
Principles of facilitation 
Qualities of a good facilitator 

 

 
 

 

Facilitator’s preparation 

1. Clear idea on Facilitation and how to be a good facilitator 

2. Able to follow the delivery steps  

 

 

 

 

 

 

 Day-2          Session-4 
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Activity-1:              40 minutes 

 
1.1 Greet the participants. Tell some pleasantries to make the training atmosphere 

easy and friendly. Take a few minutes’ time to discuss about working 

atmosphere in districts and local areas where an administrator has to facilitate 

many discussions and play an important role as a facilitator and also as an 

administrator; 

1.2 Present a few PPTs to explain facilitation; 

1.3 After short presentation, ask participant to write TWO most important criteria; to 

be a good facilitator based on their work experience (two cards should be 

distributed to all participants); 

1.4 After short discussion among group members, the group select TWO most 

suitable points from all cards; 

1.5 When cards were selected by all participants, one participant from each group 

(by rotation) will stand up and explain about two selected points and why? Time 

2 minutes. 

 

 Time to write down and select points among the groups:10 minutes. 

  

Activity-2:             50 Min. 

 

2.1 In this stage trainer/facilitator apply Fish Bowl method; 
 

2.2  Before organisers arrange two circles (inner and outer). Set 6 seats in the inner 
circle and request 4 experienced participants to seat as Fish and keep two seats 
empty where other can join as fish later;  
                      

2.3  Four most experienced participants were selected to join the Fish group (at the 
center) and others table were arranged so that they were facing the fish and 
listened the discussion on facilitation; 

 
2.4  Fishes start discussion on their experiences while working in different situation    

and how they became successful or unsuccessful in those situation; after two more 
participants join in the Fish section (center) and share their experiences; 

 
2.5 After discussion of the fishes it become open discussion and thus fish come to 

the ball and all participants join discussion, share their comments, experiences 
and opinion on facilitation issues. 
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2.6 The trainer from his/her notes on the discussion summaries the main points 
and conclude the fish-ball discussion. 
                       
Figure 7. Fishbowl 
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   Additional Information 

 
Benefits of good facilitation skills   

 Increased ability to manage diverse groups at each stage of a task oriented 

meeting;   

 Improved skills for managing conflict;   

 Better utilisation of local knowledge, resources, and capacities;   

 Enhanced collaboration, co-ordination and understanding amongst project 

stakeholders;   

 More committed and timely group action;   

 Increased management capacity of partners;   

 More effective meetings and workshops.  

  

A facilitator is not a content expert or a lecturer. A facilitator helps participants to 
interact with each other, gain new information, and build upon their experience. The 
facilitator guides a process which will help participants to reach their stated goals and 
objectives within the time allotted. The facilitator's key role is to help the group 
experience and learn together.  
 
The Principles of Facilitation: 
 
1. Do not make assumptions. 
2. Shift ownership of the process to the participants. 
3. Establish shared expectations. 
4. Develop a strong, flexible facilitation plan. 
5. Perform continuous real-time assessment. 
6. Intervene on process, not content. 
7. Shift role to consultant when the participants use the facilitator as an expert. 
8. Bring closure to each activity. 
9. Perform a summative assessment of the facilitation process. 
10. Connect with each participant. 
11. Make sure that every key finding, consensus, and valuable insight is documented. 
12. Make the process rewarding and growth-oriented for the participants. 
13. Do not compromise the means for the sake of the ends. 
 
The facilitation principles – to be a successful facilitator, it is important to emphasis the 
following: 
 

A. Do not make assumptions 

 
Be on the same page with the participants. Don’t leave them alone or lose their 
attention and confidence. Ask questions frequently and assess continuously 
 

B. Shift ownership of the process to the participants 
 
Participants must value the process and its outcomes which requires full engagement 
and commitment from all participants. 
 



45 

 

C. Establish shared expectations 
 
The outcomes of any facilitated process must be defined clearly, connected to its 
goals, and agreed upon by the participants and facilitator. These outcomes should be 
specific, measurable, achievable, results-oriented, and time-bound. 
 

D. Develop a strong, flexible facilitation plan 
 
Have an infrastructure and plan for each facilitation. This is enhanced by a set of 
resources/tools for making on-the-spot changes.  
 

E. Perform continuous real-time assessment 

 
Perform continuous real-time assessment. Constantly determine and update 
individuals’ needs. Determine which needs are being met and how to meet those that 
are not.  
 

F. Intervene on process, not content 

 
Whenever a facilitator introduces his or her expertise on content, it implicitly says that 
the participants’ abilities are discounted; By focusing on the learning skills that 
underlie learning new content, facilitators affirm participant abilities and build greater 
capacity for future performance. 
 

G. Shift role to consultant when the participants use the facilitator as an 
expert 

 
Whenever the participants need the facilitator’s expertise as a resource, the facilitator 
can switch roles and answer questions freely. The key is to assume this role only 
when invited by the participants. 
 

H. Bring closure to each activity 

 
At key milestones and at the completion of the process, summarize what has been 
accomplished and what still needs to be done.  
 

I. Perform a summative assessment of the facilitation process 
 
At the end of a process collect and analyse evidence about the quality of the entire 
process to bring closure to it. Many facilitators find it effective to keep a notebook in 
which they record strengths, areas for improvement, and insights gained from the 
activity. 
 

J. Connect with each participant 

 
During the facilitation, make each participant important and valued. This can be done 
directly or indirectly, with spoken words or with body language.  
 

K. Make sure that every key finding, consensus, and valuable insight is 
documented 



46 

 

 
It is vitally important that someone be appointed to perform the recorder’s role during 
the closure period.  
 

L. Make the process rewarding and growth-oriented for the participants 
 
Learning should be enjoyable, even fun, and the facilitator is responsible for keeping 
the participants challenged, not angry or disengaged.  
 

M. No compromise the means for the sake of the ends 

 
The results should not be made more important than the people in the learning 
process. Make adjustments if learning objectives are not possible with the participants’ 
levels of preparation or personal development 
 
Finally, a good facilitator Is result oriented, empathic, master in process, firm on 
outcome, flexible on tactics, energetic, listens actively, good at non-verbal, involves 
everyone, and pauses and reflects. 
 

Video Clips: 

 

https://www.youtube.com/watch?v=bC2kG6hkhQc Six steps facilitation 

https://www.youtube.com/watch?v=K5-44wQ0iS0 Facilitator’s role 

https://www.youtube.com/watch?v=ZxOAyYfRWAQ Six quick facilitation skills 

https://www.youtube.com/watch?v=Z6ItgPV-jRA Facilitation process 

  

https://www.youtube.com/watch?v=bC2kG6hkhQc
https://www.youtube.com/watch?v=K5-44wQ0iS0
https://www.youtube.com/watch?v=ZxOAyYfRWAQ
https://www.youtube.com/watch?v=Z6ItgPV-jRA
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Topic:   Facilitation and How to be a Good Facilitator 

 

Time:    15:45 - 17:00 
  

Learning outcomes: After completing the session, training particiants will be able: 

 

- to understand some facilitation techniques used to resolve various conflicts and 

commonly use in facilitation process  

- to discuss on some simple useful techniques which may help a facilitator during 

preparation of a facilitation meeting and conflict management situation  

- to make the participants aware of some challenging situation or behaviours so to 

handle the unwanted situation, and make a facilitation meeting successful 

- Understanding six steps in conflict resolution  

 

Necessary equipments: VIPP Cards, Tag board, Tag pin, Flipchart, PPTs, Laptop and 

projector 

 

Subject areas: 
 

 
- Facilitation techniques and their use 
- Inter-relation between facilitation skills and techniques 
- Points of observation on conflict resolution 
- Grande Lum’s Six Steps in conflict management 

 
 

 

 

Facilitator’s Preparation 

1. Be clear on the principles of facilitation and how to be a good facilitator 

2. Be able to follow all delivery steps. 

 

 

 

 

 

 

 

 Day-2          Session-5 
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Activity-1:         75 min. 

    

1.1 Maximum five minutes opening discussion on how to be a good facilitator. 
1.2 Then the group of 4/5 participants (formed during 1st session of the day) 

discuss among themselves about different problems and what facilitation 
techniques they have used while resolving those problems while working in 
office or in the fields (field experience). Time: 10 minutes; 

1.3 Each group select one best story/example. Each team also select a Group 
Leader to represent the group; 
 

Figure 8. Consultation among group members 
 

 
 

1.4 By rotation, each group come forward and present the story/example. Group 
leader will present on behalf of the group; 

1.5 Questions and answers session will follow after each story telling. Other group 
members support the Group Leader during QA time; 

1.6 After all group presentation, the trainer points out a few points from discussion 
and conclude the Story Telling session. 
 
Figure 9. Presentation by Group leader 
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Additional Information 
 

Facilitation skills and techniques – important to remember: 

A. Be ready Develop and practice your session plan in 
advance 

B. Be clear State and identify clearly your session's 
objectives and deliver it 

C. Show respect Through your effective communication skills 
(verbal and non-verbal 

D. Be friendly In responding to questions 

E. Be honest Through confident professional manner 

G. Communicate effectively Use simple appropriate words and tones-
maintain eye contact-active listening 

H. Pay attention Address the needs and feeling of the group 

I. Be time sensitive Make sure your session plan fits with the time 
available 

J. Use multiple channels Use different relevant training materials and tools 
to assist you in conveying your messages 

K. Give take away message Wrap up and summarize the main points in your 
session 

One of the most important aspect in the areas of facilitation, conflict resolution, how to 
handle challenging behaviours during facilitation and negotiation process. The following 
observations are important to deal with conflicts: 

A. Side conversations 

B. Conversation domination 

C. Repeaters, parrots, and ramblers 

D. Verbal attackers  

E. Disruptive audience  

F. Absolute silence  

G. Inability to reach consensus  

H. Revisiting of decisions  

I. Charges of being culturally incompetent 

 

Conflict Management: Six Steps by Grande Lum 

Step 1. Take a Step Back.  Try to understand what's going on. Be as objective as 
possible. Imagine for a moment that you are an “invisible” observer. In this way you 
can really analyse what's going on. Being able to make wise, smart choices is 
dependent upon being able to look at it with as much “level-headedness” as possible. 
 
Step 2. Understand the Other Person's View.  Managing the dispute or disagreement 
means to be able to empathize with the other person.  No matter how difficult, doing 
your best to understand where the other person is coming from and showing the 
person that you are attempting to understand are both important elements.  While you 



50 

 

do not have to agree, you also do not need to spend a lot of disagreeing explicitly 
disagreeing with them either.  
 
Step 3. Reflect and Assert Your Own Needs.  It is certainly also crucial that you are 
aware of your own emotions, and your own wishes as well. It doesn't help a situation, 
if you haven't dealt with your concerns, because you might leave a conflict without 
feeling good about the resolution. Being able to communicate that in a way the other 
party can hear it well is key. 
 
Step 4. Find the Light at the End of the Tunnel.  Conflicts are inevitable. They will 
come out at one time or another.  If people repress the conflicts, it may actual come 
out in uglier, subtler, indirect ways later.  Really looking to how the conflict can now 
help is critical in a workplace conflict. By speaking directly on an issue, will it now 
finally be dealt with? Can an important decision now be made?  Is an apology long 
overdue?  Whatever the benefits or value happens to be, searching it out will help the 
process. 
 
Step 5.  Provide the space for each person to provide the rationale and reasoning for 
why the conflict is where it's at.  Each person should try to learn about what they don't 
know from the other person.  The focus should be on listening to the other person's 
story and not correcting or blaming. 
 
Step 6. Find a Mutually Agreeable Solution.  If you've done the above steps, then it's 
time to find a way to resolve the conflict.  Given each person's story and needs try to 
find a way that each of the parties can walk away feeling that they have been treated 
fairly. 

 

Some useful techniques can be used in delivering training 

(Brainstorming Technique 1. Specify the facilitation topic or goal to the group (if 

possible, do this step as pre-work before the next meeting). 2. Ask for free-for-all 

generation of ideas from among members of the group. 3. List all the ideas on a flipchart, 

holding back any reactions and/or discussion from any members of the group until all 

ideas are collected). 

(Consensus Technique: there is confusion around the term consensus. Consensus 

means that every member of the group can live with the group’s final decision. 

Consensus is often the means by which highly participative groups members reach their 

decisions). 

(Consensus Process in Meeting The trainer (here) play facilitator’s roe and guides 

the procedure. 1. The facilitator specifies a deadline by which to reach consensus in the 

meeting. 2. In a roundtable fashion, each member: a) Gets equal time to voice his or 

her preferences and reasons in regard to the question. b) Focuses perspectives on what 

is doable c) Does not mention other members’ names d) The most senior leader or 

manager in the group voices his or her opinion last). 

Other techniques such as Facilitator Intervention Technique can be used also. The 

nature of the intervention depends on the nature of the problem in the group. 1. If the 
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group seems stuck, then it is appropriate to point this out to the entire group. If there is 

prolonged conflict between certain members, then it may be more appropriate to invite 

the members out of the group and to conduct an intervention among those members. 

3. If a ground rule is being broken, then it may be appropriate to point this out to the 

entire group. 

(Ground Rules Technique Ground rules can be identified before the group meeting 

and then proposed to the group for their review, modification and/or approval. Or, the 

ground rules can be developed by members of the group in a group meeting. Some 

common ground rules are: 1. Meetings start and stop on time. 2. Focus on priorities, not 

on personalities. 3. Everyone participates. 4. All opinions are honored. 5. No 

interruptions. 6. No sidebars etc.). 

 (Meeting agenda technique should 1. Design the agenda together with the 

organisation’s leadership. Ensure an effective meeting by first reflecting on the goals for 

the meeting and then the activities to meet those goals. 2. Think about how to label an 

event so that people come in with that mindset. It may pay to have a short dialogue 

around the label to develop a common mindset among attendees, particularly if they 

include representatives from various cultures. 3. Always include introductions or some 

type of “check in” early on so that all members get involved early in the meeting). 

(Time Management One of the most difficult facilitation tasks is time management. In 

a highly energized meeting, time seems to run out before tasks are completed. 

Therefore, the biggest challenge is keeping momentum to keep the process moving). 

Nominal Group Technique There are many versions of the overall nominal group 

technique, which, in any form, is a combination of various other techniques. The 

technique usually includes various phases, including: 1. Facilitator clarifies the topic or 

goal to be addressed by the group, for example, to select the most important items from 

a list. 2. Ideas are collected from members of the group. a) The Round-Robin 

technique is often used to compile an initial list of ideas. b) Brainstorming is used to 

expand the compiled list of ideas.  

Round-Robin Technique, where The facilitator first clarifies the topic or goal to be 

addressed by the group, for example, to generate ideas about a topic or goal. Then 

members get quiet time before the group meeting, or early in the group meeting, to 

identify ideas on their own. After that facilitator collects a list of ideas by getting one idea 

from one person at a time, going around the table, until all members have shared all of 

the ideas from their list. Members do not analyse or discuss any of the ideas until all 

ideas have been collected. Members can ask a question during the Round-Robin, only 

to get clarification on a suggested idea. During process, the facilitator and members 

avoid duplication of ideas on the list. 

Stories Technique Facilitator explains that the focus of this technique is on the positive 

by building on the strengths and opportunities of the organisation and its stakeholders. 

Facilitator clarifies goal of technique, for example, to establish vision, values and/or 

action plans. 
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Some relevant video links on Facilitation techniques: 

https://www.youtube.com/watch?v=6bBWAGie460 

https://www.youtube.com/watch?v=oPZJQ-Mhwq0 

Video clips on Conflict Resolution techniques 

https://www.youtube.com/watch?v=NJH0XV9jGIE 

https://www.youtube.com/watch?v=aW76UbBY2qs 

 

Further readings 

Thinkertoys: A Handbook of Creative-Thinking Techniques 2nd Edition, Kindle Edition 

by Michael Michalko, Ten Speed Press; 2 editions (December 1, 2010) 

The Art of Facilitation: The Essentials for Leading Great Meetings and Creating Group 

Synergy 16th ed. Edition, ReadHowYouWant; 16th ed. edition (May 16, 2013) 

Grande Lum – The Negotiation Field book, Second Edition Simple Strategies to Help 

You Negotiat, McGraw Hill, 2019 

The Skilled Facilitator: A Comprehensive Resource for Consultants, Facilitators, 

Managers, Trainers, and Coaches, by Roger Schwarz, Jossey-Bass (first published 

June 15th 2002. 

12 Common Techniques in Facilitating Groups Adapted from Field Guide to Nonprofit 

Strategic Planning and Facilitation.  

  

https://www.youtube.com/watch?v=6bBWAGie460
https://www.youtube.com/watch?v=oPZJQ-Mhwq0
https://www.youtube.com/watch?v=NJH0XV9jGIE
https://www.youtube.com/watch?v=aW76UbBY2qs


53 

 

 

 

Topic:   Public Consultation and Consultation Criteria 

 

Time:    9:00 – 11:00    

 

Learning outcome: by the end of this session, participant will be able  

 to discuss on aspects of consultation and public consultation 

 to illustrate the importance of public concentration in modern government and 
administration 

 to analyse consultation criteria and their importance and explore practical 
situation 

 exploring Individual experience in the areas of public consultation 
 
Subject areas: 
 

 Public consultation  

 Importance of public consultation and practical situation assessment 

 Consultation criteria and their analysis 

 

Necessary equipment:    

PPT Slide; Flipchart; Flipboard, Multimedia, Marker, Poster paper, VIIP Card 

 

Facilitator’s preparation: 

 Be ready. Explore all possible information regarding public consultation. Read 

articles and relevant books based on additional information and other sources 

 Collect some examples regarding the importance of public consultations 

 Prepare a few PPTs on the criteria of public consultations. 

 

Activity-1: Recap of the previous day        Time: 15 min. 

 

1.1 Greet the participants 

1.2 Encourage participants to be participatory and active, and make this training 
memorable and enjoyable; 

1.3 Ask participants - what were the main taking points from yesterday’s training? 

1.4 Discuss on few important points based on previous sessions discussion based on 
participants interest; 

1.3 Start the session on public consultation.  

 

 

 

 

 

 

   Day- 3                                                       Session-1                                                              
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Activity-2: Public consultation     Time: 60 min. 

 

2.1 Take a few minutes to discuss on one/two recent news from TV or newspapers 
about issues which have received public interest and government attention. 

2.2 Explain the importance of public consultation in modern public administration 
(prepare a few PPTs from additional information below, and reference information;  

2.3 Form groups by including 4/5 members/group from the participants, and distribute 
the viip cards; 

2.4 Instruct EACH participant to write two stories (1 success and 1 failure) by marking 
main points in the viip cards, from their service experiences; 

2.5 Group members discuss among themselves, and select 1 most interested success 
experience and 1 failure experience as for the group; 

2.6 Invite each group in random to present their stories (1 success and 1 failure) 

 

Figure 10. Story telling session 

 

 

2.7 After presentation, other participants may ask questions and presenting team reply 
the questions; 

2.8. Facilitator/trainer may add additional information if needed;  

2.8 After all group presentations facilitator/trainer summarise the activity. 

 

Activity-3: Consultation criteria           Time: 45 min. 

3.1 Discuss max 5 minutes on consultation and importance of consultation process;  

3.2 Provide VIIP cards to all participants and explain about the Brain writing; 
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3.3 According to brain writing methods (see additional information section) each group 
discuss among themselves and write important consultation criteria on viip cards; 

Figure 11. Brain-writing 

 

 

 

 

 

 

 

 

 

3.4 After completion of group work, all group will display/place their cards on a wall or 
display area. 

Figure 12. Cards display study 

 

 

 

 

 

 

 

3.4 All participants go through and read all cards while passing the display area/areas; 

3.5 Trainer note some important points from viip cards and summarise the discussion. 
That is the end of session 6. 
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Additional Information 

 

Brain-writing 

Brain-writing is a non-verbal idea-generating methodology. Like brainstorming, brain-
writing allows a group to collectively build an idea. Brain-writing is a technique to 
overcome the tendency for judgment, personality clashes and the fact that one 
participant can express him/herself at any given time. 

How to apply it 

Start: 

 Present the subject (e.g. a problem, project, outcome, organization or idea) to 
the group as a challenge. 

Setting: 

 6-8 participants in a group around a table or in a circle facing each other. 
 Everyone has an equal opportunity to contribute. 

Materials: 

 One paper/card and pencil for each participant. 

Time/Steps: 

 Clearly establish the three critical rules: 

1. There are no bad ideas. Now is the best time to think outside the box. 
2. No judgment will be accepted, because this is the stage for free flowing of ideas. 
3. This exercise is intentionally silent and has to stay that way. 

 Write the topic around which you need to generate ideas on whiteboard. Make 
sure that the whiteboard is visible for all the participants. 

 Distribute the cards and the pencils to the participants. 
 3 – 5 minutes: Ask the participants to generate ideas concerning the topic and 

make sure they write them on their cards. 
 25 – 30 minutes (or until the participants exhausted their creativity): When the 

participants are finished with writing down their ideas, ask them to pass their card 
to the person on their left. Tell the participants to read the card they received and 
ask them to add ideas to the card. The ideas already present on the card must 
be considered as “idea stimulation” impulses. After adding ideas to the card, ask 
the participants again to pass the card to the person on their left. Continue this 
process of passing cards until each participant is again in possession of his/her 
original card. 

 Collect the cards and stick them on the whiteboard around the topic. 
 Let the participants come to the whiteboard and ask them to put stars/dots next 

to the ideas they find the most decisive. 
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Public cconsultation 

General definition of public consultation: 

Public consultation is one of the key regulatory tools employed to improve transparency, 
efficiency and effectiveness of regulation which often mingled with, complementing and 
overlapping each other. 

Consultation increases the level of transparency and it may help to improve regulatory 
quality by: 

 Bringing into the discussion the expertise, perspectives, and ideas for 
alternative actions of those directly affected 

 Helping regulators to balance opposing interests 

 Identifying unintended effects and practical problems. It is possible to foresee 
more easily the consequences of some planned policies 
- Providing a quality check on the administration’s assessment of costs and 
benefits 
- Identifying interactions between regulations from various parts of government. 
 

Consultation is just one form of engagement. You therefore need to decide if 
consultation is the most suitable approach to achieve the outcome needed. Thus 
different types of engagement are also needed for different expected outcome: 

 Engagement for information (Communication): Letting people know what will 
happen 

 Engagement for consideration (Consultation): Letting people know what could 
happen and what scope would be for their comment 

 Engagement for improvement (Consultation): Seeking customers' and service 
users' views specifically to being about an improvement in services 

 Engagement for involvement (Involvement): Involving people in the 
development of service standards and delivery  

‘What needs to be clear at the very beginning about consultation?’ 

• What are the key aims? 

• What information or change is wanted at the end and what do we not have 
now? 

• What type of report do I need to produce at the end? 

• What will the information be used for? 

Consultation Criteria 

Criteria One: Timing 

Consultation takes place in general when a government want to know opinion, 
suggestion, and critics from interested parties of interest about some policy decision 
of government. 
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Criteria Two: Duration of consultation 

There is no fixed rule about the duration – it depends on the importance and  

complexities of the issue and public interest. However, common rule is that there must 
be flexibility and sensibility to provide enough time so that all interest 
group/parties/organisations/individuals can participate. 

Criteria Three: Scope and impact clarity 

The consultation exercise must be clear and open about what has already been done 
in the development of policy prior to consultation process. What information and how 
have been gathered? Consultation exercises should be clear about the scope of the 
exercise:  

Criteria Four: Accessibility of consultation exercises 

The importance of all assessment related information should be reached to those who 
will be effected or subject of policy making under consideration. It is essential that 
interested parties are identified early in the process so that consultation exercises can 
be designed and targeted accordingly.  

Criteria Five: The consultation burden 

The importance to be alert to minimise the burden of consultation process. While 
interested parties may welcome the opportunity to contribute their views or evidence, 
important to avoid duplication of information gathering process. If the same type of 
information gathered earlier the consultees may not be interested to take part in the 
same process again. 

Criteria Six: Analysis of responses 

The importance of all responses in different forms gathered during consultation process 
should be analysed and clear feedback should be given to the respondents. Analysing 
consultation responses is primarily a qualitative rather than a quantitative exercise. 
Consultation documents should, indicate the likely timetable for further policy 
development.  

Criteria Seven: Consultation capacity 

It is important to be aware of the consultation capacity of any organisation – who wish 
to engage in consultation process. If needed they must engage consultation experts or 
coordinators who may guide/advice or coordinate the whole process and government 
may keep an eye and monitor the effectiveness of consultation exercise.  

  



59 

 

 

 

Topic:    Consultation Process  

 

Time:   11:30 – 13:00    

 

Learning outcomes: by the end of this session, participants will able to.. 

 

 illustrate the consultation process from pre-requisite to assessment 

 provide information on how the consultation process works, what kind of 
information are needed for starting the process 

 identify what kind of methods can be used and why?  

 analyse the assessment system in consultation area 
 
Subject areas: 
 

- Foundations of consultation process 

- Prerequisites of consultation and preparation for consultation 

- Methods can be used in consultation 

- Evaluation and assessment 

 

Necessary equipment:    

PPT Slide; Flipchart; Flipboard, Multimedia, Marker, Poster paper, VIIP Card 

 

Facilitator’s preparation: 

 Be prepare to present the session step by step and acquire enough knowledge 

on public consultation process; 

 Collect some examples regarding the public consultations process and how it 

works; 

 Get some information and see some celebrity interview related videos. 

 

Activity-1: Consultation process     Time: 90 min. 

 

1.1 Greet the participants and welcome them to the new session. 

1.2 Discussion 4 minutes on some basics of consultation process, i.e. six foundations 
of the process: integrity, transparency, commitment, accessibility, inclusivity and 
confidentiality; 

1.3 Announce the starting of ‘Celebrity Interview’ show on consultation process; 

 

 

 

 

 

 

   Day- 3                                                       Session-2                                                              
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1.4 Select the celebrity and moderator from participants to perform the act; 

1.5 Brief the moderator and celebrity on his/her role prior to the beginning of the show. 
Discuss on the main line of questions, techniques to ask questions to the celebrity, 
and the expert audiences. 

 

Figure 13. Celebrity interview audience structure 

 

 

 

 

 

 

 

 

 

 

1.6 The moderator starts the interview/act and introduce it to participants/audience. 
Trainer can be one of the expert audience and take part in the act; 

1.7 The moderator asks question on issues related to past and present experience. 
Link with other experts in the audience and get their opinion, advice, and 
suggestions; 

1.8 Summarise all information and end the session 7. 

Figure 14. Celebrity interview 
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Additional Information 

Overview of the celebrity method 

This method is based on a talk-show like interview where the participants devise 
questions to address to the celebrity at hand, who is an expert of the subject matter. In 
this way, a formal situation becomes more dynamic and interactive. Unveiling the true 
person behind the leaders of a group or unit can create a different and more valuable 
narrative. 

Start: 

 If you are the celebrity, you are invited to let go of your formal presentation or 
speech and answer the harder questions on everyone’s mind in a casual ‘talk 
show’ format. 

 If a participant, you are invited to listen, see the person behind the celebrity, 
and write down questions with colleagues. 

Setting: 

 Interviewer and celebrity in the front of the room where everyone can see and 
hear the interaction. 

 Part one: audience is invited to listen. 
 Part two: audience in invited to engage with each other to formulate questions. 
 Theatre style seating is OK to generate questions. 

Materials: 

 Lapel microphones, bar stools or living room furniture work well. 
 Cards to collect questions generated via 1-2-4 (skipping the ‘all’ part of 1-2-4-

All). 

Time/Steps: 

 3 minutes: Interviewer welcomes and introduces the celebrity and topic to be 

discussed. 
 15-30 minutes: Interviewer asks questions that would be expected to be asked 

by the audience. 
 10-15 minutes: Participants are invited to ask additional questions generated 

by a 1-2-4 conversation, then writing them on cards. 
 5-10 minutes: Interviewer sifts the cards, looking for patterns and asking 

additional questions to the celebrity. 
 1 -2 minutes: Interviewer makes closing comments, thanks the celebrity. 

 

Consultation process 

1. Integrity: Integrity is about conducting a public consultation for the right reasons, to 

hear participants’ opinions and consider changes. Be honest with the audience and with 

https://compass.itcilo.org/methodology/1-2-4-all/
https://compass.itcilo.org/methodology/1-2-4-all/
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yourself. Stick to the promises you made and accomplish it. Provide all necessary 
documents, use participants’ contributions and never conduct a public consultation if 
you won’t change anything on the document.  

 2. Transparency: The public wants to know what and how you do things. When you 

are conducting a public consultation you need to open your doors to citizens and other 
institutions. The more opened and transparent you are the more trust you gain from the 
public, which is essential to have a participative audience.  

 3. Commitment: Be committed and show it to the audience. You must believe that 
conducting a public consultation will bring benefits to society and will improve policy-
making. Show you care for citizens and everyone you serve and constantly try to find 
ways to improve the process and deliver citizens a better experience when participating.  

 4. Accessibility: During the process you want to collect different perspectives and 
contributions, hence you must be accessible to the crowd. Be patient to clear doubts, 
offer them relevant information on viable ways and give them enough time to participate.  

 5. Inclusivity: When collecting the different perspectives, you must consider them no 
matter the source. It’s important to give voice to every interested and keep in mind 
minorities which may have bigger issues of representativeness and inclusivity. Their 
points of view are also important and might bring important subjects to the table.  

6. Confidentiality: When disclosing information and opening the institution to the public 
remember that some subjects are confidential for a reason. The same happens with 
citizens, it may important to them to protect their identity for a specific reason and you 
should respect it and protect participants. 

Move to the basics to start the process and what are of vital importance:  

 What is the issue?  

  What is the purpose of consultation process? 

  Who are the stakeholders? 

   What process can be used to involve stakeholders and achieve the purpose?  

Pre-requisite: One must consider some prerequisites before consultation process 

• Inform the public 

• Organisational structure 

• Be in touch with the citizen 

• Internal consultation structure 

• Establish a network 

• Training to relevant personnel 

Each points briefly so that participants understand the logic and importance of these 
pre-requisites elements. 
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• Consultation at early stage 

• Enough information on hands 

• Context analysis 

• Identifying primary purpose 

• Identify stakeholders 

Consultation related information to facilitate the process: 

• What will be done with outcomes? 

• What resources will be needed? 

• What methods 

• Right balance between targeted and open consultation 

• Avoiding repetition 

• Investigate consultation overload 

• Prior consultation if needed 

The next step – what is very important and that is to establish a planning team – the 
issues may need serious consideration. Team need to have all relevant information and 
knowledge to handle the consultation process from the beginning to end. Thus, during 
selection the following expertise /areas of people may be needed: 

• Specialisation in Sectors  

• Special knowledge in Regions 

• Experienced Administrative staff 

• Experts on Legal Services 

• Experts on Communication issues  

• Experts on Facilitators and other relevant areas  

• External expertise/stakeholders 

Assessment of consultation: 

1. Evaluation of assessment 

a. Objectives (e.g.: were they clear and realistic? Were they met?)  

b. Who you consult (e.g.: did you get the views from those you wished?) 
Participants were correctly informed about how to participate? Were 
participants aware of the purpose of consultation?  

c. Duration (was the duration of the process long enough/too long?)  
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d. Methods (were the methods used the right ones for the goals of the consultation?)  

e. The costs, benefits and impact.  

2. Consultation to re-consultation 

 A formal consultation period 

 Period to respond 

 Additional explanation if limited time period 

 Publishing decision/response/conclusion within given period 

 Analysing all contribution within a given/agreed time period 

 Sufficient explanation if response not published within a given time 

 Re-consultation if necessary 

Video on opportunities for public participation/ process of government decision making 
from Latvia 

https://www.youtube.com/watch?v=pjXJ8cCWxc4 
 

  

https://www.youtube.com/watch?v=pjXJ8cCWxc4
https://www.youtube.com/watch?v=pjXJ8cCWxc4
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Topic:   Consultation and Decision Making 

 

Time:    14:00 – 15:45    

 

Learning outcomes: by the end of this session, participants will able to... 

 to illustrate the importance of context scan during consultation process as it 
strengthens negotiator’s hands by virtue of knowledge and information 

 to provide information on how the knowledge and information can be gained, 
and can be of vital importance for a successful negotiator 

 to demonstrate the importance of a detail budget preparation during 
consultation process to ensure happy ends 

 to inform the importance of communication staff and media during and after 
consultation process 

 to discuss in detail the consultation methods selection criteria so that 
participants understand the logic and importance of criteria selection even 
before the consultation process starts 

 
 
Subject areas: 

 

Scoping the decision and making a timeline  

Sound objectives of making decisions 

Making decisions 

 

Necessary equipment:    

PPT Slide; Flipchart; Flipboard, Multimedia, Marker, Poster paper, VIIP Card 

 

Facilitator’s preparation: 

Be prepare for the session and using PADLET 

Check the internet connection 

Prepare for conducting PUTHI PAT session 

 

Activity-1: Consultation and Decision Making           Time: 45 min.  

 

1.1 Greet the participants 

1.2 Share information with the participants on consultation process to make a sound 

decision taking consideration of the opinion of the beneficiaries or citizens. 
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he first issue in decision making is to determine the scoping of decision, what one may 

explain as clarifying the scope of the decision is important for ensuring that the 

proponents of the consultation and the participants know what type of decision is being 

made at the end of the process; 

 

1.3 Invite participants to log in into PADLET. The questions will be visible on the 

board. For example, “what factors should be considered to take a sound decision”? 

 

1.4 Trainer/Facilitator will provide some information on the function of PADLET method. 

 

Table 5. PADLET in action 

 

 

 

 

1.4.1 PADLET is an online platform for doing group work in a session. Facilitator trainer 

can use this platform by login. Before starting the session facilitator has to create 

PADLET activity for the participants. We can make the padlet by following 

flowchart: 

 

 

 

 

 

 

 

 

Logi
n 

Create padlet Chose 
sample 

Settings Set your desire 

address 
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Activity-2: PUTHI PAT (Folk poem recitation)  Time: 60 min. 

 

2.1 Each member/participant (Group member) write down a poem/puthi where they 
used a number of selected words related to consultation, decision-making, facilitation, 
development strategy and vision, planning and implementation within a given time 
(i.e.15 minutes); 

2.2 Group members select one PUTHI performer (pathok) to recite (Pat) the Puthi. 

2.3. The selected performer of the group will for perform (recite poem) in from of 
participants; 

Figure 16. Puthi-pat 

 

 

2.4 The Puthi contains the maximum words from the selected word group will be 
considered as first, second, and third;  

2.5 Summarise the activity and end the session. 
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Additional Information 

 

Consultation and Decision Making 

The Primary objectives of any decision making are to:  

• Identify values important for the development of a policy/program   

• Identify changes needed to update a policy/programme/Act   

Evaluation Indicators: 

• Consensus or agreement developed on values that are the foundation for further 

development of policy/program  

• A range of feasible options has been identified to update a policy/programme/Act 

Sub-objectives of decision making can be explained as such: 

Increase awareness among stakeholders and participants on issues  

• Build relationships with stakeholders 

• Partnerships are developed with stakeholders  

Evaluation Indicators:  

• Surveys indicate greater awareness  

• Stakeholder relationships improve throughout the consultation process  

• Permanent advisory committees are set up or agreements for further cooperation 

are signed  

The main focus areas in making decisions as shown in the following six slides which 

explains the step A to E: 

 

A. Keep the group on task 

• Determine if there is enough time to complete the agenda and the closing tasks.  

• Extend the meeting 

• Help the group set priorities and decide which remaining agenda items to 

address in the time remaining 

B. Assess the group’s concentration and engagement  

• Read the group’s energy level 

• Check involvement 

• Avoid presentations after lunch 

• Give a break 

C. Clarify confusing discussions 

• Listen for unfamiliar terms 

• Restate the issue before a decision 
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D. Provide feedback to the group 

• Check personal biases 

• Be specific in describing what you observe 

• Point out similarities between members’ statements 

• Request suggestions from the group and then summarize these 

• Use conflict to improve decisions  

E. Enforce ground rules 

• Know the Ground rules 

• Renegotiate, or at least revisit, ground rules each time new members join the 

group 

• Ground rules should include ways to address violations 

• Take great care to be even-handed in pointing out violations 

 

Video clip on Public consultation advertisement from Ireland, ‘Public Consultation on 

Draft National Marine Planning Framework’ 

 

https://www.youtube.com/watch?v=zDpGsZzaGCc 

 

The main tasks of the implementation stage are:   

 

A. Managing and facilitating the consultation  

Which requires: 

- A clear understanding of the objectives of the consultation 

- Definition of the boundaries of the decision-making process; and  

- Knowledge of the issues that might be raised by participants 

 

B. Managing inputs and encouraging meaningful participation 

 to monitor and evaluate the process:  

i) Questionnaires:  Participants provide their comments through a form (hard copy or 

online)  

ii) Interviews: Participants provide their comments verbally  

iii) Focus groups: Small groups of participants provide in-depth feedback and 

information concerning specific aspects of the process 

 

C. Evaluating throughout 

  

To assess the contributions of participants:  

- Summarie all feedback  

- Examine quantitative and qualitative data 

https://www.youtube.com/watch?v=zDpGsZzaGCc
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- Examine the content and nature of the feedback. It might be necessary for specialists, 

such as scientists and translators, to help integrate information from various sources. 

 

 

Examples 

 

Video clip related to public consultation process in the UK.  

 

London City Airport has published a draft master plan, detailing how it could respond 

to continued demand for business and leisure air travel, in a sustainable and 

responsible way, over the next 15 years.  

 

More information about the 12-week public consultation, and how to respond, can be 

found at www.londoncityairport.com/consultation. 

 

In the website, you can find the following information and links for more materials on 

the issue to facilitate public consultation: 

 

Video clip: London City Airport's CEO, Robert Sinclair, introduces some of the key 

themes of the  Draft Master Plan 2020-2035 for Public consultation:  

https://www.youtube.com/watch?v=3PAOEwUkWh8 

 

 

  

http://www.londoncityairport.com/consultation
https://www.youtube.com/watch?v=3PAOEwUkWh8
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Topic: Action Plan, Course Evaluation and Closing 

 

Time:    16:00 – 16:30    

 

 

Learning outcomes: by the end of this session, participants will able to... 

 Fill the action plan 

 Evaluate the training programme 

 Receive final points of the training programme 
 
 
Subject areas: 

Scoping the preparation of an Action plan  

Result and output the course 

Closing of the programme 

 

Necessary equipment:    

PPT Slide; Flipchart; Flipboard, Multimedia, Marker, Poster paper 

 

Facilitator’s preparation: 

 Prepare an Action Plan Form 

 Prepare a Training Evaluation Form 

 

Activity-1: Prepare Action Plan          Time: 15 min.  

1.1 Greet the participants; 

1.2 Handover Action Plan Form to all participants; 

1.3 Participants fill up the Action Plan Form accordingly; 

1.4 Collect the Action Plan and remind them it will follow up by the authority.  

 

Activity-2: Course Evaluation & closing the programme   Time: 15 min. 

2.1 Provide the Training evaluation form to all participants; 

2.2 Participants give their opinion by evaluating the course and relevant issues; 

2.3 Summarise key points from the two days training programme;  

2.4 Express gratitude and thanks to all participants for their active participation; 
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2.5 Express gratitude to the training organisers, financial support provider, and 
support staff in the training academy; 

2.6 Thanks to all who have made contribution in the successful implementation of the 
training programme; 

2.7 End of the ToT programme. 
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Additional Information 

Appendix B. Action Plan upon completion of ToT programme 
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P4D Project 

Appendix C. ToT programme evaluation by participants 

 
Training Title: Facilitation, Consultation and Management Techniques 

 
Date: 29th – 30th November, 2019 

 
Please select the rating for each section based on the following criteria: 
5=excellent     4=good    3=average    2=fair    1=poor 

Please rate the trainer(s) on the following:  

1. Knowledge of the subject matter.  5  4 3 2 1 

 

2. Ability to explain and illustrate concepts. 5  4 3 2 1 

 

3. Ability to answer questions    5  4 3 2 1 

 

Please rate the content, structure and deliberation of the training: 

4. The usefulness of the information 
received in training.    5  4 3 2 1  

 

5. The structure of the training session(s). 5  4 3 2 1 

 

6. Trainees participation during discussion 5  4 3 2 1 

 

7. Presentation & trainees involvement  5  4 3 2 1 

 

8. The usefulness of the training materials. 5  4 3 2 1 

 

9. The facilities of the training venue.  5  4 3 2 1 

 

10. The catering service during training   5  4 3 2 1 

 

11. Was this training appropriate for your 
level of experience?       Yes     No 

12. Do you suggest this training to others?      Yes     No 

 

 

Your Name:  ____________________    (optional) 

Your Department:  ______________                           (optional) 
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