Appendix 1: Some tips for those new to training
Participant and trainer numbers
The number of participants on the course should be around 18 (and certainly not less than 8 or
more than 22). More than 18 participants may make things difficult in that it will prevent trainers
from giving sufficient personal attention to each participant. Fewer than 8 participants decreases
the range of experiences available and puts great pressure on participants to contribute.
It would be useful to have two trainers for the group – this can help monitor how well the training
is going, provide variety for participants and make sure that the needs of the group are met.
However, the training could be delivered by a single trainer.

The approach
The training should be participant-led:
The training should build on the existing knowledge and strengths of the participants.
Exploration of issues should begin from the participants’ perspective and go forward at their
own pace, within the time constraints of the training.
All training methods should be gently challenging, inviting participants to look at issues for
themselves.
Ideas should not be imposed, but they may be suggested for exploration.
The training should also be conducted in the spirit of partnership:
Trainers should work to engage participants in a partnership.
Trainers should encourage open discussion and provide and encourage constructive
feedback at all stages.
Trainers should model relevant skills and qualities, where appropriate:
Try at all times to treat participants with respect and to explicitly value all contributions.
Try to communicate clearly and with brevity.
Use active listening, appropriate questioning skills, summarising, reflection and empathy.
Be comfortable with appropriate challenging and negotiation with participants.
The abilities of participants should be explicitly highlighted to enable the development of their
own self-efficacy, self-esteem and self-understanding.
The methods used during the training:
Should be experiential and interactive, wherever possible.
Should relate discussions to specific aims and tasks of the course.
Should give participants the opportunity to practise relevant, active listening skills and receive
sensitive and supportive feedback.
Guidance on the involvement of children, young people and parents/carers in the training is
provided in Appendix 1.

Aspects of facilitation
Consider the following suggestions:
Be very well prepared – for this training you will need to have:
o Read each part of the trainers’ guide carefully.
o Thought through how you will approach things.
o Ensured you are very familiar with all of the UNCRC materials.
Don’t take on the expert role – you are working in partnership with the participants and
should be reflecting partnership working throughout.
Clarify expectations, aims and objectives of the discussion.
Present key information clearly and in an interesting way.
Actively listen and move things on where needed.
Summarise key points.
Record key points for all to see – capture the consensus (where there is one) or outcomes of
the discussion.
Reflect back, reframe and check understanding.
Use open questions.
Respectfully close discussions down if they are becoming marginalised or getting too far
away from the aims and objectives of the training.
Ask challenging questions (or encourage participants to ask such questions).
Encourage and be supportive.
Take everyone’s views into account and give everyone a chance to express their views.
Encourage participants to answer their own questions.

Keeping to time and maintaining momentum
The session, slide and activity timings provided as part of this guide are only indicative and are
approximate – if you feel that a discussion is going particularly well and is contributing
significantly to the development of the participants’ understanding of an issue, then it is
obviously not essential that it is cut short because you are trying to keep to time. Bear in mind
that discussions that are too lengthy and activities that are not well-timed will lead to a lack of
motivation and a loss of momentum. Remember that if you extend one activity/discussion, the
time will need to be reclaimed from elsewhere in the session, whilst ensuring learning
opportunities are not lost.
It is the trainer’s job to try to strike this balance between running sessions to time and ensuring
participants get the most out of each exercise and activity. Remember, timings are for guidance,
they should not to be treated as unbreakable rules. Also remember that, wherever possible, the
training should be participant-led.

Room set-up
Wherever possible, the room used for the training should be large enough to enable participants
to move around freely. It should be set up with chairs in a semi-circle, with plenty of space
around them. There is no need to use tables, unless there are many additional materials that
you would like participants to have access to. If you feel tables are necessary, make sure they
are set up so that participants can sit in small groups rather than having a single set of tables
with everyone sat around it in boardroom style.

Capturing participants’ views and decisions through the day and feedback
It would be helpful to keep a constantly running flipchart for issues, concerns and queries. This
will allow you to ensure discussions are not ‘hi-jacked’ by particular issues and queries that
cannot be solved on the day. It might be worth heading the flipchart ‘Issues, questions and
concerns’.
Feedback notes (which should include issues, concerns, queries, flipchart notes, the key
outcomes from exercises and any other important aspects of the day) should be taken away
and typed up – these can then be fed back to participants as soon as possible after each
training session. Rapid feedback ensures that participants know that their work is valued and
acts as a reminder of the important issues and good ideas that they came up with.

Working agreement
A working agreement (sometimes referred to as ‘ground rules’) should be discussed and
negotiated with each group at the start of the training.
It might be a good idea to put the working agreement on a flipchart and have it on display
throughout the training.
Encourage participants to set a working agreement that reflects a partnership approach
If you consider these suggestions and use the methodology section of the trainers’ notes flexibly
then you should have a successful training session.

