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ACRONYMS 

 

AGP Agricultural Growth Programme 

ARDPLAC Agricultural Rural Development Platform Linkage Advisory Council 

CNA Capacity Needs Assessment 

DA Development Agent 

FTC Farmer Training Centre 

I-A-S Information, Activity, Summary 

M&E Monitoring and Evaluation 

MoARD Ministry of Agriculture and Rural Development 

PIM Programme Implementation Manual 

RED&FS Rural Economic Development and Food Security 

SOP Standard Operating Procedure 



3 
 

 

1. INTRODUCTION  AND SCOPE 

 
 

1.1 Description of AGP 

 

The Agriculture Growth Programme (AGP) aims to increase agricultural productivity in a sustainable 

manner, increase market performance and profits, and promote value addition to agricultural 

products in selected targeted areas.  AGP will capitalize on the enormous agricultural productive 

growth potential found in Ethiopia.  AGP will profit from the lessons learned (from the Federal, 

Regional, Woreda, Kebele) in previous programmes so that farmers, communities and regions are 

able to increase agricultural production and growth and increase their wealth. Being decentralized, 

AGP will depend on farmers, kebeles and woredas to make it work.      

 

The AGP responds to one of the Governmentõs key overall objectives to further stimulate 

agricultural growth towards improved national food security, employment generation and reduced 

poverty. Raising agricultural productivity will:  

1. increase food production;  

2. reduce dependency on food aid; 

3. increase the incomes; 

4. reduce the vulnerability of farm households; 

5. reduce poverty in communities;  

6. reduce food prices; and,  

7. create jobs and encourage small-scale businesses. 

 

1.2  Capacity Building in AGP 

 

Capacity building is a cross-cutting theme throughout the AGP and extensive capacity building 

activities will be conducted at different levels with different target groups, including: 

¶ Implementing agencies at federal, regional and woreda levels; 

¶ DAs and SMSs; 

¶ Women and youth groups; 

¶ Farmer groups; 

¶ Cooperatives; 

¶ ARDPLACs; 

¶ Soil testing laboratories and animal health services. 

 

Capacity building interventions will include the following: 

¶ Training in technical skills at different levels; 

¶ Training in functional skills (i.e. management and administration) for AGP implementation; 
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¶ Physical capacity building (i.e. office equipment, vehicles, physical infrastructure (market 

places, feeder roads, small scale irrigation), laboratory equipment; 

¶ Awareness and sensitization; 

¶ Study tours (local and abroad); 

¶ Training of Trainers; 

¶ Refresher Training; 

¶ Systems capacity building (i.e. developing tools, such as manuals, guidelines and templates to 

support M&E, financial management, extension, value chains etc). 

 

1.3 Purpose of Capacity Building Manual 
 
The purpose of this manual is to outline some good practices on òhow to do capacity building welló 
in the context of AGP.  These can act as a guideline for implementers when planning, assessing, 
implementing and monitoring the capacity building activities of the programme.  The manual is 
aimed as a resource/guideline for the AGP Programme Coordination Unit (PCU), particularly for the 
Capacity Building Specialist who will be responsible for the overall coordination and implementation 
of capacity building within AGP.  
 
The steps and processes outlined in this manual consist of good practices in relation to the specific 
capacity building methodologies that will be used in AGP.  These processes are meant as a guideline 
and are NOT meant to be rigorously followed step by step.  They will need to be adapted, modified 
and simplified according to the target group, especially when used by local implementers (woreda 
personnel, SMSs, DAs etc).  The Capacity Building Specialist at the PCU will be responsible for these 
modifications.   
 
The manual may also be used as a resource for other projects or programmes that undertake similar 
capacity building activities. 
 
 

1.4 Scope of Capacity Building Manual 
 
Various manuals and guidelines already exist for some of the technical components of AGP, such as 
small-scale irrigation and physical market development, and for some functional components, such as 
monitoring and evaluation, community level planning, establishing ARDPLACs etc.  The Programme 
Implementation Manual (PIM) also acts as a guideline for various programme components.   
 
This capacity building manual will focus on the major capacity building practices that will take place 
throughout the programme.  These practices can be applied throughout AGP components.  Thus, 
the manual is laid out as follows: 
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Level of Capacity Building Capacity Building Methodology 

Human Resource Capacity Building Planning Training 
Training of  Trainers (ToT)  
Short-term Training 
Refresher Training  
Experience Sharing/Study Tours 
Awareness Raising/Sensitization 

Physical Capacity Building Procurement   
Equipment Operation  
Equipment Maintenance 

Systems Capacity Building Conducting Capacity Needs Assessment 
Manuals and Guidelines 

 
 

1.5 Understanding of Capacity Building 
 
 
While there are numerous definitions of capacity and capacity building, the definitions1 utilized for 
the AGP are as follows: 
 
Capacity refers to the combination of individual competencies, collective capabilities, assets and 
relationships that enables a human system to operate and carry out its functions.   
 
Capacity building is the process of enhancing capacity i.e. it is a form of change which focuses on 
improvement.  It concentrates on strengthening the capability, and ultimately performance, of the 
government and its partners to deliver programmes at different levels (from federal to community 
levels). The expected result is an increase or an improvement in programme management and 
administration, technical competency, service delivery, coordination and communication compared 
to the situation prior to the intervention. 
 
Capacity at the following levels needs to be in place: 

i) Individual capacity ð sufficient competent (qualified and experienced) people in place within 
the implementing partners; 

ii) Organizational capacity ð collective human resource competency, combined with efficient 
internal structures, systems and processes, a supportive working environment and 
management capacity within the implementing partners; 

iii) Enabling Environment ð appropriate external policies and systems in place to enable the 
implementing partners to carry out their functions, including higher-level commitment 
to the programme. 

 
Each level (individual, organizational, enabling environment) is inter-linked, and sufficient capacity 
needs to be in place at each level in order for a programme to be successfully delivered.   
 
These various levels of capacity can be addressed by: 

a. Physical capacity ð the equipment and facilities required to implement AGP.  This includes 
transportation; office space, furniture and supplies; and means of communication (computer, 
internet, telephone, fax etc); 

                                                   
1 Adapted from Baser & Morgan (2008): Capacity, Change and Performance. European Centre for Development Policy 

Management. 
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b. Human resource capacity ð the number of people in place to work on AGP implementation 
and their skills and knowledge in the required areas; 

c. Systems capacity ð the existence of systems and processes and internal structures to support 
the implementation of AGP, e.g. M&E system, Financial Management system, Human 
Resource Management system, and cross sectoral networking and coordination. 

 
Some aspects of ensuring an enabling environment for AGP are beyond the scope of the 
programme, such as adequate remuneration of staff implementing the programme.   
 
 

 



7 
 

2. HUMAN RESOURCE CAPAC ITY BUILDING  

 
 
2.1 Planning Training 
 
Prior to any training programme being developed, a capacity needs assessment should be conducted 
(see section 4.1).  The capacity needs assessment should identify a set of objectives a training 
programme should adopt.  Once these training objectives are clearly identified, the design phase of 
the training process is initiated.   
 
Planning a training programme is a critical stage and incorporates a number of steps, including: 

¶ Selecting the internal or external person or resource to design and develop the training; 

¶ Selecting and designing the programme content; 

¶ Selecting the techniques used to facilitate learning (lecture, role play, simulation, discussion 
etc); 

¶ Selecting the appropriate time and setting (on the job, classroom, FTC etc) 

¶ Selecting the materials to be used in delivering the training (work books, videos etc) 

¶ Identifying and training instructors (if internal). 
 
2.1.1 Select internal or external person or resource to design and develop the training 
 
The individual (or team) that designs and develops the training programme should be familiar with 
the technical content of the training programme, the broader context of the AGP, and adult 
education concepts and theories.  (S)he should have experience with developing participatory training 
programmes or, at least, have access to a resource person with experience in participatory training 
and skills in ensuring the engagement of women, and marginalized community members at the 
community level.   
 
2.1.2 Select and design the programme content 
 
The capacity assessment should reveal the need for the training and outline broad objectives for the 
training programme.  However, the training designers may also need further information to ensure 
that the programme is tailored to the needs of the participants.  A pre-test questionnaire, aimed at 
assessing the initial knowledge, attitudes and skills of the trainees, assists with the development of an 
effective plan.  Questions to include in a pre-test may be: educational background of participants, 
types of relevant experience they have, language proficiency and 
language preference.  In general, the more complete the knowledge 
of a training group, the easier it will be to construct a good training 
plan.  The pre-test can also serve as an evaluation tool as it provides 
a baseline of knowledge, attitudes and skills prior to the training 
programme. 
 
Choosing which topics to include in a training session and which to 
omit presents a continuous challenge for trainers.  Knowing how 
much to include in a training workshop is a matter of experience.  
Typically, trainers tend to cover, or try to cover, more material than 
time will allow, forcing them to either not cover all the material or 
to rush through some parts of the programme.  To avoid this, it is 
useful to break the potential topics to be covered into: must know; 

It is useful to sort 

potential topics into 

ȰÍÕÓÔ ËÎÏ×ȱȟ ȰÓÈÏÕÌÄ 

ËÎÏ×ȱ ÁÎÄ ȰÎÉÃÅ ÔÏ 

ËÎÏ×ȱȢ  4ÈÉÓ ÈÅÌÐÓ ÉÎ 

prioritizing what to 

focus on in a training 

programme. 
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should know; and nice to know.  To identify the category into which various topics should fit, the 
developer should refer to the training needs analysis, the pre-test (if conducted), and the expected 
roles of the participants.  òMust knowó topics are those that are absolutely essential in order for the 
subject to be fully understood.  They must be learned in order to do the job.  The òshould knowó 
topics constitute a layer of supplementary information that adds to a personõs knowledge of the core 
information.  These topics assist the personõs understanding of the topic and improve their 
competency, but are not considered vital to carry out the job at minimal performance.  The ònice to 
knowó topics are less important than the òshould knowó and are generally surplus, but perhaps 
interesting, information.  These can be omitted if time constraints exist.  The trainer should focus on 
the òmust knowó topics and ensure that these are clearly understood by participants.  It is better to 
do a few things well than to speed through a large volume of material and lose the group.   
 
The purpose of training is to develop the learnersõ abilities.  If the training focuses on the learner, 
each participant will be forced to take a more active role in the learning process.  Thus, a learner-
centred (as opposed to a trainer-centred) approach is strongly recommended.  This requires 
participants to take a more active role in their learning and work with the trainer to reach their 
learning objectives.  This forces trainers to be able to gain the cooperation of the learners in 
assuming a greater role in the training, and to adapt and shift the focus of a course to meet the 
learnersõ needs.  Emphasis is placed on activities and the involvement of the learners.  
 
When writing learning objectives, focus on the learner.  The 
objectives of the training programme should be learning 
objectives, not teaching or training objectives, reflecting the 
learner-centred focus.  Thus learning objectives should begin with 
the phrase òAt the end of this course/activity, participants should 
be able to éé.ó and then state the measurable things 
participants should be able to do.  Use specific action verbs to 
describe these, such as òidentifyó, òciteó, describeó, òassessó etc.  Avoid words, such as appreciate, 
know, learn, understand, believe, grasp, think etc.  Avoid objectives that begin with òto updateéto 
reinforceé.to provide new informationé.to trainó etc.  These focus on what the trainer plans to do, 
rather than on what the learner outcome will be.  
 
 
2.1.3 Select the techniques used to facilitate learning 
 
In general, humans remember 20% of what they hear, 40% of 
what they see, and 80% of what they discover for themselves.  It 
is also widely acknowledged that adultsõ concentration span is 
approximately 40 minutes; beyond that, the learning is greatly 
diminished.  Thus, there is a need to have a variety of 
experiential learning techniques incorporated into the design of a 
training programme. 
 
A well-planned learner-centred training session is one where the 
learner is thoroughly engaged in demonstrations, interactions with the trainer and/or other learners, 
and other kinds of physical and mental activities.  The training session should absorb the learner both 
intellectually and physically.  This keeps the learnerõs attention focused on his/her own needs and 
learning.   
 
One option to facilitate learning is to use a three-step cycle, known as the I-A-S cycle.  First, the 
trainer presents information on the learning point (I); then (s)he organizes an activity to practice and 
demonstrate the learning (A); then a summary and revision of the learning point (S).  This cycle can 

In general, humans 

remember: 

20% of what they hear; 

40% of what they see; 

80% of what they discover by 

themselves 

 

When writing learning 

objectives, focus on the 

learner! 
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be repeated to reinforce the main ideas in each learning point.  Thus a training session can be 
represented by a series of I-A-S cycles, where I represents the Information, A represents an Activity, 
and S stands for a Summary of the learning.  Each I-A-S cycle builds on previous cycles and 
ultimately leads to satisfying the learning objectives of the session.   
 
A learner-centred approach avoids the continuous presentation of material by the trainer in a lecture-
style mode.  Thus, alternative modes and techniques need to be incorporated into a training to ensure 
active participation of the learners.  These can include: 

¶ Discussions in large or small groups 

¶ Separate discussion groups for women or youth (these could later join the larger groups) 

¶ Questions (direct questions, leading questions, probing questions) 

¶ Demonstrations 

¶ Role plays 

¶ Case studies 

¶ Video or audio recordings 

¶ Field trips 

¶ Creating pictorial representations 
 
  
2.1.4 Select the appropriate time and setting 
 
The length of training and class size needs to be carefully evaluated and determined based on the 
subject matter, training methods and the learning objectives.  As a general guide, not more than 15-
20 people should attend any training course that is designed to be participatory and practical, as 
larger classes tend to mean insufficient time for questions, discussion, practical exercises, and 
feedback.  

 
Setting the dates for a training programme needs to be done in collaboration with the participants.  
Any fieldwork also needs to be scheduled at a convenient time for the local community (in terms of 
agricultural season and workload, festivals, or other factors).  Finding a convenient time for youth, 
women and men to participate in the training activities is essential.  This needs to be done in advance 
with sufficient notice given.   
 
In addition to scheduling the timing of the training, the purpose should be clearly stated.  Guidance 
should be given to implementing agencies as to who should attend the training and what will be 
expected of the trainee once (s)he returns to the workplace.  This will add some accountability to the 
trainees and their supervisors, but it is essential to ensure follow up on assessing how the training is 
being utilized.  Communication regarding the accommodation, transport, per diem and other 
allowances should also be made in advance to avoid any confusion and mis-understandings during 
the training.   
 
Finding an appropriate venue for the training is important.  This may include having a room with 
sufficient light that can be adjusted for overhead projection, reliable electricity, adjustable table 
settings that can be suitable for group work and group discussion, break-out rooms (if required), 
audio-visual equipment etc.  Transportation and food should also be arranged.  For woreda and 
community level training, these facilities may not be available.  DA or farmersõ training can take place 
in the open air, under a tree, against a wall, at an FTC if it is suitably equipped, or a combination of 
these.   
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Source: 2003. Agri-Entrepreneurship Training Manual.  Nova Scotia Agricultural College. Canada 

 
When providing training for women, the distance to the FTC is sometimes too far and they generally 
cannot stay overnight at an FTC for training that lasts more than one day.  In order to reach women 
who are far from FTCs, training and consultations could take place at the sub-kebele level.  
Consideration should also be given to providing child care facilities to ensure women can participate 
uninterrupted.   
 
 
2.1.5 Select the materials to be used in delivering the training 
 
Make sure all the training materials are arranged in advance, such as paper, pens, flipcharts, tape, 
markers, daily attendance sheets etc.  Name tags, flash cards, coloured paper, glue and scissors can 
enhance the activities when financial resources are available.  Make sufficient copies of handouts, 
case studies, timetable and other reference materials you may want the participants the take home 
with them e.g. copies of manuals and guidelines.   
 
Arrange the room in advance of the workshop.  A room set up like a traditional classroom is only 
useful for lecture-style presentations.  Maintaining this traditional setting tends to lead towards a 
trainer-centred approach to learning where the trainer is regarded as the person with all the 
knowledge and information, and the participants are there to receive this knowledge.  However, good 
training helps participants to discover what they already know, validate their own experiences and 
knowledge, as well as providing new information.  The room setting can support this approach to 
learning.  Furthermore, adult participants need to hear, reflect, interact, and practice new knowledge 
and skills.  Long lectures are not the most helpful methods of teaching adults.   
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Try to find a room where the tables and chairs can be moved around as needed.  Below are some 
examples of seating arrangements that are good practices for participatory training workshops. If 
flexible seating arrangements are not available, for example in FTCs, then it may be possible to move 
outside and sit in circles or work in small groups.  Generally, it is best to have about 6 people sitting 
around individual tables.  The chairs can be turned to face the facilitator/trainer when needed but 
can also be adjusted to allow for small group work, small group discussion, and practical activities.   
 

 
 
A flexible seating arrangement is also important to 
remember when equipping FTCs, as it creates a better 
learning environment, especially for adults. 
 
 
2.1.6 Identify and train instructors 
 
A cascading training, or ToT, approach is frequently adopted 
for large-scale programmes, such as AGP, i.e. training is 
delivered at the federal level, which is subsequently delivered by federal trainers to the regions, and 
those trained at the regional level then deliver the training to woredas or zones.  While this approach 
is very effective in reaching large numbers of people quickly, it has a number of potential pitfalls that 
can negate the effectiveness of this approach.  This will be elaborated further in the section 2.2 ð 
Training of Trainers (ToT). 
 
 
2.1.7 Summary 
 

SMARTE should remind trainers of six important factors that they should take into account when 
organizing their sessions. 
 
S in SMARTE stands for student centered and reminds the trainer of the need to arrange training 
so that it focuses on the learner, not the trainer.  
M stands for motivation and stresses the importance of building motivational elements into the 
schedule. 
A is a reminder of activities -that adult learners require opportunities for active participation in 
training, both physical and mental. 

R stands for reinforcement- that is, the need to include opportunities for learners to demonstrate 
their learning within a course as a means of reinforcing their new knowledge and skills.  

If AGP will equip FTCs, it 

should ensure flexible seating 

arrangements are put in 

place, not classroom type 

desks. 
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T  stands for transfer- and prompts the trainer to check for transfer throughout a training 
programme, to make certain the desired learning points have been internalized. And finally, 
E is for environment - the setting used for training, whether it is comfortable and conducive to 
learning. As you prepare your training activity, make an effort to think about each of the issues raised 
by SMARTE. If your plan addresses each of these, the probability of its success will be greatly 
increased. 
 
 
2.2 Training of Trainers (ToT) 

 
Training is the process of acquiring the knowledge, skills, and attitude that are needed to fill the gap 
between what people want to do, and what they are able to do now. The purpose of ôcascade 
trainingõ or ToT is to pass knowledge and skills to colleagues who work at different ôlevelsõ.  In order 
to teach a trainer how to train well, a ôlearning by doingõ approach is best. For example, participants 
in a workshop can learn skills in participatory monitoring and, as soon as is practical, can hold a 
similar training workshop for colleagues working at district/local level.  
 
While this approach is very effective in reaching large numbers of people quickly, it is fraught with 
potential pitfalls if it is not done well.  These include loss of programme integrity in terms of content, 
context and method.  Moving down the ôcascadeõ, the quality of training is often diluted as mis-
communication occurs and messages are often distorted.   
 
It is important to remember that not all experts make good trainers.  Communication skills and an 
ability to explain concepts in simple terms are essential qualities of a good trainer.   
 
 
2.2.1 Elements for Good ToT 
 
If a cascading approach is adopted, mechanisms need to be in place to minimize the disadvantages of 
the approach.  These include:  

i) ToT Manual - Developing appropriate and useful training guides for trainers (ToT manual) 
so that trainers are provided with adequate references for the training process.  Content and 
language must be user-friendly and easily understood by the trainers.  A training guide does 
not mean a manual that outlines the technical content of the training, such as one that a 
training participant might receive.  It is a guide for the trainer, not the trainee and they are 
very different.  It should include notes for the trainer on the length of time for the session, 
the materials required, the key messages to be transferred, suggested methods to transfer 
these messages, and methods for assessing learning.    

ii) Technically Competent Trainers - Ensuring trainers are fully conversant, in a practical 
rather than a theoretical way, with the content.   

iii) Understanding role of Trainer ð At various times, a trainer needs to be a presenter, 
facilitator, listener, observer, advisor, questioner, note-taker, organizer etc.  Time should be 
allocated to explaining these roles and when they should be undertaken. 

iv) Facilitation Skills ð A trainer needs not only to be technically competent, but also needs to 
be able to facilitate learning among the trainees.  ToT programmes need to also focus on 
providing a range of facilitation techniques and training methodologies for future trainers, so 
that they can be good trainers themselves.  Incorporating time into ToT sessions for future 
trainers to practice delivering training and utilizing the proposed training methodologies is 
essential.  Feedback on these performances and opportunities to practice various techniques 
must be factored into the timetable.  Role-playing a bad versus a good trainer is a good 
technique to illustrate contrast and bring clarity. 
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v) Time Management ð Inexperienced trainers generally tend to underestimate the amount of 
time required to train well on a particular topic.  Poor trainers often cover material so quickly 
that the course is completed in less that the planned time.  However, the participants may 
not have learned what they need when the pace is too quick and without time for 
information, action and summary (I-A-S), as described in section 2.1.3.  Thus, it is also 
critical for ToT programmes to address and practice time management, and to emphasize 
the ômust knowõ, ôshould knowõ and ônice to knowõ categories of information (see section 
2.1.2).   

vi) M&E of ToT - Developing and implementing a system to evaluate training performance, 
including an intensive monitoring system of the training at lower levels by sitting in on 
training sessions and giving feedback to improve delivery, as well as evaluations by trainees, 
and self-evaluation by trainers. 
 

2.2.2 Attitudes/Behaviour of a Good Trainer 
 
The following are some key attitudes or behaviours required of a good Trainer/Facilitator: 

¶ Stay calm and relaxed 

¶ Be open and honest 

¶ Be a good listener: observe, record, observe, recordé..etc 

¶ Do not panic when the group is silent; wait patiently for them to think about what they want 
to say; 

¶ Do not interrupt people; 

¶ Do not make judgements of peopleõs responses or humiliate anyone; 

¶ Do not let arguments dominate the discussion; encourage participants to re-focus on the 
main topic; 

¶ Be aware of language barriers; let people talk in the language they are most comfortable in 
(and ask somebody else to translate, if necessary); 

¶ Use visual aids and body language to help overcome language barriers; 

¶ Make it as interactive as possible ð involve and engage participants.  Ask questions and invite 
participants to tell their stories; 

¶ Ensure adequate engagement of women if they are part of the training; 

¶ Use humour if natural for you, and smile; 

¶ Choose words, stories, numbers and cases that capture interest (use real examples to 
illustrate your points); 

¶ Address concerns, questions, issues as raised by participants, while sticking to the main 
message you want to get across. 

 
 
2.3 Short-term Training 
 
 
2.3.1 Preparation 
 
It is important to have planned the training programme well and be well prepared for the training 
event.  The trainer should ensure that (s)he understands and practises all the tools before using them; 
otherwise it is difficult to train with confidence.  See section 2.1 on planning. 
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2.3.2 Introductions 
 
When a trainer first walks into a group to teach, participants will not necessarily react favourably.  By 
ôwarming upõ the group, for example by playing engergizer games or ice-breakers, the trainees will 
relax a little and, as a result, be more responsive and participate more positively.   
 
The participants should get to know each other and the organizations they represent.  One 
interactive way of doing this is to group participants into pairs (preferably people who do not already 
know each other) and allow 5-10 minutes for each person to introduce her/himself to her/his 
partner.  Then each person introduces their counterpart to the larger group.  This type of activity 
keeps the group more interested and encourages people to interact and get to know each other, 
which will make group work and group discussions easier later on.  
 
An excellent internet resource for energizers is ò100 Ways to Energise Groupsó.  This can be 
accessed at http://www.aidsalliance.org/publicationsdetails.aspx?id=146, or search for the title on 
the internet.  Energizers can be used throughout the training programme, as needed. 
 
Ensure all participants understand and agree with the aims and objectives of the training programme.  
In some cases, the objectives are pre-determined; in other cases, the participants can engage in 
determining the objectives.  The objectives should be clearly written and it is a good idea to write 
these on a flip chart and post on the wall for the duration of the programme.   
 
At the beginning, try to get a sense of the level of knowledge present among the participants.  Review 
the training schedule/timetable with the participants and ensure that there is agreement on the 
content and the timing.  Be flexible to adjust the planned schedule and modify the content, where 
needed, in order to accommodate the interests and needs of the participants. 
 
Agree to ôrulesõ of the workshop (e.g. one speaker at a time, mobile phones to be silent, no side 
conversations, respect opinions, be on time etc).  To make it interesting, the group can determine 
ôpunishmentsõ for breaking these rules, for example, do an energizer, dance or sing.  This allows for 
some lighter and fun moments during the training. 
 
 
2.3.3 Delivery 
 
Emphasize ôlearning-by-doingõ as the approach to be taken during the training.  Training is more 
effective if visuals are used to communicate and if participants actively participate in the training.  As 
Confucius says òI hear and I forget; I see and I remember; I do and I 
understandó.   
 
Use a variety of communication methods.  Show a wide range of visual 
aids (photographs, video clips, posters, get participants to draw visuals, 
create posters etc).  Encourage full-group discussions, small group 
work, individual work, role-playing etc.  Incorporate activities that a) 
invigorate participants to avoid sleepiness and boredom; b) calm 
participants to avoid people getting overly-excited; and c) refresh 
participants who have been working hard in between training activities.  Invite guest speakers who 
have a specific area of relevant expertise where feasible.  If the training is being conducted by more 
than one trainer, share the responsibilities so that the same person is not doing all the 
talking/facilitating. 
 

Ȱ) ÈÅÁÒ ÁÎÄ ) ÆÏÒÇÅÔȠ 

I see and I remember; 

) ÄÏ ÁÎÄ ) ÕÎÄÅÒÓÔÁÎÄȱ  

Confucius 

http://www.aidsalliance.org/publicationsdetails.aspx?id=146
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Stick to time-frames where possible.  Be flexible enough to go with the group if something 
unplanned seems important to them to discuss.  However, always continue to focus on the goal and 
examine whether the diversion is helpful in reaching that goal.  If it is an interesting conversation but 
doesnõt contribute to reaching the goal, suggest that it be moved to a lunch or evening discussion, or 
put it in the ôparking lotõ.  The ôparking lotõ is a sheet of flip chart on the wall where issues can be 
ôparkedõ until a later time.  If you use the ôparking lotõ, remember to make time to address the issues 
there before the end of the programme/day.  
 
 
2.3.4 Participatory Learning Methods 
 
Participatory methods should make sure that all participants, including young, elderly, men, women, 
rich and poor equally benefit from the training.  Most trainers/facilitators face problems with 
dominators (people who talk a lot) and a less recognized problem of those who are intimidated, 
threatened, quiet, shy and silent.  While dominators often have good things to say and are leaders, 
they can also waste time, annoy and inhibit other participants, and go off on tangents that are not 
relevant to the topic being discussed.  They also lose the opportunity to learn from others.  Silent 
people lose the opportunity to learn by talking and they do not share their experiences with others.   
 
Generally, you should deal with the issue at the beginning.  Acknowledge that it is a common 
problem that some talk a lot and others stay silent; we learn both by listening and by talking; we all 
need to talk and we all need to listen.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.3.4.1 Discussions 
 
An important aspect of conducting training for adults is preparing, organizing and leading 
discussions.  Guiding discussions is one of the chief responsibilities that trainers must assume, and is 
often one of the most demanding.  In order to maximize the benefit from discussions, they must be 
focused and orderly, leading toward the learning objectives set out in the training plan.  Discussions 
can encourage the personal involvement of learners, use and build upon learners experiences, enrich 
the learning environment, promote active learning, and ensure a learner-centred approach.   
 

To deal with dominators and encourage quiet people to engage: 
 
 
 
 
 
 
 
 
 

After a small group discussion, ask each group 
to rank its members by how much they have 
talked.  Form new groups of high talkers 
together, medium talkers together and low 
talkers together. 
 

Discuss with the person concerned.  Explain to 
the dominator that you are trying to get others 
to express themselves. Explain to the shy 
people that you are trying to restrain the big 
talkers.  Ask for their assistance. 
 

 

Thanks, we will 
make time for 

you later 

You have already 
spoken; letõs hear 
from someone else 

Who else has 
not yet had a 
chance? 

Ask big talkers 
to take on the 
role of observers 
and recorders 
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Facilitating a discussion is more complicated than it may first seem.  There are at least eight distinct 
responsibilities of the facilitator: 

i) Decide what will be discussed.  Then break the topics down into a number of clear ideas that 
need to be raised. 

ii) Stimulate the group to take up the issue to be addressed.  Unless this happens, the discussion 
might never get started, or may not progress. 

iii) Focus the groupõs attention on the subject at hand, often by defining the topic and the aims 
of the discussion. 

iv) Guide the discussion to keep the conversation moving toward the intended outcomes. 
v) Sustain the groupõs interest in the problem.  Contributions should be invited from everyone, 

and particular efforts should be made to draw out personal experiences from each member 
of the group.  If the interest begins to fade, find new approaches to maintain the momentum 
of the discussion. 

vi) Accommodate the individual differences within the discussion group.  This can be done by 
refocusing the exchange from time to time in order to suit the different perspectives within 
the group.  Build on these individual differences rather than discouraging them, as this will 
encourage the maximum involvement of each person.  There does not have to be agreement 
within the group. 

vii) Make it clear to the group what is expected of them.  Frame the discussion within the 
context of the entire activity.   

viii) Summarize the discussion ð what ideas were agreed on; what ideas were rejected; and outline 
the major points of the discussion.   

 
2.3.4.2 Questions 
 
To guide and motivate discussions, the trainer needs to become skillful in the use of questions.  A 
number of questioning methods can be utilized: 
 

i) Direct Question ð one that the trainer asks of a specific individual in the group.  The trainer 
can select an individual so as to encourage participation from someone who has not 
contributed much, or to get the views of a person whose thoughts the trainer believes 
may be particularly helpful.  The disadvantage of this type of question is that only the 
person being questioned will be forced to think of an answer; others will just wait for 
the answer to be given. 

ii) Overhead Question ð one that the trainer addresses to the entire group and waits for a 
response, or selects a volunteered response from among the participants.  This method 
forces everyone to formulate an answer, but keeping the discussion on track may be 
challenging if responses are varied.   

iii) Probing Question ð one that is used to pursue a point further.  These questions ask for 
further detail, clarifications, or explanations, allowing the group to dig more deeply into 
a subject.  They are particularly useful for keeping a discussion moving forward. 

iv) Leading Question ð one that is stated in such a way that the answer is suggested by the way 
the question is worded.  This is similar to a rhetorical question, which does not invite a 
response.  

 
 
2.3.4.3 Demonstrations 
 
Demonstrations are a mode of training that can fit within a course and which should follow the usual 
principles of learning by objectives i.e. the demonstration must have a clear purpose.  The 
participants must know why the demonstration is being presented and how they will be able to apply 
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the learning.  As always, the participants are expected to participate actively in the exercise.  To make 
this effective, the number of participants should be low.   
 
For AGP, one of the most relevant forms of demonstration is on-farm demonstrations.  An on-farm 
demonstration is a means of showing and telling farmers about new or innovative practices carried 
out on local actual farms.  It is an effective and reliable way of delivering relevant information to 
farmers in a hands-on, participatory and experiential manner.   
 
On-farm demonstrations can be used to show the effects of a change in practice by one farmer i.e. 
demonstrating a result.  The DA plays an important role in planning and implementing the 
demonstration event with the farmer.  Alternatively, they can be used as on-farm tests, where an 
innovative practice or solution to a problem is tested on an actual farm to determine its usefulness.  
In this case, close cooperation with a researcher is advised. 
 
The advantages of on-farm demonstrations are that they are located in actual farm settings; they can 
be dispersed geographically; they use the available resources on the farm; they can reach a large 
number of people; and they incorporate methods for adult learning.   
 

 
 
Source: www.farmafrica.org 

 
In order to plan and implement a successful on-farm demonstration, the following points should be 
considered:  

¶ Make sure the demonstration is applicable and practical to the visiting farmers; 

¶ Select locations that are easily accessible to the visiting farmers; 

¶ Select farmers that have an interest in the demonstration; 

¶ Select locations that are similar to the local environments of the visiting farmers; 

http://www.farmafrica.org/



