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HOW TO USE THIS GUIDE 

 

This workbook belongs to you.  It is designed to serve as a guide for the duration of your training 

programme and as a resource for after the time.    It contains readings, activities, and application aids 

that will assist you in developing the knowledge and skills stipulated in the specific outcomes and 

assessment criteria.  Follow along in the guide as the facilitator takes you through the material, and feel 

free to make notes and diagrams that will help you to clarify or retain information.  Jot down things that 

work well or ideas that come from the group.  Also, note any points you would like to explore further.  

Participate actively in the skill practice activities, as they will give you an opportunity to gain insights 

from other people’s experiences and to practice the skills.  Do not forget to share your own experiences 

so that others can learn from you too.   

 

ICONS 

For ease of reference, an icon will indicate different activities.  The following icons indicate different 

activities in the manual. 

 

 

  

Stop and Think! 

Outcomes 

Assessment Criteria 

Course Material 

Notes (Blank) 

Learning Activities 

Note 
Note! 

Reflection 

References 

Definition 

 

Example  
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PROGRAMME OVERVIEW  

 

PURPOSE 

At the end of this training session you will be able to produce a business plan for a new venture  

  

LEARNING ASSUMPTIONS 

The credit calculation is based on the assumption that learners are already competent in the learning 

area in which they will provide training.  

 

HOW YOU WILL LEARN 

The programme methodology includes facilitator presentations, readings, individual activities, group 

discussions, and skill application exercises. 

 

HOW YOU WILL BE ASSESSED 

This programme has been aligned to registered unit standards.  You will be assessed against the 

outcomes of the unit standards by completing a knowledge assignment that covers the essential 

embedded knowledge stipulated in the unit standards.  When you are assessed as competent against 

the unit standards, you will receive a certificate of competence and be awarded 10 credits towards a 

National Qualification. 
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SECTION 1: PLAN AND PREPARE FOR FACILITATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  

On completion of this section you will be able to Plan and prepare 

for facilitation.  

 

Assessment Criteria  

On completion of this section you will be able to: 

❖ Analysis of learners and learning needs reveals the key 

elements of learning required to achieve defined outcomes. The 

learning outcomes are confirmed to meet stakeholder 

objectives. (SO 1, AC 1) 

❖ Plans cater for the needs of learners and stakeholders, possible 

learning barriers, previous learning experiences, literacy and 

numeracy levels, language, culture, special needs and different 

learning styles.   (SO 1, AC 2) 

❖ Resources, locations, and personnel are arranged to suit 

intended delivery.  (SO 1, AC 3) 

❖ Learning material is prepared to suit the purpose of the 

facilitated activities and the agreed outcomes.  (SO 1, AC 4) 

❖ Facilitation methods selected are appropriate to the learners and 

agreed learning outcomes. Descriptions are provided of a variety 

of facilitation methodologies in terms of their essential approach 

and purpose, and selected methodologies are justified in terms 

of applicability to the identified learning needs. (SO 1, AC 5) 

❖ Preparation of the facilitation process ensures the facilitator is 

ready to implement the process. This includes the availability of 

key questions, scenarios, triggers, challenges, problems, tasks 

and activities as is appropriate to the situation.  (SO 1, AC 6) 

❖ The learning environment is arranged to meet organisational and 

legislative requirements for safety and accessibility. (SO 1, AC 7) 

❖ Review criteria are established and documented in accordance 

with organisation policies and procedures. (SO 1, AC 8) 
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 1.1 INTRODUCTION 

 
One of South Africa's strategic intentions is to stimulate economic growth through the consolidation of 

essential and strategic skills. This is expected to ensure that South Africa radically develops new 

industries, consolidates productive forces and acquires new skills. In executing this revolutionary goal, 

government has prioritised skills development to drastically increase South Africa's productive capacity. 

 

1.1.1 Skills Development Structures 
There are various structures that have different functions and relationships, including: 

• SAQA 

• National Standard Body (NSB) 

• Standards Generating Bodies (SGB) 

• Standards Generating Activities (SGA) 

• Education and Training Quality Assurance bodies (ETQA) 

• National Skills Authority (NSA) 

• Sector Education and Training Authority (SETA) 

• Department of Labour 

 

1. SAQA1 

The South African Qualifications Authority is a body of 29 members appointed by the Ministers of 

Education and Labour.  The members are nominated by identified national stakeholders in education 

and training.   

The SAQA board oversees and monitors the work of the following SAQA sub-structures: 

• National Standard Bodies (NSB) - A national standards body is a statutory body that carries out 

specific functions relating to the registration of national standards and qualifications. The 

national standards bodies form an integral part of the South African Qualifications Authority and 

report to SAQA. 

• Standards Generating Bodies (SGB) - A standards generating body is a statutory body that 

carries out specific functions relating to establishment of national standards and qualifications. 

Members are either drawn from key education and training interest groups or specialists in the 

field. 

• Standard Generating Activities (SGA) - They consist of Key representatives from the private and 

public sectors, from employer bodies and union bodies within the relevant industry, that 

generate Unit Standards specific to the needs of industry; have workshops to ‘brainstorm’ the 

standards; and recommend Unit Standards and qualifications to the SGB’s. 

 
1 www.saqa.org.sa 
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• Education & Training Quality Assurers (ETQA) - ETQA’s are the bodies that are responsible for 

quality assurance. Quality assurance refers to the monitoring and auditing of achievements in 

terms of the standards or qualifications registered on the National Qualifications Framework. 

 

 

 

The functions of SAQA are essentially twofold: 

• To oversee the development of the NQF, by formulating and publishing policies and criteria for 

the registration of bodies responsible for establishing education and training standards or 

qualifications and for the accreditation of bodies responsible for monitoring and auditing 

achievements in terms of such standards and qualifications; 
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• To oversee the implementation of the NQF by ensuring the registration, accreditation and 

assignment of functions to the bodies referred to above, as well as the registration of national 

standards and qualifications on the framework.  It must also take steps to ensure that provisions 

for accreditation are complied with and where appropriate, that registered standards and 

qualifications are internationally comparable. 

2. SETA 

In terms of the Skills Development Act of 1999, Government created 24 Sector Education and Training 

Authorities (SETA). The act also divided all organisations into different industries based on their core 

activities, and the Department of Labour and SARS were tasked with allocating organisations into the 

different industries.  

It was the responsibility of the SETA to ensure that all training within that industry were in-line with the 

requirements laid down by the industry leaders. During the next 5 years training institutions had to 

register and accredit all their formal training courses and qualifications with the SETA and the South 

African Qualification Authority – SAQA.  

Government also identified the need for accelerated qualifications due to the brain-drain effect after 

1994 and introduced the learnership system, now people could qualify within 12 to 18 months using on-

the-job training.  

To fund all these wonderful plans and systems, Government introduced the Skills Development Levies 

Act of 1999. In terms of the Skills Development Levies Act all organisations in South Africa with a 

payroll exceeding R500,000 per annum must pay a 1% Skills Development Tax on their payroll. This 

tax is fully contributed by the employer as part of its general statutory taxes calculated on the EMP 201 

SARS form. 

In terms of the act, organisations may claim back up to 55% of their paid Skills Development Tax.  

However organisations my only claim back their SDL tax if 

a. They pay SDL tax 

b. They provide approved training to employees in the organisation either internally or externally. 

A SETA is a statutory body that administrates education and training within a particular sector of 

industry. A sector education and training authority must:  

1. develop a sector skills plan and budget within the framework of the national skills development 

strategy  

2. implement its sector skills plan by:  

o establishing Learnerships  

o approving workplace skills plans  

o allocating grants  

o monitoring education and training in the sector  
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3. promote Learnerships  

4. register learnership agreements  

5. collect and disburse the skills development levies in its sector 

 

A SETA may consist only of members representing:  

• Organised labour  

• Organised employers, including small business  

• Relevant government departments  

• If (after consultation) the Minister considers it appropriate for the sector:  

o any interested professional body  

o any bargaining council with jurisdiction in the sector 

 

3. Department of Labour 

The Department of Labour was responsible for generating the legislation and regulations and will be 

responsible for the publication of guidelines to help promote the implementation of the Skills 

Development Act (SDA) and the Skills Development Levies Act (SDLA). The following functions are 

also vested in the DoL:  

• Custodian of the funds from the European Union  

• Registration of Learnerships and Skills Programmes  

• Steering Committees for the Skills Development Strategy Project  

• Research Unit for skills development  

• Directing funds to the SETA’s  

• Secretariat of the National Skills Authority (NSA) 

 

1.1.2 Skills Development Mechanisms 

There are various mechanisms for the implementation of the legislation that need to be consistent with 

the Acts. These mechanisms ensure a quality process for skills development and include: 

• National Skills Development Strategy (NSDS) 

• National Qualifications Framework (NQF) 

• Assessment 

• Recognition of Prior Learning 

• Unit Standards 

• Qualifications  

• Learnerships 

• Skills Programmes 

National Learners’ Records Database (NLRD) 
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1. National Skills Development Strategy 

It is widely agreed that South Africa is not yet equipped with the skills it needs for significant economic 

and employment growth and social development. For this reason the Skills Development and Skills 

Development Levies Acts were passed in 1998 and 1999 respectively, leading to the compilation of the 

National Skills Development Strategy.  

 

The mission statement of the Skills Development Strategy is:  

 

"To equip South Africa with the skills to succeed in the global market and to offer 

opportunities to individuals and communities for self-advancement to enable them to 

play a productive role in society." 

 

 

All South African companies contribute to this vision in the form of a Skills Development Levy, and 

through focused up-skilling of the people within their employ. The Skills Development Levy is an 

investment in the regeneration of South Africa, and is incentivised through financial grants (at times 

greater than the value of the contributions), expressly to reward the degree of participation by 

companies. 

 

In January 2011, the third National Skills development Strategy (NSDS3), 2011 – 2015, was launched. 

The strategy is aligned to the Skills Development Act of 1998.  

 

In NSDS 3 the emphasis swings in the direction of institutional learning linked to occupationally directed 

programmes. It promotes the growth of FET Colleges in order to address national skills needs. Better 

use of workplace skills programmes is encouraged as is the use of worker- initiated training initiatives. 

Public sector improved service delivery is seen as an imperative. The issue of language and literacy is 

of concern in terms of enabling additional learning.  

 

The vision of NSDS III is driven by eight objectives  

• Establishing a credible institutional mechanism for skills planning 

• Increasing access to occupationally-directed programmes 

• Promoting the growth of a public FET college system that is responsive to sector, local, regional 

and national skills needs and priorities 

• Addressing the low level of youth and adult language and numeracy skills to enable additional 

training 

• Encouraging better use of workplace-based skills development 
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• Encouraging and supporting cooperatives, small enterprises, worker-initiated, NGO and 

community training initiatives 

• Increasing public sector capacity for improved service delivery and supporting the building of a 

developmental state 

• Building career and vocational guidance 

 

2. National Qualifications Framework (NQF) 

The new National Qualifications Framework Act No 67 of 2008 was legislated in March 2009. This new 

Act provides for the National Qualifications Framework and the South African Qualifications Authority 

as originally set out in The SAQA Act.  It also provides for the responsibilities of Ministers, Quality 

Councils and for transitional arrangements.  This new act repeals the SAQA Act. 

The new NQF consists of three bands and now has 10 levels as can be seen below .  

 NQF 
Qualification And 

Certificates 
Institutions 

Higher 

Education 

& 

Training 

(HET) 

10 Doctorates 
Tertiary / Research / Professional Instructions 

9 Masters Degrees 

8 
Post graduate diplomas and 

Professional Qualifications 

Universities / Technikons / Colleges / Private / 

Professional Institutions / Workplace / etc. 

7 
Bachelors Degrees and 

Advanced Diplomas 

6 
Diplomas and Advanced 

certificates 

5 

Higher Certificates and 

Advanced National (vocational) 

Certificates. 

Further 

Education 

& 

Training 

(FET) 

4 

Std 10 / Grade 12, N3 / NCS 

National Senior Certificate and 

National (vocational) 

Certificates. 

Formal 

high 

schools 

/ 

Private 

/ State 

schools 

Technical / 

Community / 

Police / 

Nursing / 

Private 

colleges 

Industry Training 

Boards / Unions / 

Workplace, etc. 
3 

Std 9 / Grade 11, N2 / NIC 

National (vocational) 

Certificates. 

2 

Std 8 / Grade 10 

Further Education and Training 

Certificates. 
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 NQF 
Qualification And 

Certificates 
Institutions 

General 

Education 

& 

Training 

(GET) 

1 

Senior Phase, 

Std 7 / Grade 9 

ABET Level 

4 Formal 

schools 

(Urban / 

Rural / 

Farm / 

Special) 

Occupation 

/ Work-

based 

training / 

Upliftment 

programmes 

/ Community 

programmes 

NGOs / churches / 

Night schools/ ABET 

programmes / Private 

providers/ Industry 

training boards / 

Unions/ Workplace, etc. 

Intermediate 

Phase 

ABET Level 

3 

Foundation 

Phase 

ABET Level 

2 

Pre-School 
ABET Level 

1 

The NQF can be seen as an integrated framework of all qualifications and components of qualifications 

at all levels.  This has led to the NQF being compared to a ladder.  The NQF covers many possible 

learning and career paths, which include all forms of education and training and each step in the ladder 

represents progress.  In that way the ladder is designed to make it easier for people to move upwards 

in their career paths. 

We can go further by saying that each step of the ladder is governed by principles and guidelines that 

standardise the learning that takes place at that step or level.  The NQF is a structure used to establish 

a common understanding of learning achieved.  The NQF has won wide acceptance as the principal 

instrument through which national education and training qualifications are recognised and quality 

assured. 

 

Levels of the NQF 

You need to describe the concept of levels of the NQF in relation to the increasing complexity of 

learning and levels of progression. 

The National Qualifications Framework (NQF) is a Framework on which standards and qualifications, 

agreed to by education and training stakeholders throughout the country, are registered. It came into 

being through the South African Qualifications Authority (SAQA) Act, 1995, which provided for ‘the 

development and implementation of a National Qualifications Framework’.  

In 2008 the National Qualifications Framework Bill was passed. This statute had the effect of changing 

the NQF levels of previously registered qualifications as outlined in the table below.  

The structure of the NQF under the SAQA Act, 1995 and the new structure under the National 

Qualifications Framework Act, 2008 (Act No.67 of 2008), Section 6(1) with NQF Levels 1-10 are 

outlined below: 
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2 

Learners qualifying as from 2011 are now being be awarded certificates with the new NQF ratings 

indicated on them. 

Level descriptors provide a description of each of the eight levels on the National Qualifications 

Framework (NQF). The purpose of such description is to assist a writer of standards or qualifications in 

designing a qualification by allocating a level to a unit standard or a qualification, and to formulate 

outcomes and criteria for assessment that could clearly indicate the level of knowledge of a learner 

required to successfully achieve the unit standard or qualification. 

The NQF consist of three bands, namely: 

• General Education (level 1 – schooling up to grade 9 and ABET),  

• Further Education and Training (levels 2 – 4: grade 10 – 12), and  

• Higher Education (levels 5 – 8).  

After completion of level 1 of the NQF, a learner could achieve a GETC and after completion of level 4 

of the NQF, an FETC. 

It is clear from this structure that provision has been made for progression (moving from one level to the 

next).  Provision has also been made for horizontal articulation between qualifications.  (Rainbow SA, 

The National Skills Development Handbook) 

• NQF Level 1 is the basic amount of compulsory education which everyone in the country should 

have.  It fits into what is called the General Education and Training Band (GET sector).   

 
2 Source: Chartered Secretaries SA, 18 March 2011 
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• NQF Levels 2 – 4 represent additional education that takes place below university or tertiary 

education level.  It is called the Further Education and Training band (FET sector). (Rainbow 

SA, The National Skills Development Handbook) 

• From NQF Level 5 - 10 is the Higher Education & Training (HET) sector. Education and training 

at these levels can be achieved through tertiary education (at universities/technikons) or through 

workplace providers and private training institutions. 

 

In short, the NQF is the set of principles and guidelines by which records of learner achievement are 

registered to enable national recognition of acquired skills and knowledge, thereby ensuring an 

integrated system that encourages life-long learning. 

 

3. Assessment 

In order to obtain credits (or a full qualification) towards qualifications registered on the NQF, a learner 

must be assessed against the unit standards of that qualification.  

 

In the past, assessment was based on measuring a person’s achievements against others being 

assessed. The most common way to assess an individual was by means of a written examination.  

 

However, SAQA describes assessment as:  

A structured process for gathering evidence and making judgments about an individual’s performance 

in relation to registered national standards and qualifications. 

 

Therefore, assessment is a way of allowing individuals to prove that they are competent. Competence 

is the ability to transfer and apply knowledge and skills in the workplace. Competence can be defined 

as the ability of a person to integrate a number of things in a particular setting or context and to certain 

standards; or being able to perform whole work roles to the standards expected in employment in real 

working environments. 

 

Outcomes-based assessment is the process of collecting evidence and making judgments against 

agreed standards on whether or not assessment criteria have been met.  

 

Different types of evidence are collected, using a variety of assessment methods (for example 

workplace evidence, projects, presentations, case studies etc). The evidence is then assessed and 

recorded against the outcomes of the unit standard.  

 

Judgements about an individual’s performance in relation to the unit standards (and not in relation to 

other learners) are made by a registered assessor (some-one who has proven himself/herself 
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competent against the registered assessor unit standards). Assessors play a vital role in ensuring that 

quality is maintained.  

 

There are four principles of good assessment which if followed, ensure credibility. They are: 

1. fairness (an assessment should not in any way hinder or advantage a learner, and the process 

should be clear, transparent and available to learners)  

2. validity (which refers to measuring what is supposed to be measured; assessment should stay 

within the parameters of what is required)  

3. reliability (i.e. consistency. The same judgements should be made in similar contexts, each time an 

assessment is made for a specific purpose)  

4. practicality (assessments should not be costly or resource intensive).  

 

4. Recognition of Prior Learning 

RPL is a process to relate informal training, life and work experience to standards, to direct the 

candidate to wider career and workplace training opportunities.  It is a mechanism to allow candidates 

to compile portfolios of evidence to prove competencies.  It is a process leading to assessment & 

certification - or identification of a need for further development that reduces learning time, duplication, 

costs and learner frustration. 

 

 

NSB Regulations No 18787 of 28 Mar 1998: 

‘the giving of credit to what learners already know and can do regardless of whether this learning was 

achieved formally, informally or non-formally’ 

 

 

The recognition of prior learning is about assessing competence on the basis of evidence presented. 

Outcomes and assessment criteria indicate what the learner has to prove competence at, and since all 

qualifications and unit standards state the outcomes clearly, providers can design assessment activities 

where required. 

 
5. Unit Standards 

The SAQA Act (Act 58 of 1995) conferred legal status to the National Qualifications Framework, and 

set in motion the process of implementation of national standards. 

 

A unit standard describes the learning outcomes to be achieved by the learner, as well as the 

assessment criteria against which the student’s performance will be judged. These unit standards are 

the minimum levels of competency as agreed by an entire industry.  
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Unit standards are the smallest, independent parts of a qualification and when put together in a 

combination can form a qualification that will prepare a learner for a particular occupation. Each unit 

standard describes the skills, knowledge and values used by a competent person to perform well over a 

period of time. 

  

A unit standard is defined as:  

a description of the end points of learning for which the learner will get credit. A unit standard is 

therefore a statement of expectation and/or aspiration. It also provides a basis for the judgements or 

assessments that are made. 

 

Unit standards are documents that have been carefully written that outline the knowledge and skills a 

person needs in order to become competent. All unit standards have credits allocated to them and an 

individual can obtain a national qualification by working through the relevant unit standard(s). All unit 

standards incorporate the critical outcomes. To find out what a unit standard looks like you can visit 

http://www.saqa.org.sa and find the unit standards under the applicable NSB field.  

 

6. Qualifications 

A qualification can be defined as: 

A homogeneous cluster of Fundamental, Core and Elective standards developed by, and appropriate 

for an industry, registered for public use with the South African Qualifications Authority at a Level within 

a Band on the National Qualifications Framework 

 

In the past, a student would obtain course material, write an examination and obtain a qualification. 

However, a qualification registered on the NQF is defined as “a planned combination of learning 

outcomes which has a defined purpose and which is intended to provide qualifying learners with 

applied competence and a basis for further learning…”.  

 

Qualifications are clusters of Unit Standards. The structure of a qualification in terms of the SAQA 

definition consists of a combination of learning outcomes. A qualification is 

• a planned combination of learning outcomes, which has a defined purpose or purposes  

• intended to provide qualifying learners with applied competence and a basis for further learning  

• the formal recognition of the achievement of the required number and type of credits and such 

requirements at specific levels of the National Qualification Framework as may be determined by 

the relevant bodies registered for such purpose by the South African Qualification Authority 

 

SAQA is responsible for ensuring that qualifications meet high standards and contain the right 

outcomes for a qualification at that level. Qualifications registered on the NQF are transferable from one 

workplace to another and from one educational institution to another i.e. they are portable. 

http://www.saqa.org.za/
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7. Learnerships 

A learnership can be defined as: 

A structured skills development process, identified and financed by an industry, that takes place on the 

job, that gives competency to learners in the theory and skills of a qualification required to fill actual or 

probable gaps in labour supply 

 

Learnerships are formal learning programmes that link theoretical learning and structured workplace 

experience to prepare employees and those outside of work with the skills and knowledge required to 

perform competently in an occupation for which there is a clear demand. 

 

Skills Programmes 

A skills programme is a learning programme that:  

• is occupationally based  

• results in a credit towards a qualification registered on the National Qualifications Framework  

• uses accredited training providers or those that comply with the requirements prescribed by the 

Department of Labour 

Once a skills programme is established by the employer or provider, application for a grant can be 

made to a SETA or for a subsidy to the Department of Labour. 

 

Skills development Regulations stipulate that: 

28. Any employer may claim a grant towards the costs of providing skills programmes. It is 

for each SETA to determine arrangements for the applications for grants and the amounts. 

Any application for a grant must be submitted to the appropriate SETA, and approved by it, 

before the skills programmes start. 

29. It may be that a person completes a series of skills programmes that result in a full 

learnership qualification. If the employer receives grants for the skills programmes, the 

total of the grants that the employer receives must be no greater than the grants s/he 

would have got had the employee undertaken a learnership programme resulting in the 

same final qualification. 

It is important to understand the following terms to differentiate skills programmes from other 

programmes.  The following list was provided by SAQA in the “Criteria and Guidelines for Short 

Courses and Skills Programmes”: 

  



US 117871 Facilitate learning using a variety of given methodologies  

  Page 18 of 183 

 

Short Learning 

Programme 

The term Short Learning Programme describes all short programmes, whether 

credits are awarded or not, and is inclusive of skills programmes, credit-bearing 

short courses and non-credit-bearing short courses.  

Skills 

Programme 

A Skills Programme is occupationally based and when completed will constitute 

credits towards a qualification registered on the NQF. Provisioning is undertaken 

by a training provider accredited by an ETQA (Skills Development Act No. 97 of 

1998). A skills programme is a type of short learning programme.  

Short course 
A short course is a type of short learning programme through which a learner may 

or may not be awarded credits, depending on the purpose of the programme.  

Credit-bearing 

short course 

A Credit-bearing short course is a type of short learning programme for which 

credits, in relation to the course’s contribution to a unit standard and/or (part) 

qualification, are awarded.  

Non-credit-

bearing short 

course 

A non-credit-bearing short course is a type of short learning programme for which 

no credits are awarded in relation to unit standards or (part) qualifications 

depending on the purpose and/or assessment of the programme. 

Course 

Course refers to the content of the short learning programme whereby learners 

may progressively attain the applied knowledge as described in unit standards 

and/or qualifications.  

Learning 

Programme 

Learning Programme means the sequential learning activities, associated with 

curriculum implementation, leading to the achievement of a particular qualification 

or part qualification (SAQA, 2000:5).  

Programme 
Programme means a coherent set of courses, leading to a certain qualification 

(SAQA, 2000:5).  

Accreditation 

Accreditation means the certification, usually for a particular period of time, of a 

person, a body or an institution as having the capacity to fulfil a particular function 

in the quality assurance system set up by SAQA in terms of the Act (No. 58 of 

1995).  

 

8. National Learners’ Records Database (NLRD) 

The South African Qualifications Authority (SAQA) is responsible for the development and 

implementation of the National Qualifications Framework (NQF). The primary objective of the NQF is 

the creation of a high quality education and training system in South Africa that embraces the concept 

of life-long learning for all. 
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The National Learners’ Records Database (NLRD) is an electronic information management system to 

facilitate the management of the National Qualifications Framework and enable the South African 

Qualifications Authority to report accurately on most aspects of the education and training system of 

South Africa. 

 

The NLRD provides the following information: 

• SAQA and its sub-structures, including National Standards Bodies (NSBs) and Standards 

Generating Bodies (SGBs) and their areas of competence and member details;  

• Standards and qualifications registered on the NQF including exit level outcomes and 

assessment criteria;  

• Accredited Education and Training Quality Assurance bodies (ETQAs) and the standards and 

qualifications for which accreditation has been granted;  

• Accredited providers and registered assessors;  

• SAQA-appointed Moderating Bodies;  

• The records of learners who achieve the outcomes of standards or qualifications registered on 

the NQF and their achievements. 

 

This electronic web-based system (on www.saqa.org.sa) provides: 

• On-line data entry and data access;  

• On-line and batch-loading processes to allow for qualifications and standards to be loaded into 

the NLRD from NSBs and SGBs;  

• On-line and batch-loading processes to register Assessors and permit accreditation of ETQAs 

and Providers;  

• Batch-loading processes to record learner achievements;  

• Reports on all information held in the NLRD;  

• A security system;  

• Implementation of the NQF business rules 

  

http://www.saqa.org.za/rightspecial.asp?menu=special
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1.1.3 Outcomes-Based Education (OBE) 

In the late 80’s, Government started researching a new training methodology - Outcomes-Based 

Education (OBE).  

This method of training was adopted from the then Commonwealth training method, which made 

provision for people qualifying not only by formal education, but also by informal on-the-job training 

based largely on their experience.  

The system made provision for what is now known as “recognition of prior learning” - or (RPL) - which 

basically entails testing a person's ability to do a specific job and awarding this person either a 

qualification or credits towards a qualification, based on his current knowledge and ability to perform the 

required task. 

This means that if a person has been working as a plumber for the last 12 years this person may 

request a training institution to perform an RPL (Recognition of Prior Learning) exam, to assess his 

capability and award him with a qualification based on his experience.  It is therefore possible for him to 

receive a plumbing qualification based on his experience, without having served a recognised 

apprenticeship or learnership. 

 

The fundamentals of outcomes-based approaches to learning 

The main idea in Outcomes Based Education or Competency Based Education is to cut the learning 

material (learning course) into small manageable chunks for learning. Each chunk is then formulated in 

a so-called Specific Outcome. A Specific Outcome summarises its content in terms of a skill and 

knowledge as well as the associated assessment criteria which the learner has to satisfy. 

The shift with Specific Outcomes is from the inputs or traditional Contents Based Learning to the 

outputs or Outcomes Based Learning3. 

• Contents Based Learning …  

o focuses on what the teacher will teach (the teacher has a series of objectives that if 

completed or met, show understanding of the material covered)  

o describes the intent of teaching  

o focuses on providing opportunity for learning  

o is predicated on a limited time scale (based around an estimated amount of learning 

done in a given time)  

o material is in the form of Study Manuals or Textbooks which are contents-driven  

• Outcomes Based Learning…  

o focuses on what the student needs to do  

o describes the result of learning  

 
3 Adapted from: http://www.skillsatwork.co.sa 
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o focuses on how learning is applied  

o is, by its very nature, dependant on flexible allocation of time (the student dictates what 

is learned and when)  

o Guides define the learning outcomes and assessment criteria  

o Guide contents are determined by the inputs of various role-players  

o Guide contents are practical, addressing both skills and knowledge  

o Material is used to facilitate the process of learning by providing information about what 

should be learnt, how and when it should be learnt  

o Material describes how it could be integrated with other aspects of the curriculum and 

where the learner can find new or related information  

o Guides, Facilitator Guide, Portfolios Of Evidence or Learner Workbooks are used in 

conjunction with a structured programme strategy or curriculum to complete a learning 

programme.  

Outcomes based education holds the following key beliefs about learning and success: 

• What and whether learners learn successfully is more important than exactly when, how and 

from whom they learn it. 

• All learners can learn and succeed, but not on the same day in the same way. 

• Successful learning promotes more successful learning, just as poor learning fosters more poor 

learning. 

Outcomes-based education and training (OBET) is characterised by the following:  

• Outcomes and assessment criteria are stated clearly in the standards  

• Outcomes are focused on skills, knowledge and attitudes / values  

• Learning is facilitated and can take place anywhere (not restricted to formal learning)  

• Both critical cross-field outcomes and specific outcomes are included in the assessment  

• Outcomes describe observable, demonstrable and assessable performance  

• Outcomes are broader in scope than a mere list of specific tasks or skills 

Some advantages of outcomes-based education and training:  

• Learners know what is expected of them and can assess themselves  

• Trainers can plan and prepare for maximum results  

• Educational institutions can evaluate the effectiveness of their work against outcomes achieved  

• Outcomes are agreed between representative role-players and experts  

• Theory and practice, skills and knowledge can be integrated  

• Forces formal institutions and workplace management to cooperate in developing relevant 

curricula based on standards 
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Disadvantages of outcomes-based education and training:  

• Half-measures in applying the concepts results in a watered-down system that unfairly 

discredits OBET  

• Standards and outcomes must be written in such a way that everyone involved understands 

them  

• Resource-heavy as a wide group of role-players need to be trained to understand and use the 

system.  

• It must be possible to carry out practical assessment based on the assessment criteria  

• OBET does not make provision for excellence  

• Implementation of OBET is very costly and time consuming 

•  

1.1.4 Principles and values underpinning skills development legislation 

All the skills development legislation has underlying principles and values.  When implementing these 

legislations it is important to align your training and development practices with these principles and 

values.   

 

The skills legislation that you should research includes: 

• National Qualifications Framework Act, 2008 (Act No. 67 of 2008), which replaces the South 

African Qualifications Authority Act (No. 58 of 1995) 

• Skills Development Amendment Act No. 37 of 2008 

• General and Further Education and Training Quality Assurance Act 58 of 2001 

• Further Education and Training Act (No. 98 of 1998) 

• Skills Development Act (No. 97 of 1998) 

• Skills Development Levies Act (No. 9 of 1999) 

• National Education Policy Act (No. 27 of 1996) 

• Higher Education Act (No. 101 of 1997) 

• Adult Basic Education and Training Act (No. 52 of 2000) 

• Employment Equity Act (No. 55 of 1998). 

In order to create a strong economy, South Africa needs to encourage the acquisition of new and better 

skills to make the country more competitive and productive. The Government has adopted a National 

Skills Development Strategy, which involves a new system and approach to training and development.  

LEARNING ACTIVITY 

Debate on the importance of legislation of skills development legislation in South Africa. 
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1.2 LEARNER NEEDS (SO1, AC 1) 

One of the first tasks for a candidate facilitator (learner) of a class or workshop is to discover, validate, 

and classify the learning needs of the participants.  

 

1.2.1 Definition of Learner Needs 

The needs of a learner represent the gap between what the learner wants to get out of 

the learning experience and his or her current state of knowledge, skill, and enthusiasm (Noessel, 

2003). Below identifies potential learning needs in four different domains: cognitive, social, affective, 

and psychomotor. When candidate facilitator (learner)s establish a new learning environment, it is 

important that they assess preparedness of participants in all four domains  

  

Table 1 Examples of Learner Needs 

Cognitive Social Affective Psychomotor 

Recognize good 

questions 
Communicate with peers Attain goals 

Be in a comfortable  

setting 

Ask good questions Give and receive support Nurture positive attitudes Have transportation 

Get help from experts 
Experience 

external motivation 

Be open to feedback 

from others 
Have child care 

Practice problem solving Make a difference 

Have time 

for reflection and self-

assessment 

Get enough sleep 

Think independently 
Interact while problem 

solving 

Possess well-founded 

self- confidence 

Have good diet/ 

adequate energy level 

Create work products 
Explore and challenge 

conventions 

Define and respond to 

locus of control 
Exercise 

Process new information Grow with friends 
Have a sense of 

belonging 

Have access to 

equipment and tools 

Use learning resources Manage time and tasks 
Understand motivations  

of others 

Engage in appropriate 

and timely 

demonstrations 

 

 

http://cetl.matcmadison.edu/efgb/glossary.htm#Learning
http://cetl.matcmadison.edu/efgb/glossary.htm#Learning
http://cetl.matcmadison.edu/efgb/glossary.htm#Knowledge
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1.2.2 Reasons for identifying Learner Needs 

The following are reasons for identifying learner needs; 

• Each learner is unique, and brings to the learning situation his or her own different learning 

style, knowledge set, pool of past experiences, and motivation.  

• In learner-centered instruction, it is important for instructors to consider the level of knowledge 

and skill development attained by the learners prior to instruction (Dick, Carey, & Carey, 2004). 

The best way to get this information is by asking the learners themselves.  

• To determine the readiness of participants for learning, the instructor/candidate facilitator 

(learner) should decide, prior to the first class or workshop, how to collect and use data on 

learner needs.  

• The process of collecting and playing back these data can raise the level of participant 

excitement about the learning experience. The instructor can use this knowledge throughout the 

rest of the educational process to customize instructional strategies to enable learners to reach 

shared educational objectives  

1.2.3 Learner needs analysis 

Once learner needs have been identified, learner analysis can be done. Learning needs analyses are 

commonly undertaken in industry and business to determine the gap between the existing skills, 

knowledge and abilities of staff and those that are needed for the organisation to function at the desired 

level. Once this gap is determined, decisions can be taken as to the type of training required (if this is 

the preferred action) and the form of delivery. 

Likewise, in an educational setting, a learning needs analysis helps students identify where they are in 

terms of their knowledge, skills and competencies, versus where they wish to be - what are their 

learning goals? 

Adults learn better when they can see a reason or relevance as to why they are following a programme 

of study. By conducting a learning needs analysis with prospective students, the learning provider can 

identify what programmes are needed. Including learners from the outset will help ensure that course 

content, schedules, etc., are in line with the needs of the student. By assisting the learner to identify the 

gaps in his/her own learning, the provider will be better able to support the student. 

  

http://cetl.matcmadison.edu/efgb/glossary.htm#Learning
http://cetl.matcmadison.edu/efgb/glossary.htm#Motivation
http://cetl.matcmadison.edu/efgb/glossary.htm#Process
http://cetl.matcmadison.edu/efgb/glossary.htm#Process
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1.2.4 Reasons for conducting a learning needs analysis? 

A learning needs analysis will help: 

 

Identify learning and assessment opportunities 

 

Identify the need and opportunities for recognition of prior learning 

 

Identify learning and assessment anxiety 

 

Identify learning and assessment anxiety 

 

Identify what skills and knowledge the learners already have 

 

Highlight skills/knowledge/competencies that need developing 

 

Identify clearly what students wish to achieve 

 

Outline and define expectations and goals 

 

Establish need and demand for the course you have in mind 

 

Determine what can realistically be achieved given the available resources 

 

Identify any obstacles or difficulties which may arise 

 

Increase the sense of ownership and involvement of the students 

 

Provide information about your student group - know your audience 

 

Achieve a correct fit between the provider and student, i.e., the course matches student needs and 

expectations 

 

Identify the content that best suits students needs 

 

Determine what is the most appropriate delivery format - class based, online or a mix of these and 

other formats 

 

Determine what skill set and knowledge base is required of the tutor 

 

Develop a budget and cost benefit analysis 

 

Establish when is the most suitable time to deliver the programme and over what time frame 

 

Ascertain the most suitable evaluation mechanisms 

 

Outline what results can be expected and if/how these can be measured 
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 Steps in Learning Needs Analysis: Design - Conduct - Analyse 

Design 

When designing the learning needs analysis, the aim is to: 

 

Assess the current situation 

 

Define the problem - what gaps exist? 

 

Determine if there is a need for training/learning 

 

Determine what is driving this need for training/learning 

 

Evaluate existing training 

 

Assess the possible learning solutions 

 

Ascertain information about logistical considerations/constraints 

Conduct 

The following methods, or a combination of these methods, can be used: 

 

Interviews 

 

Focus group - a small group is selected to represent the interests of the larger group and a group 

interview is then conducted 

 

Questionnaires 

 

Follow-up surveys from previous students 

 

Observation 

 

Action Research 

Ensure the culture and context of the respondents is taken into consideration, e.g. questionnaires may 

not be appropriate for learners with limited literacy levels. It is important to use open ended and 

descriptive questions that will elicit information. Pilot the questionnaires/ interview forms that have been 

devised so as to ensure sufficient information is received, as this will allow for revision if necessary. 

Analyse 

Gather the information and sort it into categories that help you identify themes/topics that need to be 

addressed. 

 

What topics/issues can be prioritised? 

 

Which, if any, elements are common to all responses? 

 

Are there any inconsistencies in the responses? 

 

Are there any numerical values of relevance? 

 

Is there a fit between the trends emerging and the capabilities of the learning provider? 
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NOTE 

The results of the learner’s analysis may then be used for planning purposes relating to the required 

outcomes. As the candidate facilitator (learner) you need to confirm that the learning outcomes meet 

the stakeholder objectives.   

To accomplish this, you need to communicate with the stakeholders, such as: 

• learners,  

• trainer,  

• colleagues,  

• supervisors,  

• management,  

• quality assurance staff,  

• health and safety staff 

Recommendations will then be discussed and agreed actions will be implemented. 

 

Activity 1 

 

I. Explain the process that the candidate facilitator (learner) can take to identify the needs of 

learners. 

II. Thabo is facilitating a programme on team building and 10% of his delegates disabled. How can 

he support these learners. 
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1.3 PLANNING FOR STAKEHOLDER AND LEARNER NEEDS (SO1, AC 2) 

As the candidate facilitator (learner), you need to plan to cater for the needs of stakeholders and 

learners, e.g.: 

• possible learning barriers,  

• previous learning experiences,  

• literacy and numeracy levels,  

• language,  

• culture,  

• special needs  

• different learning styles 

Considering theories about how adults learn assists us in meeting the learners' needs. While we have 

already established that there are a number of characteristics that adult learners have in common, 

there are also significant differences in how each person approaches learning. The next step in meeting 

learners' needs is establishing the specific requirements for the learning experience. This will involve 

gaining an understanding of: 

• your roles and responsibilities as the candidate facilitator (learner) 

• the learning context 

• the learner programme requirements 

• who your learners are, what their needs and characteristics are, and how you might go about 

supporting them 

• how to identify potential risks to learners 

• any other factors that should be considered when planning and organising group-based 

delivery. 

1.3.1 Accommodating learners’ needs 

To accommodate learners’ needs you can ask yourself the following questions: 

• What workplace documentation and information within your practice environment could be 

useful in identifying learning needs and individual characteristics? 

• What strategies could you use to gather the necessary information? 

• Are there any policies and procedures regarding the privacy and confidentiality of this 

documentation and information that you need to consider? 

• What other information about your learners might you need before planning for delivery? 
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Having found out about many of the characteristics of the learners in your group before planning the 

session, you may be aware of some special requirements that one or more of the learners may have. 

While all learners have a need for support in the learning process, some of your participants may have 

characteristics that require you to plan for and provide or organise additional support to enhance their 

participation. 

While you would have developed your plan with the needs and characteristics of the learners in mind, 

you may need to organise some special support. As the programme candidate facilitator (learner), now 

would be a good time to plan to meet any of these special requirements. 

Additional support may include: 

• English language, literacy and numeracy support 

• physical or psychological disability support 

• ethnic support services 

• interpreting services 

• counselling services 

• community support 

Learners / stakeholders / participants should be encouraged to let you know if they have any equity or 

additional support needs so you can work out together how best to cater for their needs. 

The support may be provided by: 

• you in your role as candidate facilitator (learner). For example, how you plan and organise: 

o the learning programme and/or sessions 

o the activities 

o the material you provide 

o inclusiveness between participants 

o resources 

• how you promote an awareness of diversity amongst participants 

• another learner 

• someone else in your practice environment, such as management, providing policy direction 

and resources and developing networks with people or organisations who can provide support 

and guidance 

• someone from another organisation providing specialist assistance at both the general level and 

for a specific participant 
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• a combination of the above. 

There are many ways you can cater for the individual needs of learners. Here are some ways support 

can be provided4: 

 

 

Support prior to 

instruction 

Make sure that needs are catered for and learning objectives are relevant to 

employment trends. 

• Align the programme to organisational protocols. 

• Provide enabling courses. 

• Help to find financial assistance such as grants, scholarships, loans. 

• Allow learner representation on decision-making committees. 

Modify the learning 

materials 

Incorporate techniques such as modelling, demonstrating, visual/diagrammatic 

representation, opportunities to practise skills, peer support and repetition. 

• Build underpinning knowledge and skills using support materials. 

• Tape sessions for learners unable to attend class. 

• Provide resources in large print (this may just involve making activity cards 

in slightly larger font to make them more accessible). 

• Use videos and audio tapes to offer variety. 

• Post class notes on a website. 

• Build in information about discrimination - the law, direct and indirect forms 

of discrimination. 

 
4 Source: http:// BPlanandorganisegroupbaseddeliveryV2.1.pdf 
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• Use video conferencing facilities to access learners. 

• Provide different instructional materials to meet a learner's individual goals. 

Accommodate the 

learner 

Draw on a range of resources from first language, including peer support. 

• Listen to problems and help within limits. 

• Arrange the timetable so it caters for people who work or have family 

commitments. 

• Provide flexibility in the timing of assessment tasks. 

• Use adaptive technology. 

• Modify the number of items that a learner is expected to learn or complete. 

• Extend the time allowed for learning, task completion or testing. 

• Increase the amount of personal assistance with a specific learner. 

• Modify the way a learner can respond to instruction (verbal, written, hands-

on). 

• Vary the extent to which a learner is actively involved in a task. 

• Adjust the goals or outcome expectations while using the same materials. 

• Adapt the skill level, problem type or the way learners may approach the 

work. 

Provide in-class 

support 

Ensure appropriate physical and communication supports are available. 

• Incorporate inclusiveness strategies so that learners learn from each other, 

not just the facilitator - for example, group sessions, peer tutoring, 

cooperative learning, reciprocal teaching. 

• Introduce Indigenous protocols into learning relationships. 

• Get learners to provide instructions and directions for activities. 

• Build in activities in which learners and you, as candidate facilitator 

(learner), think about the values and beliefs they have with regard to 

diversity, including gender. 

• Challenge the subtle forms of discrimination you witness within the practice 

environment. 

• Adapt the way instruction is delivered. 

Provide external 

support 

Organise interpreters for deaf learners or people whose first language isn't 

English. 

• Provide referrals to internal services such as language, literacy and 

numeracy support units, or individual learning units where available. 

• Provide referrals to external services such as community language, literacy 
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and numeracy program, disability support service, and counselling support 

(accommodation, finance, personal, etc.). 

Change the setting Provide simulated workplaces for those not able to practice within an actual 

workplace 

 

Remember: 

It is part of your role to: 

• understand equity and additional support issues 

• know how to provide support 

• be able to provide support when necessary 

• keep up to date with issues and with information about who can provide assistance to you. 

1.3.2 Accommodating previous learning experiences 

Potential learners may already have the required skills and knowledge for certain units of competency 

in an accredited programme or Training Package. They may have acquired skills and knowledge 

through previous study, work, life experience or informal learning. All learners must be told about the 

processes by which their current skills and knowledge and prior learning can be recognised. They may 

then decide to apply for recognition of prior learning (RPL). 

The RPL application process identifies relevant skills and knowledge, and measures these against a 

predetermined set of benchmarks (learning outcomes or competency standards). A successful RPL 

application means that the applicant would not need to undertake the training for a particular unit of 

competency. 

A qualified assessor who has subject matter expertise, or an assessor in partnership with a person with 

subject matter expertise, can conduct an RPL assessment. This may be: 

• you 

• another facilitator 

• support personnel qualified to administer RPL assessments 

If the learner has decided to go through the RPL process, you should obtain the outcomes of the 

application, as they may not need to undertake further training and assessment. Some learners who go 

through the RPL process may still need to acquire the skills and knowledge that they don't already 

have, if they are competent in some areas of the learning programme but not yet competent in other 

areas. 
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1.3.3 Accommodating possible learning barriers 

“Learning barriers” refers to difficulties that arise within the education system as a whole, the learning 

site and/or within the learner him/herself which prevent both the system and the learner needs from 

being met. When, based on objective evaluation made by an educational authority, it is ascertained that 

teaching and learning are hampered where such needs are not met, educationally sound measures 

must be applied5.  

Article: 

Understanding Barriers To Learning 

A complex and dynamic relationship exists between the learner, the centre of 

learning, the broader education system and the social, political and economic context 

in which they are all part. 

 

By emphasising the notion of “Barriers to learning” the policy of inclusive education is 

clearly moving away from the individual, deficit approach. This past approach 

diagnosed certain learners as having special needs that required specialised 

teaching within specialised contexts. 

 

In the South African context this approach is problematic. Candidate facilitator 

(learner)s and teachers need to recognise the wide range of barriers experienced by 

learners. They need to understand that poverty, lack of experience of formal 

education, the concept that everyone learns in the same way, learning in a language 

other than ones home language needs to be addressed by the way in which they 

teach, plan activities and assess learners. The candidate facilitator (learner) needs to 

ensure that all learners participate fully in the learning programme. 

 

In South Africa, barriers to learning will include the following: 

• Systematic barriers 

o Lack of access to basic services 

o Poor teaching methods 

o Lack of basic learning and teaching support 

o Inadequate facilities 

o Overcrowded learning areas and classrooms 

• Societal barriers 

o Poverty 

 
5 Source: Guidelines for Inclusive Learning Programmes, DOL 2005 
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o Late enrolments 

o Urban and rural disparities 

o Racial discrimination 

o Gender 

o Language 

o Disability 

• Barriers rooted in inappropriate pedagogy 

o Insufficient support from candidate facilitator (learner)s and teachers 

o Inappropriate and unfair assessment procedures 

o The language of instruction 

o Inflexible classroom management 

o Inappropriate attitudes 

• Factors linked to disabilities 

o Neurological 

o Physical 

o Sensory 

o Cognitive 

The NQF approach accommodates all inclusive of those learners who experience 

such barriers top learning. It allows for flexibility in accommodating learning diversity. 

Inclusively (inclusivity) means more than just a physical presence, it also means that 

all learners are equally regarded and valued in their own unique way. It is the 

responsibility of the candidate facilitator (learner) to promote this value. 

From: http://www.skills-

universe.com/group/freelancefacilitators/forum/topics/understanding-barriers-to 

 

Amongst the more frequent causes of barriers are:  

• Disability as a barrier  

• Attitudes  

• Lack of intrinsic motivation 

• Self-esteem 

• Lack of social skills 

1. Disability as a barrier 

Most understandings of disability relate to individual deficit. Therefore, disability has always been 

regarded as a barrier to learning. These barriers include:  
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• Visual barriers  

• Auditory barriers  

• Oral barriers  

• Cognitive barriers  

• Physical barriers  

• Medical barriers  

• Psychological barriers  

Learners who experience barriers to learning as a result of disability should be welcomed in ordinary 

learning environments provided that the necessary support is in place for learners to achieve their full 

potential. The nature and extent of the support needed by the learner should be established. Below are 

a few examples of how the system could be modified or changed to meet different kinds of support that 

individual learners may require:  

• Modified access to buildings e.g. ramps, adapted toilets and speaker systems in where 

applicable.  

• Brailed signage on doorframes, passages and outbuildings.  

• Enlarged print.  

• Appropriate assistive devices e.g. Braillers, hearing aids, tape recorders, splints, adapted 

computers, wheelchairs, walkers, modified tricycles and standing frames.  

• Therapeutic intervention.  

• Learner based and learner paced teaching.  

2. Negative attitudes 

Negative and harmful attitudes towards difference in our society remain critical barriers to learning and 

development. Discriminatory attitudes resulting from prejudice against people on the basis of race, 

class, gender, culture, disability, religion, ability, sexual preference and other characteristics manifest 

themselves as barriers to learning when such attitudes are directed towards learners. 

To overcome such negative attitudes towards learners who experience barriers and their inclusion in 

ordinary education / development, consider the following: 

• Labelling of learners should be discouraged since it makes it difficult for learners to grow 

beyond the limitations of the label. It is important for candidate facilitator (learner)s and peer 

groups to adopt positive attitudes towards learners who experience barriers. Even learners who 

were once regarded as un-“trainable” benefit from appropriate intervention.  
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• Learners should not be categorised since they often are placed in a particular learning 

environment merely because of the category and not because of the particular learning needs of 

the individual learner.  

• Do not discriminate against learners who are HIV positive or who have AIDS since a lack of 

knowledge about this issue has led to negative assumptions associated with the disease. All 

learners and staff should be treated equally. When it comes to blood all cases are treated as 

universally HIV positive.  

• All learners should be viewed in a positive light and there should be a determined effort to 

establish what their real strengths are for the purpose of further development.  

• Do not create conditions for fear of learners with disabilities to develop, since negative attitudes 

often result from beliefs that are illogical and encourage discrimination.  

• Acknowledge and respect differences in learners, whether due to age, gender, ethnicity, 

language, class, disability or HIV status, sexual preference, etc.  

3. Lack of intrinsic motivation 

Intrinsic motivation6 refers to a learner’s personal desire to learn the material, regardless of external 

stimuli or rewards. Lack of intrinsic motivation is a major personal barrier to learning. Without the desire 

to learn, learners will often do the minimum tasks required, without processing or understanding the 

information, and they may not even try at all. Establishing intrinsic motivation is very difficult, but 

research suggests several strategies: 

First, make the material relevant to the learner in some immediate, personal way. Even college-age 

students have trouble being motivated by events in the distant future. Telling these learners that what 

they are learning now will be used 15 years later, will likely not establish intrinsic motivation.  

Second, try to make the material as engaging as possible to grab the learner’s attention. Remember 

that intrinsic motivation must come from the learner, and while you, the candidate facilitator (learner), 

can encourage it, you cannot force the students to care. 

4. Self-esteem 

Self-esteem is a person's perceived ability to meet a certain goal. Low self-esteem often causes 

learners to give up even before trying. However, learners with too high self-esteem may become 

overconfident and not give the task their full attention and actually perform worse than the students with 

low self-esteem. A learner’s self-esteem is established in several ways, the strongest is past 

experience. If a learner has met similar goals in the past, their self-esteem to achieve the new goal will 

be high. This creates a type of self-fulfilling prophecy where learners with success in a subject area will 

be confident and motivated to continue to succeed, which reinforces their positive self-esteem. 

 
6 Adapted from: www.ehow.com/info_8150454_personal-social-barriers-learning.html#ixzz1NexRZICY 
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Conversely, learners who fail to reach a goal will be less confident and less motivated to achieve similar 

goals in the future, encouraging their continued failure.  

A way to counteract this cycle is with verbal persuasion. Encouraging learners and giving positive 

reinforcement along the way can override the influence of past failures. Another way to encourage 

positive self-esteem is if the learner sees someone else reach the goal, particularly if this someone else 

is a person they admire and identify with (like a friend). 

5. Lack of Social Skills 

Social skills are important to learning as learning itself is largely a social activity. It is by discussing and 

comparing our ideas with others that we begin to understand what we know. Therefore, learners with 

poor social skills may fall behind on their learning. Skills such as being able to listen effectively to 

others, speak clearly, and empathise all effect the learner’s ability to learn from social situations. This 

may be overtly prevalent in team-oriented situations, but even one-on-one interactions with the 

candidate facilitator (learner) can be negatively influenced. 

 

Personal and social barriers to learning are related and can be addressed together in the classroom. 

Many of these barriers can be found in all ages of students, including adults. The first step in 

overcoming a barrier to learning is to identify it. It may not be immediately obvious to the candidate 

facilitator (learner) that a learner has a barrier; the learner may appear irrational or stubborn, when in 

fact there is an underlying cause to this behaviour. When the barrier is identified, addressing it, as we 

have seen above, often requires adaptation and one-on-one facilitator to learner time. 

1.3.4 Accommodating literacy and numeracy levels 

There could be marked differences in the literacy and numeracy skill profiles of the learners in your 

class. These differences are usually due to variations in the demographic and educational profiles of 

the workers. A high proportion of workers with low literacy or numeracy tend to have relatively low 

levels of education. 

As the candidate facilitator (learner), you will use a range of strategies to minimise the impact of poor 

numeracy and literacy skills in the classroom, including:  

• Active learning/ group work: Any questions a candidate facilitator (learner) would normally 

ask in class can be directed to groups. In most classes - especially large ones - very few 

learners are willing to volunteer answers to questions, even if they know the answers, even 

more so if they have literacy or numeracy problems. However, when the questions are directed 

to small groups, most learners will attempt to come up with answers and the candidate facilitator 

(learner) will get as many responses as he or she wants (strength in numbers). 

• Cooperative learning: Cooperative learning (CL) is instruction that involves learners working in 

teams to accomplish an assigned task and produce a final product (e.g., a problem solution, 
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critical analysis, laboratory report, or process or product design). Relative to learners taught 

conventionally, cooperatively-taught learners tend to exhibit better grades on common tests, 

greater persistence through graduation, better analytical, creative, and critical thinking skills, 

deeper understanding of learned material, greater intrinsic motivation to learn and achieve, 

better relationships with peers, more positive attitudes toward subject areas, lower levels of 

anxiety and stress, and higher self-esteem. 

• Technology: Many people are more prepared to admit lacking technological skills than other 

literacy and numeracy skills – 50% of adults with poor literacy and numeracy say they would be 

motivated to improve their literacy and numeracy skills if it involved learning on a computer.7 For 

those adults put off by their past learning experiences, new technologies offer new, more 

flexible ways to learn. Modern technology also allows for the production of learning packages 

and assessment on a large scale, giving learners access to self-study packages and progress 

charts, and giving candidate facilitator (learner)s access to a wide range of consistent high-

quality materials 

1.3.5 Accommodating different languages 

Getting learners to understand different subjects is difficult enough for most candidate facilitator 

(learner)s, but sometimes they have added problems. Candidate facilitator (learner)s sometimes have 

difficulty communicating with learners if they do not speak the same language. Language barriers can 

make it difficult for candidate facilitator (learner)s to educate learners, and they can also hinder 

learners’ abilities to learn material. With the help of others, candidate facilitator (learner)s can often find 

ways to communicate with learners who do not speak the same language.  You could8: 

• Use gestures and simple language 

• Get students who do not speak English outside assistance in learning the classroom's dominant 

language 

• Get assistance from a volunteer, an interpreter or another learner to communicate with those in 

your classroom with limited or nonexistent English skills 

• Learn a little of these learners’ native languages. If you know words or phrases from their 

language, learners may be more willing to learn your language 

As the candidate facilitator (learner), you need to accommodate literacy, language and numeracy 

requirements: 

• Use visual aids (graphics, photos) where possible to support written material. 

• Monitor learner’s comprehension of required tasks and activities carefully by asking them to 

repeat instructions back to you. 

 
7 The Basic Skills Agency, Getting Better Basic Skills (2000) 
8 Adapted from: http://www.ehow.com/how_7877043_address-language-barriers-students.html#ixzz1Nf1Ctav9 

http://www.ehow.com/how_7877043_address-language-barriers-students.html#ixzz1Nf1Ctav9
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• Use active learning strategies wherever possible. 

• Build flexibility into your learning plan to allow these learners additional time to complete tasks 

and assessments if required. 

1.3.6 Accommodating learner special needs 

The specific needs may include: 

• physical environment adjustments 

• adjustments to learning and assessment activities 

• OHS issues to be addressed 

• language requirements. 

It does not matter if we think the individual’s need is not such a big issue, we must always ensure that it 

is the learner who gets to control how public it becomes. For this reason, the opportunity to request 

help should always be provided in a private setting that is comfortable and relaxed for the participant. 

This will encourage open communication and discussion of the issues. 

Finding out about the needs of someone usually depends on the particular situation. In some situations, 

we might get to speak with them before the training. In other situations, we might not recognise that 

there is a need for discussion until the training has commenced. 

Depending on the situation, discussion with learners can be undertaken: 

• by telephone, if appropriate 

• in person 

• during a specific needs meeting 

• at an arranged meeting before a training session 

• in the first break during a training session 

• as soon as possible after the need is identified. 

In all situations, we should always ask the individual to discuss what they might need, instead of 

deciding on their behalf. We try to create a relaxed and inviting atmosphere, so they will feel 

comfortable discussing what might be sensitive and private issues. We reassure them the conversation 

is private and will not be mentioned in training or the workplace. 

If an individual does not want to acknowledge a special need, we may need to involve another person 

in the discussion, like an HR officer, a supervisor or other representative bodies. 

A useful tool can be a questionnaire all participants can complete before a course begins. This will help 

us gather information in a collaborative and private way, and can serve as a starting point for further 

discussions with the participant. A sample questionnaire is shown below. 
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Name:  

1. What do you hope to 

achieve in doing this 

course? 

 

2. Do you have any 

problems or issues 

that could affect your 

completion of this 

course? 

 

3. Are there any ways 

we could help you 

complete this 

course? 

 

4. Do you have any 

further comments or 

suggestions? 

 

 

Learners with ongoing or acute health conditions may have special needs: 

• Be sure to look for any information relating to the target group’s health needs in your training 

needs analysis documentation and learning plan.  

• Ensure that you factor special health needs into your “hazard checklist and risk control action 

plan”. 

• Your observation skills will also come in handy here.  Look for signs of discomfort in your learners 

that may indicate the need for a short break or additional support. 

• Build in flexible delivery approaches to ensure that learners with health conditions are provided 

with a range of delivery options to suit their needs. 

A person’s age may affect how they learn, and how they interact with other learners.  

• Mature individuals often have a wealth of experience, which they can bring to the learning 

environment.  This diversity can be used as a learning resource by encouraging learners to share 

their experience with others in the group.  

• Younger learners sometimes need additional motivation to keep their attention focused, and 

although they may not have as much life experience they offer unique perspectives to the 

learning environment. 

• Think about using active learning strategies to help motivate learners. 
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• Individuals returning to learning after a long break may need additional time to complete tasks 

and activities. 

Every learner is an individual and should not be disadvantaged because of gender, partner status 

or their family commitments: 

• Do not segregate males and females for specific activities or repeatedly select males or females 

for specific tasks. 

• Be aware of your body language and tone of voice to ensure that it is non-discriminatory at all 

times.  Be extra careful that jokes and gestures cannot be interpreted as discriminatory or 

containing sexual references. 

• Do not refer to a person’s sexual orientation or partner status, or single them out because of it. 

• Respect all learners’ rights to confidentiality. 

• Consider the needs of learners with partners and family commitments. Learners who care for 

partners, parents or children may need a flexible learning approach that provides them with a 

range of learning, schedule and assessment options. 

• Be aware of a learner’s personal space and do not make body contact unnecessarily. 

 

An awareness of learner’s religious practice is important so that you can ensure that training is 

effective and that learner’s needs are being met. 

• Some learners may need to leave the room to pray during a training session.  You may need to 

have a prayer space set aside for them. 

• Some religions require adherence to specific dietary guidelines, you should take this into account 

when planning catering. 

• Religious holidays may fall during a learning program and these learners may require flexibility in 

their learning schedule. 

• Some religions require fasting and as a consequence learners may lack concentration or become 

lethargic. You need to be understanding of their needs in this situation and build flexibility into 

your delivery plan. 

• Some learners may be required to wear religious or cultural dress, make allowances for this and 

be flexible in your delivery approach to ensure that this does not disadvantage any other learners. 

1.3.7 Accommodating different learning styles 

Each person is unique and has a particular way of approaching learning, and processing new 

knowledge, skills and attitudes. 
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The different ways in which people learn have fascinated people for centuries. As a result, a large 

number of learning theories have been published that aim to provide measurable frameworks to explain 

how people learn. 

These frameworks are known as learning styles. A person's learning style is determined by: 

• the ways in which they use their senses to perceive information 

• the ways that their brains function to store and process information 

• the ways that they organise and present information. 

When a trainer/assessor understands how people learn, they are able to design and develop learning 

materials and delivery methods that are learner-centred, useful, accessible and relevant. 

When planning and organising learning interventions, it is important to understand how the learner 

learns best and to then apply the learning style to the learning method most appropriate to the learner 

when delivering a training session. 

1.3.8 Auditory, visual and kinaesthetic learners 

One analysis of learning styles is called Neurolinguistic Programming. Based on the work of Richard 

Bandler and John Grinder, it defines three types of learning style based on sensory perception: 

• visual 

• auditory 

• kinaesthetic 

The VAK (visual-auditory-kinaesthetic) learning styles model provides a very easy and quick reference 

inventory by which to assess people's preferred learning styles, and then most importantly, to design 

learning methods and experiences that match people's preferences:  

• Visual learning style involves the use of seen or observed things, including pictures, diagrams, 

demonstrations, displays, handouts, films, flip-chart, etc. 

• Auditory learning style involves the transfer of information through listening: to the spoken word, 

of self or others, of sounds and noises. 

• Kinaesthetic learning involves physical experience - touching, feeling, holding, doing, practical 

hands-on experiences 

 

The point is simply to try to understand as much as you can about the learner and the learner’s 

strengths (their preferred style or styles), and then make best use of learning methods which suit these 

strengths (the preferred style or styles): 
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Style Preference 

Visual learner 

People who learn 

most effectively 

from material they 

can see (this 

includes written 

material) 

Visual learning style involves the use of seen or observed things, including 

pictures, diagrams, demonstrations, displays, handouts, films, flip-chart, etc. 

• Reading, diagrams, flowcharts 

• Makes mental pictures to assist his memory 

• Produces reports 

To help visual learners process information: 

• Provide written/printed learning materials.  

• Include plenty of visual information like drawings, maps, diagrams and 

photos.  

• Use a variety of visual aids during lectures, presentations and seminars, 

such as overheads, video footage and data projection. 

• Provide opportunities for learners to make notes during presentations and 

discussions. 

• Self-paced learning materials should incorporate written material, images 

and video footage. 

• E-learning material should include plenty of text descriptions and images. 

Auditory learner 

People who learn 

most effectively 

from materials they 

can hear 

Auditory learning style involves the transfer of information through listening: 

to the spoken word, of self or others, of sounds and noises. 

• Listens carefully with note taking distractions 

• Asks for verbal explanations of diagrams 

• Tape records and plays back material when they want to learn 

To help auditory learners process information: 

• Use plenty of verbal delivery methods like lectures, seminars, discussions 

and group work. 

• Read written material out loud where possible, for example read through 

handouts. 

• Self-paced learning materials should incorporate audio recordings or video 

footage. 

• E-learning material could incorporate sound grabs, and ideas for 

discussion and collaboration. 

• Encourage group discussion wherever possible. 

Kinaesthetic 

learner 

Kinaesthetic learning involves physical experience - touching, feeling, 

holding, doing, practical hands-on experiences. 
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People who learn 

most effectively 

from touch and 

movement (from 

actively doing 

something) 

• Hands on approach 

• Asks for demonstration before the real event 

• Observes then imitates 

• Prefers team work 

• Dislikes repetition and lots of data 

To help kinaesthetic learners process information: 

• Provide plenty of opportunities for imitation and practice 

• Use role-plays and activities that involve movement and action. 

• Self-paced learning materials should incorporate ideas for activities based 

on physical activities. 

• E-learning materials should incorporate plenty of interactive activities. 

Some people tend to be more visual, others more auditory, while others are predominantly kinaesthetic; 

however most people learn using a combination of these three learning styles. 

Ensure that you use a range of multi-sensory learning materials (visual, auditory and kinaesthetic) to 

reinforce the skills and knowledge being learned. 

• incorporate practical tasks wherever possible 

• use collaborative learning strategies such as group activities and pair work 

• integrate learning activities using a range of different media, such as audio tapes, images, 

photographs, video, television (e.g. documentaries, sit-coms, etc.), the whiteboard, print-based 

resources (e.g. text books), the Internet and multimedia (computer-based media). 

Learning styles are also sometimes classified into 4 categories, rather than the 3 mentioned above: 

1.3.9 Activists, theorists, pragmatists and reflectors 

Honey and Mumford9 classified learners in terms of their preferences for their modes of learning or 

grasping of experiences. These learning styles have been the basis for many studies of the learners 

use of various resources and mechanisms for learning with the goal of developing resources and 

instruction modes more tailored to learners’ individual needs. 

Honey and Mumford’s concept of learners’ strengths and preferences in learning (1986) broke learners 

into four styles: 

• Activists focus fully on new and immediate experiences, tackle problems by brainstorming, 

thrive on challenge, but bore with implementation. They like to be the centre of attention. 

 
9 Source: Honey P and Mumford A (1986). Learning styles and questionnaire: Manual of learning styles, Honey Maidenhead, UK. 
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Activists are known for their free expression and their great communication skills. They enjoy all 

forms of social interaction and can become demotivated if working without interaction with other 

learners. 

They like meeting new people, exploring new places, creatively developing new concepts and 

coming up with new ideas.   

Activists thrive on variety and change, but can become bored easily.  When bored, the activist 

may like to try and start some action by making a controversial statement or asking an unusual 

question. Activists typically hold little back, and can be quite impulsive.  

To keep the activist learner engaged and motivated, be sure to include plenty of “hands-on” 

activities in your training, include them in discussion, remember to ask their opinions wherever 

appropriate, and give them a role – something like a group leader – so the activist feels valued 

and part of the process. 

 

• Reflectors who collect data from themselves and others, ponder experiences, consider varying 

perspectives and act as part of a well-planned scheme. 

Reflectors often have a high level of interpersonal warmth and compassion towards others.  

They are generally very patient and consistent, thinking things through carefully before taking 

action.  

Their strength is in being able to review (or reflect on) a situation and use it as a learning 

opportunity. Predictable in their work and behaviour, reflectors enjoy relationships that are open 

and honest.  They are service motivated and their sense of achievement will be based on how 

good the other person feels. 

They enjoy listening more than talking; serving more than leading, and their helpful and 

supportive approach encourages friendship - they generally put their loved ones first.  Reflectors 

are kind, helpful, willing and careful, non-competitive, easy going and responsive.  

Don’t be surprised if the reflector style of learner is very quiet in your session one day then 

comes in first thing the next morning full of questions and opinions – they just needed some 

time in between to reflect and process… that’s how they learn. 

 

• Theorists observe and think problems through step by step and logically so as to develop 

coherent theories. They are consistently logical, like to analyse and tend to be detached. 

Theorists are analytical and introspective.  They need structure and systems and rely upon 

them to complete jobs.   

They work evenly and are generally self-paced, preferring to analyse things carefully before 

making a decision.  The right decision is what is important, not the seemingly fair one, not the 

expedient one or the decision that is most popular. 
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The theorist is quiet and logical, thorough and distant, reserved and dependable, but dislikes 

inaccuracy.   

Theorists can frustrate the more action-orientated learning styles such as the activist, so be 

aware of this in-group learning situations. 

 

• Pragmatists try out ideas, theories and techniques to see if they work in practice. They are 

practical, down to earth people who like making practical decisions and solving problems.  

Pragmatists are characterised by a low need for close interpersonal relationships and by a high 

activity level. Their greatest asset is their desire to excel in competitive situations.   

Objective and decisive, the pragmatist is the “get on with it” type of learner – focused on results 

rather than the process itself.  

Pragmatists are the people that read the instruction manual only after they have spent two 

hours trying to figure out how to work the VCR. Experiential learning is the key – provide an 

environment where risk taking is supported through opportunities for hands-on experience and 

the pragmatist will be quite happy.  

The pragmatist (who just wants to get on with things) is the least likely to get on with the theorist 

(who needs to discuss, think and reflect) – so watch out for the dynamics in a group-learning 

situation. 

 

The following table provides a summary of different facilitation and/or learning methods that can be 

used when dealing with different learning styles: 

Method Description 

Facilitator-Centred Method 

Lectures A presentation given to an audience with little (if any) interaction or feedback 

Formal training 
A presentation incorporating a variety of techniques and allowing participation 

by the learners in the form of questions and discussions 

Demonstrations 

A session where a skill is learned following a formal procedure such as: 

• Description of a skill: illustration of end product. 

• Summary of main points of demonstration; re-emphasis of any health 

and safety procedures. 

• Performance of skill under supervision. 

• Feedback on performance. 

Team training 
The work of several classes taking the same learning programme is closely 

coordinated. 

Learner-Centred Methods 
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Method Description 

Search or 

discovery 

Learners are placed in situations requiring self-directed learning and the 

facilitator’s general guidance. 

Exercises, tasks and games are used – enabling learners to make their own 

discoveries. 

Discussions 

Knowledge, ideas and opinions on particular subjects are freely exchanged 

between the candidate facilitator (learner) and the learners and between, 

learners and learners. 

Role play 

Learners practise being in particular roles by practising a face-to-face 

situation that represents real life: a work situation for instance. 

Each participant should have sufficient background information to allow a 

proper understanding of the part to be practised. 

Case studies 

A story of an event or set of circumstances where the relevant details are 

examined by the learners. 

Case studies fall into two broad categories: 

• Those in which the learners diagnose the causes of a particular 

problem or draw conclusions about a certain situation. 

• Those in which the learners set out to solve a particular problem. 

Simulation 

Learners may be asked to undertake a particular task such as solving a 

problem, using the same procedures as those which operate in a real-life 

situation. 

Simulation often involves a practice session or a test of knowledge acquired 

prior to the exercise. 

Games/icebreakers 

Games take all kinds of forms but often involve competition (and 

cooperation), teams, point-scoring etc. 

They are often used to simulate real-life situations and allow learners to 

experience roles where they are required to make discussions and present a 

case. 

Individual/group 

projects and 

assignments 

These may take longer than class work exercises, giving the learner much 

greater opportunity for the display of initiative and creative ideas. 

Projects or assignments are often integrated activities – involving more than 

one subject. 

Small group 

syndicates 

Groups of learners are split into smaller subgroups to work (sometimes in 

competition with the other groups) on related problems/issues. 
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Method Description 

Group learning 
May take the form of informal or occasional meetings between two or more 

learners of self-help groups meetings on a regular basis. 

Open learning 

Open learning is the term used to describe any form of learning in which the 

provider enables individual choice over any one or more of a number of 

aspects of learning. 

It frequently involves the use of materials developed specially to allow 

independent learning. 

The candidate facilitator (learner)’s role is usually a combination of “resource 

manager” guide and advisor. 

 

1.3.10 Accommodating different cultures 

One's culture plays a critical role in determining one’s worldview. If a learner’s culture (including 

subcultures) does not place a high emphasis on learning, or learning a particular subject, the learner 

may not have the intrinsic motivation to learn. It is very difficult to change someone's worldview when it 

is based on culture. Therefore, a strategy may be to show learners how the material to be learned fits in 

with and supports their culture. 

Managing diversity 

Learners have diverse backgrounds, needs, preferences and challenges. Some barriers may be 

located within the learner. In some cases they may be located in the candidate facilitator (learner), 

institution or learning environment. Addressing barriers to learning and development is dependent on 

an understanding of the strengths and weaknesses of individual learners and of the arrangement within 

the institution. It is important that learning opportunities be created for all learners. 

In addressing diversity in learning the candidate facilitator (learner) and/or assessor should consider: 

• Diversity in learning styles within the group and plan so as to cater for all. Different or optional 

activities should be considered when planning. 

• Managing the pace of learning means that candidate facilitator (learner)s must pace the lesson 

to allow for the slow and the fast learners. 

• Difference in the level of achievement and development must also be considered. This is why it 

is important to be aware of prior learning. Performing some form of baseline assessment will 

assist the candidate facilitator (learner) in establishing prior learning and will also assist in 

establishing both physical and cognitive development. This may result in a need for extra 

support, coaching and/or mentoring. 
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• Language diversity – allow for a variety of assessment methods and instruments. Language 

should not be a barrier. 

• Gender diversity must not lead to gender bias 

• Cultural diversity must be recognised and the candidate facilitator (learner) must be able to 

recognise and be sensitive to such diversity. 

• Vision and hearing impairment must also be considered when supporting or training the 

learners. A buddy system may be used to assist the visually or hearing impaired. 

As a candidate facilitator (learner), you need to be sensitive to the needs of different cultural groups: 

• Ensure that you communicate clearly and use plain English as some learners may use English 

as a second language. 

• Be aware of different cultural practices and customs.  You may like to research the customs and 

practices of your learners before you begin training. 

• Diversity can be an excellent learning tool, encourage learners to share their knowledge and 

experiences with the group to promote understanding and tolerance. 

• Take care when you are selecting and customising learning materials to ensure that they do not 

cause offence to learners from different cultural groups. 

• Build flexibility into your delivery plan to allow you to cope with unforeseen events. 

• Body contact can be offensive to certain cultural groups; do not make body contact with your 

learners unnecessarily. 

 

Activity 2 

Explain how a candidate facilitator (learner) can cater for learner needs that relate to low numeracy 

levels, language problems, special needs and different learning style. 
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1.4 PLANNING FOR RESOURCES, LOCATIONS AND PERSONEL (SO1, AC 3) 

The candidate facilitator (learner) needs to arrange resources, locations, and personnel to suit the 

intended delivery.  The resources that you need for your training / facilitation session would normally be 

provided by the training provider (company) and could include: 

• Required documentation, such as the attendance register, handouts, course evaluation forms, 

name tags, etc. 

• Learner guides 

• Learner workbooks and Portfolios of Evidence for assessment purposes 

• Facilitator guide providing guidelines on timing and model answers 

• Slides, games, additional resources, etc. 

• Required equipment, e.g. flipchart stand with paper, pens, projector, etc. 

The location and the personnel will most likely be determined and arranged by the training provider. 

The following is an example checklist that you can use to ensure that you have the required resources 

for your training session: 

Checklist issue Criteria  Yes / No 

Are learners prepared for 

the learning programme? 

Invitations are send out 

Supervisors/managers are informed 

 

Are all the documents 

ready and complete for the 

training session? 

Required documentation, such as the 

attendance register, handouts, course 

evaluation forms, name tags, etc. 

Learning material, e.g. learner guides, 

learner workbooks, etc. 

Facilitator documents, e.g. facilitator 

guide, slides, games, etc. 

 

Is the learning 

environment clean and 

tidy? 

Desks are clean 

Carpets are clean 

Dustbins are clean 

Chairs and tables are clean 

The room is tidy and neat 

The bathrooms are clean and tidy 

 

Is the room prepared 

appropriate for the 

learning situation? 

Name tags are available 

Water and glasses are for each learner 
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Checklist issue Criteria  Yes / No 

available 

Furniture arrangement is suitable for type 

of learning 

The air conditioner is on an appropriate 

setting 

The learning environment promotes 

effective learning 

All relevant hand-outs, attendance register 

and other training material are available 

The equipment is neatly  arranged in the 

room 

The equipment is in working condition 

(pens, overhead projector, paper, video 

...) 

Other 

Arrangements for tea and coffee are 

made 

Arrangements for lunch are made 

Parking spaces are booked (if applicable) 

Security is informed 

 

 

1.4.1 Using additional learning resources 

Learning resources are the resources that you use to support learning. They include the content (or 

part of the content) of your session/s. Think of the content as the information, facts, theories, data and 

activities you have chosen to include that enable your learners to gain new knowledge, a new skill or a 

combination of these. The content of your session will derive from the learning objectives of your 

program. The learning resources can be resources that are available commercially or resources that 

you, or work colleagues, have developed yourselves. 

Why use learning resources? They improve the learning process dramatically! Remember what you 

have already discovered about the various learning styles and the way we perceive information - 

imagine trying to explain how to build a house frame without showing learners plans and diagrams, a 

video of a frame being erected and maybe a scaled down model. 

You may also have a learner's guide which includes activity or task sheets. 

The following list of examples shows the range and diversity of learning resources available: 
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• Unit standard aligned support materials, including learner guides, facilitator guides, how to 

organise training guides, example training programs, specific case studies and resources 

• other published, commercially available materials to support Training Packages or courses 

• videos 

• CDs and audio tapes 

• references and texts 

• activity sheets 

• case studies 

• task sheets 

• information sheets for a topic, unit or subject 

• role-plays 

• presentations and overheads 

• equipment and tools 

• learning resources and support materials in languages other than English, as appropriate to 

learners and workplaces 

• Learning resources that have been developed for learners who have equity or additional support 

needs. 

Below is a checklist with some of the questions you can ask about resources or courses to check if they 

are of good quality and suitable for your needs. If you can think of any other things to check, add them 

to the list. 

1. Is the resource current? 

2. Does the resource cover the competency standards or learning objectives that need to be 

addressed in the learning program? 

3. Does the resource provide clear and comprehensive information? 

4. Does the resource clearly identify its purpose and objective? 

5. Is the resource able to be contextualised to meet your learning needs? 

6. Does the resource respond to access and equity issues? 

7. Does the resource offer flexibility for delivery and assessment? 

8. If a course has been selected, do the hours and cost seem reasonable? 
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9. Is the resource recognised by accredited bodies or organisations as covering the training 

requirements? 

For each of the sessions you will be facilitating, identify the range of learning resources you could use: 

• You may wish to explore the range of commercially available learning resources for your area of 

interest and expertise.  

• Select resources suitable to your topic, and your learners' preferred learning styles and 

characteristics. 

• Use your checklist to check the resources you have identified. When you have selected your 

final resources explain the reasoning behind your choices. 

Resources are simple to create, especially with the support of technology. The following hints may help 

you to develop effective and appropriate leaning resources or to modify existing resources. 

General tips for good resources: 

• know what you want to say before you start writing 

• write with your audience in mind, speak to them 

• keep it simple 

• consider the layout - make it as clear as possible 

• use visual reinforcement 

• observe copyright laws 

• make sure you proofread your work - spell checkers don't check for everything! 

• apply version control to your resources, giving them a date and version number. When you 

review the resources and update or amend them, change the version number. 

 
LEARNING ACTIVITY 
 
Assume you want to conduct a workshop on team building.  

I. Identify resources that you will need. 

II. Describe the location that you would use for the programme. 

III. Identify personnel whom you would need. 
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1.5 PREPARATION OF LEARNING MATERIAL (SO1, AC 4) 

As part of preparation for a facilitation session, the candidate facilitator (learner) must prepare the 

learning material to suit the purpose of the facilitated activities and the agreed outcomes.  The learning 

material could include: 

• notes,  

• diagrams,  

• worksheets,  

• audio and visual aids, and  

• models 

During the design phase, trainers work from learning goals to design a training system that learners 

and trainers can implement to meet the learning goals. This phase also typically includes identifying 

learning objectives (which culminate in reaching the learning goals), needed facilities, necessary 

funding, course content, lessons and the sequence of lessons. The various training media are selected, 

e.g., instructor-led, computer-based, World Wide Web-based, self-directed, interactive and computer-

based, or multi-media. Course content is often piloted during the development phase, or initially tested, 

to ensure the content is understandable. Therefore, this design phase can also include identifying 

evaluation criteria to evaluate if course content is understandable by learners.  

Some considerations when during this phase are: 

• How complex is the training that is needed? 

• How much time do learners have to learn the new knowledge and skills? 

• How much money is available to pay for the training, whether in-house or using a consultant? 

• How capable are learners to undertake the training? 

• What are learner's learning preferences and styles? 

 

Preparation of the learning material begins with specifying the learning activities and strategies that will 

best assist in the learning process. The main instructional setting and media were chosen in the 

analysis phase. In this phase, the learning strategies and supporting media that will assist the learners 

in mastering the objectives will be chosen10. 

  

 
10 Moggridge, B. (2007). Designing Interactions. Cambridge, Massachusetts: The MIT Press 
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a. Develop training / learning activities - Most training interventions or courses contain various 

training/learning activities.  The activities include: 

Activity Description Appropriate for… 

Lecture 

A structured presentation, 

usually lasting an hour or 

longer 

Group presentations 

Orientating learners to policies, introducing topics, 

providing information, etc. 

Tutorial 
A one-on-one, structured 

instructional experience 

Individualised presentation 

On-the-job training 

Building skills, demonstrating how to use equipment, 

etc. 

Case study 

A narrative description of a 

situation, real or fictitious, 

prepared for instruction 

purposes, usually written 

Stimulating discussion, especially in a small group 

setting 

Identifying problems in realistic situations 

Weighing  alternative solutions 

Critical incident 

A very short narrative 

description of a problem 

situation, usually only a 

sentence or paragraph in 

length 

Stimulating discussion, especially in a small group 

setting 

Identifying problems in realistic situations 

Weighing  alternative solutions 

Role-play 

Learners are assigned 

parts to play in a 

dramatised version of a 

case study or problem 

situation 

Groups of two or more 

Dealing with instruction about interpersonal situations 

Game 
A ritualised representation 

of a job duty 

Group instruction 

Especially useful for developing co-operation or 

assessing leadership in a team setting 

Simulation  
An extended role-play or 

game 

Group instruction 

Especially useful for developing co-operation or 

assessing leadership in a team setting 
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Activity Description Appropriate for… 

Buss groups 

A small group of people, 

assembled to identify a 

problem, or problems, 

consider and select 

alternative solutions 

Used with case study or critical incident 

Taking advantage of the ability of small groups to deal 

with unstructured problems more effectively than 

individuals 

Panel 

discussion 

A structured or 

unstructured presentation 

on a topic, problem or 

issue by a group of 3-10 

people to a larger group 

Stimulating insight 

Posing problems 

Clarifying issues and problems 

Video or CD  

The use of a televised 

presentation to provide 

instruction, often in a form 

that mixes instruction with 

entertainment 

Demonstrating effective interpersonal skills 

Conveying information in an interesting manner 

(expensive to create) 

 

When developing and selecting activities it often helps to use a series of If/Then statements:  

Goal: If we want this outcome _____, then the employees will need to perform in this manner _____ 

(Performance). If we want them to perform like this, then they need to learn these skills _____ (Skills). If 

we want them to learn these skills, then they need to know this information _____ (Knowledge).  

b. Choose a delivery system - The media that transports the various instructional and support 

material are specified in this step. Blended Learning is a mix of delivery methods (media) that have 

been selected and fashioned to accommodate the various learning needs of a diverse audience in a 

variety of subjects. The purpose in this step is not to show your mastery of the latest whiz-bang 

technology, but rather to select the media that support the learning activities, methods, and 

strategies in order to best magnify the learning process.  

When determining the media best suited to train the objective consider:  

• The instructional setting: What type of setting is required? Is it up to date or does it have to be 

modified? If the instructors and learners have to travel to the sight, what materials must they 

bring? 

• Media characteristics: What is the best media for this type of instruction? How must the media 

be obtained? Must we produce it? If so, do we have the technical expertise? 
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• Time: What are the critical time factors involved? When and how many learners must be trained 

by a given time? Is there more than one group to be trained and how closely will each group 

follow? 

Each type of instructional medium has certain points to consider:  

• Job Performance Aids: Do people just need simple reminders or a list of steps for performing 

a task? How big should it be? What colour? Where exactly must it be placed? Must a briefing or 

instructions be given to use it correctly? 

• Technical manual: Is the manual already available? If so, must additional material be 

developed to enhance the manual for instructional purposes? 

• Flowcharts and schematics: Should these be decals? Where must they be placed so that 

people will use them? 

• Self-Teaching Package: Are books, internet/intranet, and manuals available? Are they geared 

to the students' educational level? Are the workers motivated to learn on their own? 

• Programmed text: At what level must it be? Is additional instruction needed? 

• E-learning: This type of instruction normally takes more time and resources to develop, but can 

often be cheaper and better in the long term. What must be done to complete it in time and 

within budget? After it is developed, for how long of a time period will it be valid? Do we have 

the authoring tools available? Do we have learning specialist who can develop the instruction 

with the authoring tools or must they be instructed in the new media? 

• Personalised Instruction: Are coaches readily available to aid the learners. What goals need 

to be established and how will the learners obtain them? 

• On-The-Job Training: Are the supervisors ready to take on the task of providing training and 

coaching? Must they be instructed in On-The-Job learning packages? Do they have the time? 

Are trainers needed for this type of training? If so, what will be their role? 

• Resident Instruction: in-house: Do we have instructors who can perform this type of training? 

Contract Training: Will it be given at our location or a separate location? What sort of time frame 

is involved? 

• Lockstep or self-pace: Self pace is generally consider better in most cases because it allows 

each learner to proceed at her or his own pace, but it is more difficult to manage than lockstep 

and usually requires more instructors because of the wide range of variables that take place 

within the learning environment. 
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c. Review the existing material (if any) - It is important to review any existing materials to determine 

if they can be adopted or redesigned into the program. This not only includes material developed in-

house, but also material developed by third parties.  

Whenever possible, the duplication of materials must be avoided to save resources. Also, you 

should review any existing material relative to the new programme to see if it needs to be updated 

or discarded. Care should be taken not to select material just because it is available.  

d. Create the required training material - Only after all the preplanning has been accomplished, is it 

time to start building the instructional content that will be used by the learners. 

e. Validate the material - The last step is to validate the material by using representative samples of 

the target population trialling the programme and then revising the programme as needed. The 

heart of the systems approach to training is revising and validating the instructional material until 

the learners meet the planned learning objectives. Also, it should not be thought of as a single shot 

affair. Success or failure is not measured at a single point. 

Remember: 

• Check the learner guide, handouts and assessment guides - Go through the manual and make 

sure that the content is up to date and in line with the expected outcomes of the unit standard 

• Powerful visuals will reinforce the key points of your presentation and should include more than 

just words. 

• Keep any diagrams and charts as simple as possible. 

 

Activity 3 

Why is it important for the candidate facilitator (learner) to prepare learning material that suits the 

purpose of the facilitation? 
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1.6 FACILITATION APPROACHES, METHODS AND TECHNIQUES  

For facilitation purposes it is important to distinguish between approaches, methods and techniques: 

• An approach is the general, overall way in which we set about our education and training 

activities. It is influenced by what we believe about learning, about human beings, and about the 

purposes of education and training. For example outcomes-based education is a general 

approach to education and training that believes that the educator should concentrate on the 

final results of learning (outcomes) and focus on what learners can do as well as learning of 

content.  

• A method is a practical way in which we implement our training. A method should be an 

effective way of achieving the educational purpose and should fit in with the general approach. 

Discussion in small groups is a method. Lecturing is a method.  

• A technique is a very specific method or part of a method. For example there are various 

techniques for running discussions in small groups.  

Do remember that different books and authors may use different terms to these but the general pattern 

will be the same. 

 

1.6.1 Approaches to training  

There are many, many approaches to education and training. Each one of them has its own 

foundations of belief about what education is for and what human beings are like, generally and as 

learners. These foundations are very important and it is important to think about what are the belief 

foundations of the training approaches you use.  

Example: 

Some people believe that human beings are naturally good and eager to learn (though they may have 

been damaged by bad educational practices). Other people believe that human beings are not naturally 

good (and that indeed they may have a tendency towards sin and idleness) and that society has to help 

control and guide them to be good and to learn. As you can imagine, the educational approaches 

based upon these two sets of beliefs will be very different. (And, of course, it is not easy to say one set 

of beliefs is right and the other wrong because evidence can be produced in support of both.) 

The approaches usually combine a theory of learning and a set of beliefs about 

teaching/instruction/facilitation which may be based more upon ideology and habitual practice than 

upon scientific evidence of effectiveness. Approaches can, at their most general, be categorised as 

conventional, progressive or radical: 

• Conventional approaches at their best encourage people to learn from and conform to the 

best practice of the past. Hence they are often conservative. They often have a somewhat 
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pessimistic view of human nature (which they believe needs to be controlled) and do not believe 

that radically changing society or institutions will change people. Learning is not fun and 

discipline is needed to help encourage self-control and responsibility. They usually use 

traditional teaching and training methods. The curriculum is set by the institution, not the 

learners. This is a teacher-centred approach. Traditional universities are a good example of 

conventional approaches to education practice. Particularly negative sides of conventional 

approaches to education and training are authoritarianism, paternalism, and elitism.  

• Progressive approaches encourage people to reach their full natural potential and change 

their behaviour to fit in with a changing society. They generally have a very optimistic view of 

human nature and society and think that society can be reformed through democracy without 

revolutionary change. Their education and training methods are often innovative. They generally 

think of learning as natural and fun. People are responsible and can be independent. Learners 

can help create their own curriculum. This is usually a learner-centred approach. Good 

examples are alternative schools and pre-schools in rich middle-class communities. Particularly 

negative sides of progressive education are naivety, paternalism and hidden elitism (that is, the 

approach tends to favour the already advantaged and better educated and may in fact produce 

worse results for the disadvantaged than conventional approaches).  

• Radical or liberatory approaches believe that people’s potential is harmed by unjust and 

unequal societies and that education and training should help people to change and transform 

their societies in a radical or revolutionary way. They believe that society is a place of conflict 

and clashes between classes and interest groups. Teaching methods may be quite conventional 

though some may reflect progressive methods. Often in practice a teacher-centred approach is 

adopted in spite of use of ‘progressive’ learner-centred methods. Particularly negative sides of 

radical approaches may be authoritarianism and propaganda.  

Most types of education and methods of education fit under one or other of these approaches. The 

dividing lines between the approaches are not totally fixed and often ideas from the different 

approaches will be mixed together. 

Choosing an approach 

Often the approach used to facilitating a learning event is not consciously chosen – it is simply the 

normal habitual approach the candidate facilitator (learner)s use. Ideally this is not the case. Candidate 

facilitator (learner)s should above all be consciously aware of everything they do and why they are 

doing them. Usually the default approach is modified by the contextual and practical realities. These 

include:  

• The outcomes: What are you trying to accomplish, and which approach seems most likely to 

help achieve that?  
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• Your competencies as candidate facilitator (learner): Some of the approaches and methods will 

be ones you are familiar and comfortable with.  

• The costs: Some options are more cost-effective than others, but don’t be overly  

• fooled by this variable. Cheap, mismatched training is just that.  

• The confidence level of the learners: Many approaches and methods will be highly frustrating to 

a brand-new learner. At the same time, some methods would bore a more advanced learner. 

The less confidence learners have, the more supportive an environment you may want to 

choose.  

• Access and comfort with technology: Many of the e-learning methods require a fairly high 

comfort with technology. They also may work better under certain technical conditions. Match 

your technical comfort and availability to the method.  

• The degree of comfort with independent learning: This can be one of the most overlooked 

issues. Many learners are unused to learning independently. That’s not to say they can’t, but 

you need to know their current limits. Motivation is one of the most powerful drivers of learning. 

Highly independent learning solutions require a highly motivated and focused learner. Keep this 

in mind when choosing approaches and methods.  

Implementing the approach to facilitation  

Generally all approaches to learning and teaching will agree that the following are important for 

effective learning:  

• The learner must be involved in the instructional process.  

• Learners must assume responsibility for their own learning.  

• The candidate facilitator (learner) must give feedback on the learner's progress.  

This therefore suggests that key things that have to be done when you facilitate learning are:  

• Involve the learners as actively as possible through participation in discussions, problem solving 

exercises and sharing their own opinions and experiences.  

• Encourage the learners themselves to take responsible for finding and mastering the necessary 

knowledge and competences with the guided help and support of the candidate facilitator 

(learner).  

• Encourage the learners to experiment, judge, and find solutions for problems.  

• Encourage the learners to share the responsibility for learning with you. Both the candidate 

facilitator (learner) and the group are responsible for the success or failure of the training event.  

• Give regular and constant feedback through formative assessment, back up by appropriate 

development planning counselling.  
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• Stress that the learner learning (achieving the learning outcomes) and applying new skills is 

what is important (not the trainer training).  

• Cater for the learners' needs, aspirations and abilities. Both learners and the candidate 

facilitator (learner) should know what is expected of them and any unrealistic or unclear 

expectations are clarified beforehand.  

1.6.2 Methodologies for facilitation learning  

The Facilitation Methodology is a tool to help a trainer/candidate facilitator (learner) prepare for, 

facilitate, and assess a learning activity/process/learning experience.  

Once the facilitation approach is adopted, that approach has to be concretised (implemented) in the 

selection of methods and techniques (backed up where appropriate with materials and media and 

technology support).  

Usually training happens in three main habitats: the classroom, the board or committee room, and at 

the desk (with or without a computer on it). In practice these habitats tend to have a large impact on the 

methods chosen (sometimes with unfortunate results): 

• Classroom training - Classroom training is used in a training or development intervention and 

usually the methods chosen involve a lot of trainer talk and presenting (modified as it may be by 

questions, case studies, role plays, etc.). In this environment lectures (often decorated by 

PowerPoint presentations, video clips and suchlike) are an efficient way to present a large 

amount of information to a large number of employees. One of the disadvantages of the 

classroom lecture is that it puts the learners in a position of passive listening. To overcome this, 

the lecture content and presentation need to be interesting and stimulating and different types of 

lecture formats may be used. Case studies and role plays are also good ways to encourage 

participation and interest.  

• Small group training - The small group being trained in a small venue allows many possibilities 

for interactivity and participation through a large range of methods from small group discussions 

to seminars and tutorials. Its great strength is the possibility of immediate feedback to all on how 

the learning is progressing. Because of the high degree of interactivity the more affective side of 

learning can also be addressed more directly and attitudinal change is best effected in such a 

learning environment. Though the actual methods may involve less formal presentation by the 

candidate facilitator (learner) it does not mean that the candidate facilitator (learner) does not 

have to plan and prepare. This actually means that he or she must be so in control of the 

material that he or she can go in any direction that the learners’ discussion or investigation 

takes.  

• Individual learning - Sometimes learning is best done by the individual studying the course 

material (whether in printed workbook or manual or electronically on computer or the Internet) 
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on their own (even if they are in large classroom or computer laboratory. Usually here the 

challenge is on the design of the materials and in keeping the solitary learner motivated. 

 

Example: 

Combine two methods: the lecture and the group discussion.  

One can start by using a short lecture type of presentation. In it you will then inform the class about the 

aims of the session (to assist the learners discover more about a certain topic) and present a brief 

outline of the topic (such as “Departmental policy on service to the public”). Then you might ask the 

group of learners to go and look for policy documents dealing with this issue. Think of ways in which 

you could organise the group into smaller units to go and find out about this topic. When they return 

after the search they could discuss their findings in groups and report back to the whole class. Then 

you, as the trainer, could give a follow-up presentation on public service in the departmental 

environment that also responds to some of their findings and issues. You will also have to think of 

appropriate ways to incorporate what the groups found in their investigation into your presentation.  

A combination of various methods and types of presentation makes training an exciting experience and 

creates a healthy environment (full of action and feedback) in which learning can take place. 

 

The primary purpose of training methods is to help the learner to learn better and faster. All methods 

and media (including various technologies that support the use of these methods and media) are useful 

only insofar as they make learning happen more effectively and efficiently.  

Successful method and media use is heavily dependent on adequate preparation and practice.  

Curzon (1990, p. 166) argues that planning training requires the trainer to make a number of decisions 

based on answers to the following questions:  

• What ought to be the content of my teaching scheme?  

• What ought to be the shape of that scheme?  

• What should be my precise objectives, the attainment of will ensure that the syllabus, as I have 

chosen to interpret it, is largely covered?  

• What modes of instruction are necessitated by my choice of objectives?  

• What modes of assessment are necessitated by the type of instruction I have selected?  

• What allocation of course time is to be made for each part of the syllabus?  

From the list of questions by Curzon, you will note that the mode of instruction is reliant on the 

objectives that have been set. This is a vital point. The use of particular training methods and teaching 
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aids should be determined by whether they actually help the learners achieve the desired learning 

outcomes. 

 

As we have seen before, a training method is a way in which people are organised in order to conduct 

an training activity, which will contribute towards the achievement of the learning outcomes. (The term 

training or instructional technique is often used as a synonym for method.)  

Methods can take various forms:  

• individual methods (e.g. face-to-face tutorial)  

• group methods (e.g. lectures)  

• mass/community methods (e.g. using radio or TV).  

It is useful to think of an training method as a highway which leads to cities (objectives or learning 

outcomes) and the training materials (visual aids, etc.) as the signposts along the highways. Learners 

may need to travel several highways in order to reach a given city. Some learners may progress slowly 

if they use the discussion highway, while others may learn more rapidly via a programmed self-

instructional text. For other objectives, there may be other more appealing highways to take with 

different signposts. 

Example Methodology 

This methodology is helpful in situations in which one needs to shift from being a “sage on a stage” to 

being a “guide on the side”, e.g. a situations of teaching students in a classroom.  

This methodology is which is applicable when one facilitates an activity, a process, or any learning 

experience.  . The vital role of assessment appears as a thread throughout the methodology and the 

importance of defining learning outcomes, setting up the activity, and providing closure is emphasised. 

The context for this example is a classroom activity taking place at the beginning of a training session / 

skills programme (running over a few days). Students are put in teams where they introduce 

themselves and begin the process of building a new learning community. 

1. Define the key measurable outcomes. Help each group member begin to recognise the special 

qualities of each other community member. Make the first team activity a confidence-building 

one. Emphasise the fact that learning is fun and everyone is accountable for their own learning. 

2. Design and prepare for the activity. Decide to have each pair of team members introduce 

themselves, sharing their goals and learning styles with their partner; and then each introduce 

their partner to the team. Preparation involves deciding the team composition and identifying 

interview questions. 

3. Decide what is appropriate for each specific activity. As described in Step 2, use a pair-share 

interview style activity. Team roles are not needed. 
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4. Pre-assess and determine participants’ readiness. Determine that all basic needs have been 

taken care of (such as registration, food, and materials) so the participants can focus on the 

activity. 

5. Set up each specific activity. Describe the purpose and expectations for the activity. If there are 

an odd number of people on any team, describe a round-robin interview style. Specify the time 

limits, e.g., twenty minutes. 

6. Release teams to pursue the activity. Start the team interview process. 

7. Assess team and individual performances. Walk around and listen in on each team to make 

sure that the pairs are engaged, asking relevant questions that focus on the interview process, 

and making sure that each pair is making sufficient progress. 

8. Provide constructive interventions. If teams are falling behind, ask if they are going to finish on 

time. If teams finish early, suggest additional tasks, such as choosing a team name. 

9. Bring teams back together at the conclusion of the activity. Announce in your own style that it is 

time to bring closure to the activity. 

10. Provide closure. Have each person identify and share a goal and a characteristic of their 

interview partner.  

11. Provide feedback. Conduct a three-minute discussion of how people feel about the community 

that has been created. 

12. Plan for follow-up activities. Collect interview sheets and prepare a group directory. 

Discussion of the Methodology 

Step 1: Define the key measurable outcomes - This step is absolutely essential and the one most 

often omitted. When defining these measurable outcomes (two or three are sufficient), assess what 

your students need most in order to improve their learning performance. Avoid “over-scoping” what can 

be accomplished in the given time frame. Outcome-based learning is a very popular concept in higher 

education today, because if teaching cannot be assessed against a set of outcomes, its effectiveness 

cannot be measured, and therefore it cannot be improved. 

Step 2: Design and prepare for every activity - At this stage one must choose an activity that will 

help achieve the learning outcomes from Step 1. It is important to think carefully about what the 

designer of the activity was trying to accomplish. Be sure to plan for contingencies that may arise 

during the facilitation. What individual or team behaviours are expected? Determine which two or three 

learning skills will be focused on and assessed during the activity. Make sure the activity resources can 

be provided. 

Step 3: Decide which strategies, processes, and tools are appropriate for each specific activity, 

including the roles for participants - In this step the candidate facilitator (learner) must decide what 
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activity format is best suited to engage the participants based on the activity content and meeting the 

outcomes of the activity. It is best to incorporate at least ten different activity formats during a semester 

to ensure student involvement, which research has shown to be critical to student growth. Note that 

student-faculty and student-peer involvement have positive correlations with every area of student 

intellectual and personal growth.  

Step 4: Pre-assess to determine participants’ readiness - To ensure that all participants are 

sufficiently prepared to perform well during the activity, it is important to determine their level of 

preparation and the extent of their prior knowledge about the activity content. This can be accomplished 

in a number of ways: a quiz, a short written assignment in which they discuss what they know or have 

learned from their preparation, a set of questions each has prepared from the pre-event reading, or the 

answers to assigned study questions. 

Step 5: Set up each specific activity - This is another highly critical step during which the candidate 

facilitator (learner) ensures that participants know why they are doing the activity, and that they 

understand the learning objectives, performance criteria, resources, and general tasks for the activity. 

Performance criteria should be set in terms of both process and content. It is important that each 

participant know exactly what is expected, but the candidate facilitator (learner) must be careful not to 

usurp responsibility for the learning by each participant. The extent of the setup also depends on the 

activity type, from discovery learning, which requires minimal content setup, to lecture, which involves 

extensive content description and is influenced by the personality of the candidate facilitator (learner). If 

the use of team roles is required, this is the point at which the candidate facilitator (learner) ensures 

that each team member has a role to play. 

Step 6: Release individuals/teams to pursue the activity - Here we give control to the participants to 

start working on the activity and strive to promote learner ownership. In other words, participants should 

feel in control of the quality of their performance and the outcomes they produce. The first order of 

business for the teams is to set up a plan if one is not already provided in the activity description. One 

of the resources should always be the amount of time reserved for the activity. 

Step 7: Assess team and individual performances - This step involves gathering information by 

listening to and observing the dynamics between individuals, based on verbal interchanges and body 

language, and written documentation from the activity; the recorder’s report gives clues as to how well 

the participants are learning the content. The goal is to foster independent learning. Therefore, it is 

important to plan in advance, identifying the top three to five issues affecting performance. Link these 

issues with specific learning skills that can be improved and the outcomes from Step 1. 

Step 8: Provide constructive interventions based on process, not content - During this step, the 

candidate facilitator (learner) uses the data collected during the last step to determine when to 

intervene, but avoids doing things for participants that they could do themselves, even if it may be the 
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easiest way to remedy the situation. By making it harder to get information from the candidate facilitator 

(learner) and by replying with questions rather than direct answers, you encourage participants to use 

and develop their information processing and critical thinking skills. Be careful not to intervene unless a 

team asks for help, because unwanted interventions can disrupt the flow of the team and even cause 

people to resent of the candidate facilitator (learner). When making an intervention, candidate facilitator 

(learner)s should focus on helping participants address the skill or process that is lacking rather than 

focusing completely on the content. Examples of appropriate times for an intervention include 

intervening after an extended period of struggling or frustration, when participants’ actions stray too far 

from meeting the performance criteria for the activity, or when there is a complete breakdown in 

performance. 

Step 9: Bring all the individuals and/or teams back together at the conclusion of the activity - 

This is not easy because teams work at different speeds. It may be necessary to assign enrichment 

exercises to some teams and stop others before they have fully completed the activity. 

Step 10: Provide closure with the sharing of collective results - This is a vitally important step and 

should not be skipped, even when time is short because participants need feedback. Have the teams 

share quality performances that others can benefit from as well as areas where performance needs 

improvement. Identify star performances and areas that need more discussion and discovery. 

Summarise what has happened and what has been learned, but do not spend time on what participants 

already know. Challenge them to articulate their discoveries at higher levels of knowledge beyond facts 

and information. 

Step 11: Use various assessments to provide feedback on how to improve everyone’s 

performance - Realise that participants want assessment feedback based on the activity performance 

criteria that will help them improve future performance. Make regular use of oral reflectors’ reports. 

Step 12: Plan for follow-up activities - The written team products should be assessed and returned 

with comments to each team at the next class. If some points need clarification, a quiz or further 

discussion may be employed. The candidate facilitator (learner) should assess his or her own 

performance, striving for continual improvement. If the performance was peer coached, the candidate 

facilitator (learner) and peer coach should meet after the facilitation for a mentoring session. 

1.6.3 Facilitation methodology strategies, techniques, activities and equipment 

We will explore a few facilitation methodology strategies, techniques, activities and equipment: 

1. Demonstration  

These can save time and talk. It is often easier to watch a demonstration than to listen to a verbal 

description. Explanations given are more concrete when linked to a demonstration during the 
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demonstration there is usually no learner participation. Demonstrations can be used with a variety of 

group sizes.  

There are two main approaches to demonstrations:  

• Perform the demonstration at regular speed and then repeat it slowly (or part by part)  

• Do it part by part, then the entire demonstration at a normal rate.  

Students may be told what to watch for during the demonstration and the action may be stopped and 

their attention directed at critical points of the demonstration.  

If a way not to do something is demonstrated, it should immediately be followed with the correct 

procedure.  

There should be immediate learner practice after the demonstration (or part of the demonstration) and 

the encouragement of student questions and answers. Demonstrations provide models and standards 

for learner performance. They give the learner confidence when he or she performs adequately  

Effective demonstrations have to be prepared for and frequently rehearsed. Skilled demonstrators and 

assistants are required to watch the learners practise. 

2. Lecture  

Formal lectures usually have one-way communication, that is, one person (the lecturer) talks to a group 

(the learners) for the duration of the lesson. All responsibility for the communication of information rests 

on the lecturer and the learners have no say in what is communicated or how it is communicated.  

Presentation is pre-planned and usually content-orientated rather than objective-orientated (unless the 

objective is to inform the learners of the content). The candidate facilitator (learner) decides on what to 

emphasize. A lecture is usually given in a fixed time period..  

Lectures are efficient for passing on factual knowledge and simple conceptual learning. They are 

excellent for background information. They are very economic in terms of staff use and time. Facts and 

ideas are presented rapidly. Hence lectures are particularly popular if a lot of material has to be got 

through.There is no limit to the size of the audience. Lectures can easily be recorded.  

The effectiveness of lectures depends on the skill and personality of the lecturer. Difficulties for the 

lecturer are adjusting to individual speeds of comprehension, preparing for unknown audiences, and 

maintaining attention and interest when there is little learner participation or activity to maintain such 

interest.  

Because of the mostly one-way communication, formal lectures make it difficult for the learners to give 

feedback to the lecturer (except through body language, e.g. going to sleep, looking bored, etc.) and 

hence there is little direct check on what learning is taking place.  

Formal lectures do not usually make people think or problem solve. Problem solving means using 

information and hence formal lectures should always be followed by discussion or tests or practical 



US 117871 Facilitate learning using a variety of given methodologies  

  Page 69 of 183 

work in which knowledge can be applied. Alternatively, variations of the lecture form can be substituted 

– questions, quizzes with answer keys, buzz groups, seminars or forums. Formal lectures can be 

enhanced by visual aids, outlines, summaries, handouts, etc. Lectures are very poor at changing 

attitudes and values compared with active group discussion. 

 

3. Symposium  

A single event consisting of a number of short lectures from 2 to 6 speakers, who are chosen because 

of their knowledge about a subject. No feedback is given and learning is done independently.  

 

4. Panel discussion  

A conversation between 3 to 6 persons, chosen for their knowledge and interest in a particular subject, 

in front of an audience. There is little feedback to the panel and learners learn independently.  

 

5. Colloquy  

A modified panel discussion consisting both of persons with expert knowledge and of learners. Often 

used at the end of a conference to enable the learners to bring up some outstanding issues for open 

discussion with the resource persons.  

It builds up the confidence of the learners (or terrifies them) by encouraging them to put their questions 

and comment publicly to the experts.  

The learners chosen to join the panel should be confident and able and have consulted the others 

learners about points to raise. 

6. Forum  

A lecture followed by open discussion. There is limited amount of group interaction, but mainly speaker-

listener exchanges. Hence mainly independent learning takes place.  

Panel, symposium, debate and colloquy forums are also possible. All of these encourage some two-

way communication.  

7. Tutorial  

Tutorials can be for individual or groups. Usually it is a small group of students meeting with their tutor 

to engage in some discussion. Effective tutorials are based on prior learning that the student is 

expected to have achieved, on his or her own or in a group. New learning may take place during the 

tutorial by reinforcement or by restructuring of previous learning. Tutorials can be very effective by are 

costly in time and staff.  
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Even in the one-to-one situation, it is still the learner who does the learning. The candidate facilitator 

(learner) can only guide, inform, evaluate, provide feedback, etc. The benefits of the tutorial situation do 

not rest on the use of the teacher as a medium of primary communication. This is extremely wasteful. 

 

8. Mentoring  

Mentoring, is a one-to-one situation in which the mentor will work with the mentee to assist the student 

to reflect on his or her practice and to improve it. Usually a long term arrangement is implied, with 

regular meetings between a student and the mentor.  

Mentoring is clearly becoming a more significant teaching method in training. There are three major 

components to consider when mentoring:  

• Support - which consists of listening, providing structure to the interaction, providing positive 

feedback and encouragement to the mentee (i.e. the student or learner), sharing as much as 

possible with the mentee, and ensuring that the whole mentor process is seen as special.  

• Challenge - consists of setting tasks for the mentee to follow, engaging in discussion and 

debate, requiring the mentee to meet high standards that are set.  

• Vision - ensures that the mentee is able to see the full picture of their development and of the 

field and is provided with an inspiring role model.  

Within mentoring, there are two schools of thought. One suggests that any mentor relationship needs to 

be defined and structured so that the mentor and mentee have a mapped out set of interactions. The 

other suggests that any mentor relationships can only happen if the chemistry between the two people 

is right. 

1.6.4 Learner centred methods of facilitation 

The following are the common learner centred methods of facilitation; 

1. Brainstorming 

This is a useful technique for generating creative ideas, information and hopes and fears by 

encouraging participants’ contributions in response to an idea, question or supposition. The results of 

brainstorms can be used in a variety of ways, ranging from ice breakers, idea creation, finding 

solutions, to assessing people’s existing levels of attitudes, skills and knowledge.  

It is important to clarify the use of the brainstorm for participants, so they know what to expect and can 

see the purpose of the exercise. The role of the candidate facilitator (learner) is that of facilitator, 

framing the exercise but only contributing ideas to spark the group.  

All brainstorms should have a purpose, even if it is only a way of introducing a topic. Ideally brainstorms 

should be followed by an exercise that uses the information gathered in the brainstorm. 
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Considerations: 

• Define the topic/problem/issue as a statement or question. 

• Clarify whether it is a controlled brainstorm (you will censor contributions depending on their 

appropriateness) or uncontrolled (you will take any idea no matter how wild). 

• Give people time to think (and write if necessary) on their own, or in a pair or group. 

• Summarise ideas/sentences into one word equivalents; check that any changes are approved 

by the person offering the contribution. 

• Use the results from the brainstorm as a basis for any ensuing activity so participants 

understand the point of doing the brainstorm. 

The rules for brainstorming are simple:  

• Agree on a period of time to ‘brainstorm’ ideas on a particular issue or problem  

• All members of the group to offer their ideas  

• All ideas are to be noted  

• No idea is to be criticised, rejected or debated  

• At the end of an agreed period of time, all the ideas are analysed  

• Group to reach agreement on some of the ideas that seem most appropriate for the particular 

issue.  

From these rules, you will gather that this method is ideal for a group which wishes collectively to 

generate ideas or solutions to a problem. It is a method that offers a quantity of ideas and does not 

consider their quality until after the brainstorm.  

The next phase is that of processing the ideas generated and reflecting on their appropriateness for the 

particular issue or problem.  

You need to note that the strength of this method is that it encourages all members of the group to offer 

their ideas, not in the superiority of the ideas collected by this method. There is little empirical evidence 

to suggest that the quality of ideas collected by brainstorming is superior to those made by individuals 

working on their own! 

2. Buzz groups  

Usually a group of 2 or 3 people seated next to each other in a formal setting, e.g. a lecture, who briefly 

discuss some point.  

Buzz groups are especially useful in a lecture when there is often little response to a request for 

questions. Buzz groups are formed to discuss the lecture for a brief period and decide on what 

questions to ask.  
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They can be used to break up long sessions and learners tend to listen to lectures more attentively if 

they know they will go into buzz groups. 

 

3. Structured discussions 

Discussions are designed to initiate and focus debates or to emphasise key learning points. They can 

be conducted either in plenary or small groups, and should allow participants time to relate learning 

points to practise or vice versa.  

Discussions in plenary need to be managed by the facilitator, however where discussions take place in 

small groups a facilitator should also be nominated to chair the discussion and ensure that tangents are 

not pursued too vigorously!  

Structured discussions in small or plenary groups can be used to develop understanding. It is a useful 

technique for finding out how a group is responding to a contentious subject, or for covering all the 

angles on a particular topic. Discussions can be set up in different ways to achieve different aims, 

encouraging less talkative members of a group to talk, providing a competitive edge, targeting particular 

issues of a topic etc.  

The candidate facilitator (learner) generally initiates the discussions by asking pre-determined 

questions and only influences or controls the discussion to summarise points or if there is a need, such 

as a misunderstanding, rambling or irrelevant chit chat! 

Some discussion regulator tools are: 

• A pre-arranged system whereby people indicate that they want to speak, and wait their turn to 

be asked. 

• ‘The conch system’, whereby only the person holding the ‘conch’ (stick, ball etc.) can speak. 

They then pass the ‘conch’ to the next person to speak. 

• Taking turns to speak in order, (e.g. round the circle, numbering etc.). 

• Using cards with topic headings to discuss more than one aspect of a subject. 

Considerations: 

• Do not be afraid to stop a discussion that is not productive or run with a discussion that occurs 

spontaneously 

• Formulate the discussion questions before the session as they are not easy to formulate on the 

spot! 

• Discussions are a flexible facilitation tool and can occur at any time in a session 

• Discussions are an excellent way of stimulating interest and participation, gauging the feelings 

in the group and relating learning to practise  
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• Discussions can provide instant feedback for the candidate facilitator (learner). 

• Discussions utilise the diversity in a group and can be challenging and thought provoking for 

individuals. 

4. Question and answer sessions 

Candidate facilitator (learner)s can use questions in a planned way to elicit information, encourage 

thinking processes and to assess levels of knowledge and understanding. It can be a direct and 

immediate way of clarifying, gaining factual information, allowing participants to share their experience 

or knowledge and it is an excellent way of starting discussions. 

Although candidate facilitator (learner)s are often the one asking questions, and handling answers this 

should not always be the case. It can also be useful to throw questions from participants back to the 

group, and give the control to the group. 

Considerations: 

• Think of some key questions that will help you assess participants’ understanding of the 

learning points before starting a training session. 

• There are a range of types of questions that should be used as needed, as listed below: 

o Open questions – allow learners to flexibility in their answers and thus give the candidate 

facilitator (learner) a clearer idea whether a learner has understood a topic. These 

questions are often prefaced by who, what, why, how and when? 

o Closed questions – will provide the candidate facilitator (learner) with yes, no short 

answers. These are useful if you need facts i.e. is this an aim? However they are not 

generally useful for checking more complex understanding or learning i.e. Do you 

understand? 

o Reflective questions – questions are used to gain insight and give meaning, e.g. What 

does that mean to you? What does that suggest to you about yourself/your group? 

o Pick up questions – to return to a previous point/discussion. These can be useful at quiet 

moments, or to encourage participants to make links between subjects. 

o Direct questions – these are normally directed at one individual with the purpose of 

inviting them to join in or wake up! Obviously these questions can be intimidating, 

although this may be the effect you desire, however they can also give someone the 

chance to shine when a candidate facilitator (learner) knows they will be able to answer. 

• Questions provide a direct and immediate way of clarifying and gaining factual information. 

• When pre-planned, questions can be used to test understanding and levels of learning. 
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5. Case study  

This is usually run as a kind of discussion group and focuses on problems common to the group. A 

‘case’, real, or invented or simplified, is presented to the group and they must provide a solution. It aims 

to give experience in the sort of decision making that the learner will have to do later. 

It is often useful to abbreviate a real case, in order to present the aspect of interest uncluttered by other 

irrelevant information. If this is not possible, one may invent a simple case in order to illustrate one’s 

point. The problem is to decide what to leave out in order to simplify the case study for the learners. 

There are dangers, however, in the oversimplification of a case, which may lead to loss of realism. An 

oversimplified case will appear to have a unique ‘best’ solution whereas in reality other factors 

complicate the issue, so that there is no ‘best’ solution but merely positive and negative aspects to any 

one of several reasonable solutions. If real life demands the taking of decisions on the basis of 

incomplete data and in the face of uncertainties, the case study should simulate this incompleteness 

and uncertainty.  

Discussion may be free or guided by the candidate facilitator (learner), often according to some formal 

pattern (which may have been outlined before) e.g. identification of problem, statement of problem, 

possible solutions, examination of solutions, selection of solutions, implementation and evaluation 

methods, etc.  

The candidate facilitator (learner) has the role of presenting the basic case description and some of the 

data. The candidate facilitator (learner) may withhold other data, in certain cases, until the learners 

discover the need and ask for it.  

Though the candidate facilitator (learner) may intervene to review progress, prompting or questioning 

the approach adopted by the learners, he or she should not suggest an approach or assist in actually 

solving the case. The candidate facilitator (learner) acts more as data bank, referee and critic than 

instructor.  

The debriefing session is very important and should engage the learners in self-analysis: ‘We have 

considered the case presented to us and come to certain conclusions; now let us consider the case of 

ourselves. How did we attack the problem? How could we have attacked it? What can we learn of 

general application concerning our approach to case studies?’ 

6. Debate  

This is a useful method of presenting learners with opposing views on a particular issue. It is also useful 

in that it can offer participants who express opinions some protection by virtue of the debate being a 

staged performance. 

7. Fishbowl  

The standard format for this method is to have a group of learners in the centre debating and 

discussing an issue. There is another group of learners that sit around them on the outside. They keep 
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silent and observe the debate. The outer group observe the interaction of the inner group and provide 

feedback during the general plenary discussion. This method is useful for observing group dynamics.  

A variation of this method allows the members of the outer circle to become part of the discussion. 

They can tap the shoulder of their fellow learner (who is within the circle) and exchange places. This is 

a useful variation in that it allows many people to participate as wish to while all learners are close to 

the process to follow the debate.  

With this method, it is useful to place a time limit. This will allow the learners to discuss some of the 

insights that they might have gained from observing the interaction and/or by participating. 

8. Role playing  

Role playing, or socio-drama, is most commonly used for social and human relations education. The 

purpose of role play is to put learners in a simulated social relationship with a view to:  

• Widening their understanding of a particular problem or situation, or  

• Changing their attitudes, or  

• Practice skills.  

They are related to case studies, but they involve individual human beings and their behaviour or 

interaction is dramatised. The learners may participate as role players or as observers, depending on 

the objectives of the particular role play. Each role player temporarily assumes and plays the role of 

another individual. In assuming the role the learner tries to feel like, act like, and sound like the 

individual the learner is attempting to portray. To add realism and entertainment, each player may be 

given a description of the character they are playing, e.g. You are a very efficient public servant but bad 

tempered.  

The candidate facilitator (learner) presents a situation, e.g. a conflict between a public servant and a 

member of the public. Participants then act and each player reacts as he ort she thinks fit.  

The learners may, by contrasting different role-plays, see a subordinate person reacting rebelliously to 

bullying by a senior, or they may see respect from a junior in response to respectful behaviour by 

another senior person. Such an experience is more likely to change attitudes and behaviour than a 

lecture on how to treat one’s subordinates.  

The purpose of the role play is not in itself to solve problems, but to provide data for subsequent group 

discussion or identification of behaviour. Also, the aim of role playing is not to develop expertise in 

acting and, generally speaking, as many learners as possible should be given the chance to go through 

a role play.  

Three common patterns are:  

1. Single role play: The majority of learners observe whilst the play is enacted. This is 

characteristic of socio-drama, aimed at forming attitudes and values.  
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2. Multiple role play: The learners are divided into groups. Each group enacts the play so that all 

learners are participants in one role or another.  

3. Role repetition: The key role (say of an interviewer in an interviewing skills exercise) is taken by 

all learners in turn. Learning occurs through performing, observing and comparing 

performances. Good for interactive skills.  

The candidate facilitator (learner) has an important function to play at the beginning of the exercise, 

explaining the roles and the precise objectives of the exercise. The leader should also try to dispel 

nervousness and create the right climate for playing without embarrassment. 

Role play should always be followed by discussion to explain and thus provide reinforcement to the 

experience gained in the role playing exercise. The candidate facilitator (learner) may supply feedback 

of a constructive nature and lead the debriefing towards useful generalised conclusions.  

It is essential that players be de-roled. This is particularly important on emotive issues. Unless de-roled, 

participants may level destructive criticism at each other. The participants must be brought out of their 

role. Sometimes this needs to be done in a ritualistic way. 

9. Simulation  

A simulation is an imitation or a representation of an actual physical or social situation reduced to 

manageable proportions to serve a specific purpose. Simulations are usually also games, involving 

many of the elements which we associate with other kinds of games: there are goals to be achieved, 

rules to be observed, usually some form of competition - and they are fun to play!  

It is not always possible or convenient to let learners experience ‘the real thing’, at least in the early 

stages of a programme, e.g. a new system in a government department. It is often necessary to 

simulate real life conditions so that the learner can experience the result of his or her mistakes and 

errors of judgement (and learn to avoid them) without damaging him or herself or others. Another 

benefit of simulations is that although the characteristics of the real life situation are retained, ‘time’ may 

be compressed so that results of discussions which normally appear after weeks or months may be 

examined in a few hours.  

The two essential elements of simulation games are that they are simulations and that they are games. 

Hence a simulation game is a series of activities in a sequence in which players participate in a 

“simulation” which has stated rules, usually involves competition, and leads towards some objective.  

Simulations are useful for problem-solving, planning and decision making tasks. Real or invented 

situations and data are presented to the learners, who adopt the roles of the decision makers or 

planners.  

Examples of simulations are board games (such as Monopoly), role play games, case studies, and 

psycho-motor simulations such as flight simulators and computer games. Some games combine 

various of these techniques.  
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The most vital part of the learning process in simulation games is the evaluation at the end; the 

‘debriefing’, ‘de-roling’ (the period at the end of the game when players drop their roles and become 

themselves again), or post-mortem period. It is at this point that most of the real learning takes place. 

 

The two key questions are:  

1. What decisions were taken during the game?  

2. What were the effects of these decisions on the game?  

In all simulation games, the game director (the trainer in charge of the game and responsible for its 

proper functioning) plays an important part. He or she must be thoroughly conversant with all phases of 

the game being played; its purpose, its schedule (that is, what happens next), the roles of the players, 

the type of interaction that will take place, the points at which conflict is to be expected, the likely 

outcomes, the probable learning.  

It is important that the director remain ‘outside’ the game in the sense that he or she does not take part 

as a player (although in some games the director may be required to act as banker or messenger). The 

functions of the director are to direct, and to be aware, at all times, of what is going on. 

10. T-groups and Encounter groups  

This educational method is based on individual group members discussing their interaction and 

relationship with each other and using this to become aware of interpersonal relations, individual 

awareness, sensitivity training, self-awareness and leadership functions in the group..  

Such groups stress openness and emotional honesty. They are a very powerful educational (and at 

times therapeutic) method. However, this very power can result in disharmony within groups and this 

can lead to serious problems between learners, even after the group has broken up. It can also be very 

damaging to the individual’s self-esteem and therefore the method needs to be handled with extreme 

caution. It requires a skilled and ethical candidate facilitator (learner).  

11. Visits  

Taking learners on visits, tours and field trips are an important part of many training events. They 

provide the learner with personal experience of real situations, and also provides the group with a 

common learning experience and this can become a resource for further learning. After such trips, a 

debriefing session is necessary. 

12. Workshops  

Workshops generally have a practical applications aspect. The workshop leader or leaders may present 

information, procedures and principles by any instructional methods. Under supervision the participants 

apply the new information to a real task. The skill is practised on problems or tasks of special interest to 

each individual member or sub-group. The atmosphere is informal and an important objective is that 
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participants learn from each other. Report backs are usually required so that all the participants may 

share their results and receive reinforcement for their new learning. The leader is also responsible for 

arranging materials, support services and equipment.  

 

13. Computer-aided instruction  

The use of computers as a training method is becoming increasingly popular. Often adults find using 

computers a daunting task as they have not been introduced to it at an early age. At present, there is a 

proliferation of programmes that offer learners a chance to learn a variety of subjects. However, the 

lack of personalised contact with tutors may prove a hindrance to the expansion of Computer Aided 

Instruction (CAL). 

1.6.4 Facilitation equipment 

We will explore the flip chart and slides: 

1. Using the Flip Chart 

The flip chart can be used by the trainer/candidate facilitator (learner) during a training session to 

illustrate key points. The candidate facilitator (learner) can prepare the flip chart at forehand, if 

necessary with notes for him/herself as well in pencil.  

Alternatively the trainer can write on the flip chart, during the session. To keep straight paper with 

reprinted lines or some pencil lines might be helpful. During the session extra information can also be 

added to the (prepared) chart. 

Don't talk when writing 

The flip chart is suitable for small to medium size groups. It can be used for both informal 

presentation/training situations and also can be used effectively for formal presentation if the lettering 

on the flip chart paper is of a high professional standard. 

Layout: 

• The lettering must be 4 cm high minimum. 

• Use markers of different size and colour, to highlight. Be aware that lettering, written with the 

'normal' size marker, is not very well legible. 

• Try and keep to 8 lines per page. 

• Write key words only.  

• Use arrows or stars to indicate points if you wish. 

• Black and blue are recommended for lettering with either red or green for headings, lines and 

symbols.  

• Experiment! 
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Paper: 

• The common size of flip chart paper is about 70 x 100 cm. They are sold as flip charts pads with 

50 sheets; blank, with lines or squares. 

• When using markers of different sizes and colours a size of 80 x 120 cm (known as paper 

format A0) is more suitable.  

• Use a paper quality of at least 100grs/m2, which is thicker and stronger than normal paper. 

Stand: 

• The flip chart stand is an easy type stand to which flip chart pads can be attached, usually by a 

screw or clip mechanism at the top. The stands come in a variety of sizes. They are designed 

for portability with handles and legs which will fold up for easy transport.11 

2. Creating PowerPoint slides 

A ‘power point’ presentation is named after the commonly used Power Point software from Microsoft. 

The power point software allows for presentations ranging from simple sheets with some text to 

sophisticated sheets with logos, pictures, colourful lay-outs and video fragments. 

It can be a powerful tool for a presentation, but it should be used carefully and consistent with the 

objective of the presentation, the audience and the overall context. 

Remember: The PowerPoint presentation / slides are there to support an oral presentation with visuals 

– ‘an image could say more than a 1000 words’. 

It is appropriate to use a PowerPoint presentation: 

• in combination with a structured, linear, one-way type of presentation, such as a lecture, a 

speech or a promotional talk. 

It is not appropriate for a more associative, interactive type of presentation. 

The design of a presentation is a match between: 

• interest/needs of the audience and their characteristics 

• content of the presentation in terms of objective, subject and outcome 

• presentation method and tool 

• style and competences of the presenter 

  

 
11 Source: http://www.irc.nl/page/29838 
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Designing the presentation is an iterative process: 

Step 1 Analyse the audience and setting 

Present level of knowledge about the subject of the presentation? 

Interests, expectations? 

Other relevant characteristics (age, gender, culture, experience)? 

Size of the audience? 

Available time? 

Room (size, setting, windows, curtains, atmosphere, light, location) 

Step 2 Set presentation objectives 

Objective and results/outcomes. 

Criteria for verification if objectives are met. 

Step 3 Develop presentation content 

Development of content  

Breakdown of content in slides (max. 15, max. 5 minutes/slide) 

Overview of presentation at the beginning with objective and outcome 

Summary and conclusion at the end 

Step 4 Pace the presentation 

Breakdown of presentation in time (max. 20 min. without interruption) 

Enough time for clarification/explanation of the slides 

Enough time for questions and discussion. 

 

When creating and using PowerPoint slides, remember: 

Content: 

• Key points only, as simple as possible 

• Clear text, to the point 

• Avoid too much statistics and figures. 

Layout: 

• Six words per line and six lines per slide. 

• Lettering at least 24pt in size. 

• Make the slides attractive, using colour, pictures, drawings, symbols, but not too much. 
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Preparation: 

• Rehearse your presentation 

• Check the availability of equipment and technical assistance 

• Make sure that the appropriate software is installed on the computer. 

• Make a checklist what to bring for the presentation: laptop, beamer, cables, extension cable, 

documentation, hand-outs, etc. 

• Be prepared in case the equipment isn’t functioning (Murphy’s law) 

Delivery: 

• Don't read each key point to the audience. 

• Maintain eye contact with the audience. Don't look at the screen. 

• Involve the audience 

• Show self-confidence 

• Switch the beamer OFF when not in use.  

• If appropriate, switch OFF while you are browsing.  

• Be conscious about the time. 

 

3. Using the data projector  

Because the data projector (and laptop computer) are becoming 

such a dominant means of presenting information in training. 

Some key things to remember are: 

• before commencing training confirm availability and access 

to technology and equipment 

• establish how soon before the training session you can check any equipment 

• ensure that you can operate all the technology 

• ensure that computers, whether for your use or for learners, have all relevant software installed 

• from a safety and risk-management perspective, it is also essential that you know how to safely 

and correctly operate any machinery or equipment 

• Make sure you know who to contact if equipment fails. 
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1.7 SELECTION OF FACILITATION METHODS (SO1, AC 5) 

Before selecting a facilitation methodology / method, you need to make sure that the facilitation 

methodology would be appropriate: 

• for the learners 

• to the agreed learning outcomes 

It would therefore be important to understand and know how to use various facilitation methods.  The 

facilitation methodologies differ in their: 

• essential approach 

• purpose 

 

As part of the preparation for training, you need to select the facilitation (training and development) 

methods that are appropriate to the learners and to the agreed learning outcomes. 

To some, this may sound like the easy part, but it is actually the hardest part of the system. Good 

candidate facilitator (learner)s can make a poorly designed programme work well and a well-designed 

programme work great... bad trainers can make neither work.  

As a recent Harvard Business School article (2009) noted on the learning profession, "Learning is more 

strongly influenced by individual teachers, for example, than any other factor, including class size and 

quality of the facilities. In various studies, the truly great teachers do things like giving good, 

individualised feedback while remaining sensitive and responding to interactions going on around them 

that might indicate needs of other students." 

It is therefore important to select the training and development methods that are appropriate to the 

learners and the agreed learning outcomes.  The learning situation / training and development situation 

could include: 

• Group training 

• Group facilitation 

• Group presentations 

• One-on-one training sessions 

One of the mandatory conditions of effective training is the balance between the content and the 

process. Adults digest information better if they take part in the training process. Thus the inclusion of 

group exercises as part of a programme is required. At the same time, adult participants are quite 

fastidious - they won’t be satisfied by training filled with a multitude of group exercises that are not 

connected with their subject of interest. The candidate facilitator (learner) has to be able to determine at 
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what time the facts should be presented, and when to use methods that allow for the participants to 

apply the facts and think them over.  

In order to balance the programme and achieve the goals of a particular session or training as a whole, 

various methods can be utilised, the selection of which depends on the following factors: goals and 

objectives of the training, special characteristics and needs of the audience, the need to keep the 

attention of the audience over a certain period of time.  

There are also limitations: time, number of participants, and availability of equipment, etc. 

Steps for choosing facilitation / training methods 

The following steps are one way of selecting facilitation / training methods: 

Step 1: From your objectives determine whether you have to:  

a. get across information or knowledge  

b. develop skills or performance  

c. change attitudes or values  

d. combine a., b. or c  

Step 2: For each objective determine what kind or level of knowledge, skill or attitude must be learned.  

Step 3: Consider any constraints such as: target population, group size, time, expectations and norms, 

resources, budget, etc.  

Step 4: Decide on instructional method and group size.  The following table indicates the more suitable 

instructional methods, dependent upon the group size: 

Very large (mass 

instruction) 

One-way communication  

lecture  

panel  

symposium  

colloquy  

demonstration  

Two-way communication  

debate  

forum  

panel forum  

symposium  

forum  

colloquy forum  

Medium large (class 

instruction)  
Similar to mass instruction  

Medium/small 

(group instruction)  

demonstration  

seminar  

workshop  

simulation  
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role play  

case study  

Very small group or 

individual instruction  

group discussion  

buzz group  

individual project  

tutorial  

The larger the group, the more difficult it is to generate effective two-way communication and the more 

learners need to have the skills of learning independently. However, some group structures may 

provide opportunities for cooperation or competition for at least part of the session’s time. 

The table below illustrates the main characteristics, advantages and limitations of various facilitation / 

training methods. It will help you select an appropriate training strategy. 

Facilitation / 

Training 

methods 

Strengths Limitations Purpose of the method 

Lecture 
Allows you to: 

• present factual 

material in a 

consistent and logical 

way;  

• convey a large volume 

of information in a 

short time; 

• open discussion on a 

problem; 

• connect the theory 

and the experience 

drawn from the 

examples of good 

practices; 

• work with a large 

audience 

Passivity of audience. 

One-way communication.  

Responsibility for results 

of the training lies with the 

trainer. 

Difficulty evaluating the 

effectiveness of the 

training process.  

Lack of opportunity to 

receive experience and to 

work through abilities and 

skills. 

Knowledge 
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Facilitation / 

Training 

methods 

Strengths Limitations Purpose of the method 

Small group 

exercises 

Basic method, used in 

combination with other 

methods.  

Allows you to  

• develop effective 

communication and 

cooperation between 

participants while 

developing new skills 

and obtaining 

knowledge; 

• receive comments 

from fellow students 

• transfer responsibility 

for results of training 

to learners.  

Possibility of facing 

difficulties while arranging 

participants into groups.  

Need time to prepare 

some types of group 

work.  

Possibility of all groups 

obtaining similar results in 

some exercises, which 

would put certain limits on 

plenary discussion to 

follow. 

Knowledge, skills, 

development of projects, 

search for solution to 

problem, etc. 
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Facilitation / 

Training 

methods 

Strengths Limitations Purpose of the method 

Discussion 
Allows  

• participants to get 

more actively involved 

in training process and 

express independent 

opinions and interest. 

• Feedback to be 

quickly established 

between students and 

trainer, determining 

the level of knowledge 

of the participants and 

correcting mistakes 

without putting much 

pressure on them  

• participants to learn on 

their own, listening to 

each other 

• trainer to avoid giving 

answers to all 

questions 

• trainer to move easily 

to using other 

methods, e.g. a 

lecture, if a large 

volume of information 

is to be learned 

Possibility of spending a 

lot of time in order to 

carry out this method.  

Difficulties at formulating 

the questions for 

discussion and tasks. 

Need for certain level of 

preparation for both 

trainer and participants in 

order to take part in 

discussion.  

Possibility that some 

participants will dominate. 

Knowledge, exchange of 

opinions and experience 

between the participants on 

a controversial problem; 

analysis of the problems, 

abilities and skills of backing 

up one’s point of view with 

arguments and defending 

one’s point of view or 

attitude. 
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Facilitation / 

Training 

methods 

Strengths Limitations Purpose of the method 

Case studies 
Allows you to 

• develop ability to 

analyse, ask relevant 

questions, develop 

decisions and defend 

one’s point of view;  

• improve participant’s 

communicative skills; 

• develop ability to see 

situation from several 

different angles and 

take into consideration 

various factors that 

influence the situation;  

• develop several 

decisions and analyse 

them 

Possibility of needing to 

spend a lot of time in 

order to develop the 

cases.  

Possibility of facing 

conflict situations in the 

process of developing 

and adopting decisions.  

Possibility that 

participants will have 

problems connected with 

transferring learning 

experience into real life 

situations. 

Application of knowledge and 

skills, skills of analysing and 

solving problems. 

Role plays 

Allows you to 

• reconstruct a 

problematic situation 

“in action”; 

• “see” the roles of other 

participants, gain an 

understanding of their 

motivations, and “play 

through”/try out the 

new models of 

behaviour; 

• develop an ability to 

analyse the decisions 

that were made, etc. 

Possibility of having to 

spend a lot of time for 

development and 

preparation of a play.  

Possibility of 

encountering 

psychological barriers of 

the participants, which will 

impede “role” 

performance .  

Requirement that the 

method is to be used in 

small groups.  

Need for a correctly 

structured analysis in 

order for the learning 

goals to be achieved. 

Skills, social action, attitude 
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Facilitation / 

Training 

methods 

Strengths Limitations Purpose of the method 

Work with 

text, working 

sheets and 

questionnaires 

Allows you to 

• get all participants 

involved in content 

work; 

• participants work 

through the material 

and ponder over it on 

their own, without 

external influence; 

• use the results of 

independent work 

when working in small 

or big groups. 

 

Possibility of spending a 

lot of time in order to 

develop the hand-outs.  

In use for only for a short 

period of time. 

Expand knowledge, review 

experience and attitude of 

the experts 

Brainstorming 
Allows you to 

• open the way for 

creative thinking and 

creation of new ideas; 

• collect many ideas 

over a short period of 

time; 

• encourage all 

participants, as any 

ideas are being 

considered 

Possibility of participants 

becoming distracted from 

the problem which is 

being solved.  

Need time limit of 

between 10-15 minutes. 

Development of criteria, 

development of lists, 

knowledge, attitude 

Audiovisual 

materials 

(movies, 

slides, etc.) 

Allows you to 

• bring in entertaining 

detail into the training 

process, and stimulate 

questions; 

• focus attention of 

audience; 

• work with large groups 

Possibility of having too 

large a number of 

questions appearing in 

participants’ minds, which 

would make a focused 

discussion more difficult. 

Attitude, knowledge 

Adapted from: Merri Weinger, Teacher's guide on basic environmental health 
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The following questions can help you decide on whether the method is suitable to your learning 

outcomes or objectives:  

• What do you want to accomplish by using it?  

• Is it to entertain, relax, impress, arouse, stimulate, or inform your learners?  

• Are you planning to have the learners acquire new skills and new information, or are you 

exploring attitudes and feelings?  

Remember that learning can be categorised into three domains:  

1. Cognitive, which deals with the recall or recognition of knowledge and the development of 

intellectual abilities and skills  

2. Affective, which describes changes in attitude and values, and the development of 

appreciations and adequate adjustments  

3. Psychomotor, which has to do with the development of manipulative skills, involving tools, 

machinery, procedures and techniques. 

These domains are also important factors to consider when choosing the training method to use. You 

should note that most modes of training may be acceptable for the cognitive and affective domains, 

while the ‘practical lesson’ (e.g. demonstration, models, machines, etc.) may be more useful for the 

psychomotor domain. 

 

The learning platform is brought to life by skilful trainers. Skilful means involvement is the focus, rather 

than favourable impressions such as oratorical skills. You should be less concerned with platform skills 

and more concerned with skills that facilitate learning. The days of long lectures are over! Learning is 

achieved by focusing on the learners. If you want someone to put on a great show, then hire a 

struggling actor. They can sometimes be cheaper than a good trainer. Good candidate facilitator 

(learner)s bring a poorly designed course to life and make a well-constructed course great. 

Remember: 

Another factor to consider in the choice of methods is the need for lifelong learning which will and must 

take place out of the formal education or training situation. Hence an important function of 

contemporary training should be to teach people how to learn independently in a non-formal or informal 

way. 

Activity 4 

Why is it important for the candidate facilitator (learner) to select the right facilitation methods before 

engaging into a training session? 
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1.8 PREPARATION OF THE FACILITATION PROCESS (SO1, AC 6) 

As the candidate facilitator (learner), you need to prepare for the facilitation process to ensure that you 

are ready to implement the selected facilitation methodology / process.  Your preparation would include 

preparing: 

• key questions,  

• scenarios,  

• triggers,  

• challenges,  

• problems,  

• tasks and activities as is appropriate to the situation 

 

1.8.1 Structuring the session 

In structuring and sequencing the session, our area of focus is the content to be covered. One thing 

that will influence how the session will be structured is what you expect your learners to learn during 

sessions and what can be learnt out of session. 

 

At this stage, we will focus on how you will structure your session, particularly some techniques you can 

use to engage your learners. 

Just like any essay or report, a session is divided into three main sections:  

1. the introduction,  

2. body and  

3. conclusion.  

By planning the content properly in advance, you can plan the learning resource and the facilitation of 

the session, making the information clear and easy to follow. 
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To help you structure your session effectively, consider the following: 

• chunking 

• sequencing—from known to unknown and from global to specific 

• 4Mat Model 

• introductions 

• icebreakers 

• conclusions 

1. Chunking 

One way of making information easy to follow is known as 'chunking'. Chunking involves breaking 

information down into sections or parts and then dealing with the parts one piece at a time. 

Ideally, you should limit yourself to three to five chunks of information at a time. Why five? We can store 

between five and nine pieces of information in short term memory at one time. We have greater 

capacity when we are feeling alert and awake, or when the information is simple and well-structured 

and we are familiar with the terms and concepts. Our capacity decreases if we are tired, if the 

information is complex or unfamiliar to us, or if the language and terminology is unfamiliar. This means 

that if we stay under five pieces of information at a time, we should meet everyone's needs. 

2. Sequencing 

Sequencing is also very important, because the way material is sequenced will impact on how easily 

learners comprehend the information and master the material. There are many different ways of 

sequencing information. As you build on your confidence and experience, you may explore lots of 

different ways of sequencing, but for now, we will consider two basic approaches.  

Firstly, move from the known to the unknown. This means starting with what your learners already 

know before introducing new material. Secondly, move from global to specific information. This means 

starting with the big picture and then dropping down into the detail once learners have a basic 

understanding of what they will be covering. 

Example of chunking and sequencing: 

“My learners need to know how to process customer orders, so my learning programme will be based 

on the competencies that correspond with this specific work duty. There are four unit standards that 

make up my learning program. It makes sense to sequence information in the way that learners carry 

out the process in their workplace. The first part of the programme will be based on the unit standard: 

Pick and process orders, and information will be chunked based on the steps they follow to process 

customer orders in their actual workplace.” 
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3. Using 4Mat 

When structuring a particular session, a useful method is the 4Mat Model developed by Bernice 

McCarthy. As well as being another way of understanding preferred learning styles, this model provides 

a specific guide for sequencing your session. This is achieved by addressing these four questions in 

the order they appear. 

• Why? 

• What? 

• How? 

• What if? / Where else? 

According to Bernice McCarthy, these are the critical questions people have in relation to learning. The 

percentages shown in each quadrant indicates the percentage of people who have this question as 

their critical question. If your critical questions are not addressed in the learning process, the learning is 

not meaningful or appropriate. When a candidate facilitator (learner) doesn't address these key 

questions, learners can become frustrated with the learning process. Sometimes when learners display 

inappropriate behaviours in a learning environment, it is because their learning needs are not being 

addressed. By answering all of these questions in order, you will be ensuring that every learner's key 

question is answered. 

These same questions need to be answered in any form of communication or information giving. 

Consider how you could use this information in report writing, providing information or briefing sessions, 

and other forms of internal or external news or information dissemination12. 

  

 
12 Source: McCarthy, B, Morris, S, Colgan McNamara, M, 1987, The 4Mat workbook: guided practice in 4MAT lesson and unit planning, Excel 
Inc Barrington, 111 
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Why? What does all this mean in terms of structuring your content? It means 

you should start your session by explaining why this material is 

important and creating relevance in the minds of the learners. 

Addressing this will increase the learners' motivation for the session. 

This should be achieved as part of a well-planned introduction. 

What? In the second step, you move on to the information, the facts, the 

theories and the relevant data. When developing this section of your 

session content, remember to move from the known into the unknown. 

Provide a broad overview and then drop down into greater detail. 

Remember to chunk your information into sections or parts of three to 

five pieces of information 

How? The next step is to allow time for applying the information to the 

learners' workplace or practice environment. Learners will be 

interested in what this means for them rather than just having all the 

relevant statistics and facts. Theories are great, and when we apply 

them to our own context they become even more meaningful. 

What if? / 

Where 

else? 

After considering the standard application, it is time to consider the 

regular and routine problems that could occur. If appropriate, you could 

look at possible variations and other contexts in which the information 

could also be applied. 

Finally, you will need to conclude the session with a review of the key 

points. 

 

5. Introductions 

The previous information about sequencing should provide you with a starting point for sequencing your 

session. Since the introductions and conclusions are so important, they warrant some special attention. 

As we have already discussed, learners remember best what occurs at the beginning and at the end of 

a session, making the introduction and conclusion especially important. You need to create a positive 

impression and an outline of the topic to be addressed at the beginning. This helps create interest and 

focus attention. 

Think for a few moments about the beginning of a face-to-face session. When is the facilitator going to 

be the most nervous? When are the learners going to be the most judgemental? Can you see any 

problems here? 



US 117871 Facilitate learning using a variety of given methodologies  

  Page 94 of 183 

Well, for every problem there is a solution, so we will now consider a couple of ways in which a 

candidate facilitator (learner) can structure the introduction to relieve the pressure on them. 

The GLOSSS model13 provides a structured approach for planning your introduction. In having a clear 

plan, the candidate facilitator (learner) can relax, knowing that they will not forget what to say or leave 

out any important information: 

• Grab 

• Link 

• Outcomes 

• Structure 

• Safety and housekeeping 

• Stimulate 

Grab the learners' 

attention 

At the beginning of the session, you want to arouse curiosity, 

create a positive first impression, generate interest in the 

topic and have people wanting to participate actively in the 

session. Doing something a little bit differently is a great way 

of getting people's attention. Maybe plan to start with some 

music, a cartoon, tell a joke, use some form of prop, show a 

small segment of film - the possibilities are endless. Just 

remember to make it relevant to the content of your session. 

Link to previous 

learning or 

experience 

Adult learners bring with them a wealth of experience; linking 

into this increases relevance for the learner. Plan ways you 

can actively seek out information about the previous 

experience and existing knowledge of the learners during 

your introduction. This will help you to build rapport with your 

learners and assist you to pitch the material in the best 

possible way. It will also place the learning in context. 

Outcomes of the 

session 

You need to give your learners a clear picture of what they 

will be covering in the session, and what they are expected 

to learn or do. Plan to write the outcomes on a flipchart or 

whiteboard. This will help focus your learners' attention and 

ensure that they are clear about the outcomes. Allocate 

some time to finding out from your learners what they want 

 
13 Adapted from Learning Materials Module, Workplace Training Category 1, National Staff Development Committee for Vocational Education 
and Training, ANTA, 1995, p. 32 
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to achieve from the session. Sometimes, this is not exactly 

what you planned to cover. But having thought about this 

possibility in advance, you may be able to modify your 

approach on the day to meet the real needs of the group. 

Groups are usually very pleased when a candidate facilitator 

(learner) does this, as it is a clear demonstration that you are 

listening to them and really are there to support their 

learning. 

Structure of the 

session 

When planning your session, don't forget to allow time to 

show your learners how the session will be run, what you are 

going to cover, and what will be expected of them. This can 

give learners time to mentally prepare and be ready to 

participate. 

It also means that learners with particular points of interest 

know from the beginning when and how you will be 

addressing their needs. 

Safety and 

housekeeping 

Learners need to know about the safety requirements for the 

venue or session. They need to know where to find toilets 

and other facilities and they also need to know about how to 

use any equipment safely. They need to know how to 

conduct activities in a safe way, and, in cases where the 

venue or location is outdoors, they need to know about the 

environment. Briefing the learners about these matters 

throughout the programme should further contribute to the 

safety of everyone. All this becomes especially important 

when working with a new group of people or in a new venue. 

These issues should be covered before moving into the 

actual session or activity. 

Stimulate motivation The way you introduce a session can have a significant 

impact on the learners' perception of the topic. When you are 

enthusiastic about the topic and let the group know how it 

will be useful to them, it tends to increase motivation. It is 

much easier to work with a group of people who are keen 

and enthusiastic, so do your bit to ensure an enthusiastic 

response. 
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6. Using icebreakers 

At the beginning of a session, you will need to encourage people to mix together and get to know each 

other. You can do this by conducting an 'icebreaker'. 

Icebreakers are designed to support people in establishing relationships with other group members. 

Learners have mixed responses to icebreakers. Some people find icebreakers particularly challenging 

and, depending on the activity chosen, can find them quite embarrassing. Other learners are more than 

happy to participate and become actively involved in an activity, even if it seems unrelated to the 

subject matter. 

In choosing an icebreaker, it is really important to know the characteristics of your learners and 

consider the diverse needs of group members. You may find that lower emotional risk activities work 

better at the very beginning. As the group develops greater levels of trust and rapport they may be 

willing to engage in activities which could entail a greater level of emotional risk for some learners. It is 

always important to allow individuals the right to choose to participate in a way which meets their 

individual needs. Remember, all people are different. Age, gender, culture, ethnicity, religion, sexual 

orientation and prior experience may impact on how people respond to activities. Be sensitive to these 

differences. 

7. Using Conclusions 

You also need to think about how you are going to wrap up the session and make sure your learners 

take away the key messages. Try to keep your conclusion short, sharp and to the point. Once you start 

the conclusion learners get the idea that it is nearly time to go and can get frustrated if it is too long. 

At the end, we want to highlight the key points and ensure that learners leave with the message we 

wanted to convey. One way of achieving this is to get your learners to do most of the reviewing 

themselves. This way they are fully involved, right to the end of the session. This is especially good 

when the group is getting tired, because once you introduce an activity the energy levels quickly 

increase. 

Signing OFF is an easy memory jogger for the conclusion: 

• Outcomes 

• Feedback 

• Future 
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Outcomes To review the outcomes of the session, you may wish to ask learners 

to capture the key points. What did we achieve today? What is the 

most significant thing for you out of today's session? You can also 

use techniques such as mind mapping, quick quizzes or other 

processes to help learners review the key areas. 

Feedback Ensure you provide feedback to the learners on their performance, 

contribution, cooperation or progress. Remember to make time to 

seek feedback from the learners about how the training has gone. 

Learners may be able to suggest ways you could improve your 

facilitation or generally make the session more effective. 

Future Where to from here? Make sure the learners know what is happening 

from this point. That may be the next session, further practice or 

further learning options. Learners should leave feeling totally clear 

about what is expected of them next. 

 

1.8.3 Using media 

When we talk about ‘the media’, we are usually referring to radio, television, magazines and 

newspapers. Media is the plural of medium. In this context, a medium is a means or a method of 

communication. Radio is a medium of communication. Television is a medium of communication. 

Printed material is a medium of communication. So when we talk here about media we are talking 

about the various forms of communication available to us. 

Different media work in different ways and need different kinds of attentive skills from the audience. 

‘Attentive skills’ are the skills of listening, observing, noticing, and paying attention: 

• When a person watches television, the television shows the person everything. There is sound 

and pictures, and sometimes even words on the screen. The person watching does not have to 

put much effort into understanding what is happening on the television. They are passive. That 

is, they just listen and receive the information in sound and moving pictures 

• When a person listens to the radio, they listen and think about what the person on the radio is 

saying. The listener can use her or his imagination to make a picture in her or his mind of what 

is happening. When somebody listens to the radio, they are still quite passive. Because a 

listener only gets sound, not pictures, they have to do some work to imagine what is happening 

on the radio.  

• When a person reads a book or newspaper, he or she has to look carefully at the words on the 

paper and think before he or she can understand what the words say. There might be pictures 



US 117871 Facilitate learning using a variety of given methodologies  

  Page 98 of 183 

or diagrams which will help the reader to know what the words are about, but the reader still has 

to put some effort into finding out what the message is. When a person reads, they are active. 

There is no sound, and any pictures are ‘flat’ on the page, and do not move. The reader has to 

have skills and put in some effort to get to the meaning of what is on the paper.  

Although television may be exciting and easy to watch, and can reach thousands or even millions of 

people at once, it is an expensive medium. It costs a lot to produce anything that goes on television, 

and time on television is very expensive to buy.  

Radio programmes are a lot cheaper to make and to broadcast, and can also reach thousands or 

even millions of people at once.  

Print, the oldest kind of mass media, is still the most used for education and training. There are many 

reasons for this.  

Digital media are linked to computers and may replicate some of the characteristics of visual, audio 

and print media (seen for example in a computer-based training course that has text, sound clips and 

short video clips and which is distributed via the Internet or on a DVD. 

Audio-visual aids are training materials which use a combination of vision and sound to aid learning, 

e.g. a video or DVD. Visual aids can be still pictures (drawings, paintings, photographs, maps, graphs, 

posters) or moving pictures (films, television, videos, computer animations) all of which can also be 

used together with audio aids such as sound recordings (audio-tapes, CDs, DVDs) to make audio-

visual aids. Nowadays, people often use the term audio-visual aids for any form of training and 

communications media including, for example, printed handouts and audio cassettes or CDs and 

DVDs. 

Print materials are the most common form of training materials, for example: books, easy readers for 

adults, newspapers, magazines, newsletters, posters, text books and manuals. In training the most 

common print materials are training workshop 'handouts'. Sometimes these are carefully prepared, 

often simply pages photocopied from books. 

Visual aids: 

A visual aid can make something small look larger - A large model or a picture of the something 

can help students to study the small parts. The converse is also true – a diagram such as an 

organisational chart can make something big be simplified and reduced in scale so that we can make 

sense of it.  

A visual aid can help us to compare the similarities and differences between two things - Show 

your learners pictures of two similar objects side by side. They can identify which things are the same 

and which are different. For example: photographs or drawings of a workplace before and after a 

successful rebuilding of the plant.  
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A visual aid is an excellent way to show the steps to follow in doing a task - A candidate facilitator 

(learner) uses a flowchart diagram or a set of pictures to show how a set of processes are followed. 

This kind of visual aid is also known as a picture set. A good example might be a set of pictures 

showing the various steps in voting in an election.  

Pictures can show how something changes or grows - One picture can show all the changes which 

take place. These kinds of pictures are good for showing how something happens. Good example 

would be a poster used by the Department of Health to show how a particular disease is spread. 

Visual aids can help learning by providing a basis for discussion - Most of the time, you want to 

be sure that everyone who looks at your visual aid will understand the same message. However, 

sometimes it is valuable to use a visual aid which can be interpreted in more than one way.  

You can use visuals to start discussions in which learners explore their own assets, needs, attitudes 

feelings and expectations. Discussing interpretations of pictures encourages people to observe, think 

and question carefully and critically.  

You as candidate facilitator (learner) can present the visual to the group. You could then ask the 

following:  

• Describe what you see (What is she doing? What is he doing?)  

• What are they thinking?  

• What are they feeling?  

• What has happened before this moment?  

• What will happen next?  

• How does this make you feel?  

• Is there anything in your own work that this makes you think of?  

• If you could change this situation what would you change?  

• How would you change it?  

• What might the possible consequences of this change be?  

1.8.4 Creating a training schedule (facilitator agenda) 

The last step in planning a training program is the task of designing an appropriate training schedule. 

This means looking at the training inputs you want to provide, the time which you will need for each 

session and the overall timeframe of the workshop. It is often difficult to match up these elements. In 

most cases, the number of inputs envisaged is far too ambitious for the time given. The few days set 

aside for the workshop seem to be insufficient for all the topics one may want to offer to the trainees. In 

this context, it is better to reduce the number of topics than to overload the workshop. In either situation 

you will eventually have to leave out certain inputs, which you might feel are important. If you do this 
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during the planning of the schedule, you have control over what gets left out. If however, you create an 

overcrowded schedule, you will simply have to leave out which ever inputs fall at the end of your 

programme when you run out of time. 

The training schedule should provide for the following: 

• hours of the training - which times of day might exclude a certain group of potential 

participants (e.g. daytimes, when women have to do a certain types of work), which times 

should be dedicated to breaks (e.g. when participants usually have their meals, etc.) 

• time dedicated to each of the sessions - inputs, exercises, energisers, monitoring, breaks 

(e.g. make test-presentations and try exercises and energisers out with the preparation team; 

remember that exercises generally take twice the time you think they will) 

• time dedicated to unforeseen events - in any training workshop there will be unforeseen 

events, such as e.g. the trainees' wishes to have additional inputs, longer discussions on certain 

topics or additional exercises. Add on an additional 10% of the workshop time for such events. 

Example: Facilitator schedule / agenda 

The facilitator schedule / agenda generally shows the outputs of every session, and is for the trainers' 

use only: 

Day Time Material Objectives 

Opening and 

Introductions 

8:00 

- 

8:45 

Trainer notes 

for opening 

"Climate setting". (a) warm, friendly atmosphere; (b) stimulate 

interest and curiosity; (c) enable trainees to begin thinking 

about gender analysis; (d) encourage trainees to get to know 

each other 

Objectives 

and Methods 

8:45 

- 

9:00 

Slides Objective clarification: (a) present statements or questions to 

the trainees which clarify the purposes of the workshop; (b) 

provide an opportunity for trainees to add objectives. 

Method clarification: (a) Discuss role of trainees and trainers in 

participatory workshop; (b) Explain Case Study method 

What is 

Gender 

Analysis? 

Small group 

exercise or 

role play 

9:00 

- 

9:30 

Questions or 

role play 

descriptions 

Issues clarification: (a) take mystery out of "gender analysis"; 

(b)clarify one or two key concepts; (c) facilitate participatory 

exchanges, e.g. One group to represent village women whilst 

others represent village man, city man or city woman. 
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Day Time Material Objectives 

Overview of 

Gender 

Analysis and 

forestry 

Plenary 

Session 

9:30 

- 

10:15 

Framework 

presentation 

notes plus 

slides 

Problem identification: overview of the problems or issues with 

respect to gender roles and forestry 

Introduction to methods and skills, clarify key concepts in 

gender analysis, and give overview of how to use the Gender 

Analysis Framework. 

Make it relevant: explore reasons why learning about gender 

analysis may be important and useful to this specific group of 

trainees 

Tea Break 10:15 

- 

1030 

 

Introduction 

to Case 

Study 

10:30 

- 

11:00 

Slide show Provide information: (a) review facts on gender roles in case 

study forestry project area; (b) reinforce learning from written 

case study; (c) visually transport trainees to project area, 

making issues meaningful; (d) visual relief 

Introduction 

to small 

group work 

11:00 

- 

11:10 

Profile with 

examples 

(a) objective clarification 

(b) method clarification 

(c) time allocation 

Small group 

analysis of 

Case Study 

for Context 

Profile 

11:10 

- 

12:30 

Profiles, 

Case Study 

Framework 

Increase information, understanding and skill: 

(a) Gender Analysis Framework; (b) Produce information that 

can be analysed; (c) engage trainees in learning. 
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Example: Learner schedule / agenda 

DATE: 

PLACE: 

8:00 Opening and introductions 

Workshop Objectives and Methods 

What is Gender Analysis? 

Overview on Gender Analysis and Forestry 

10:00 - 10:15 Coffee Break 

10:15 Introduction to Case Study: Slide Show 

Small Group Analysis of the Case Study 

The Context Profile 

12:00 - 13:30 Lunch Break 

13:30 - 16:30 Plenary Discussion of Case Study Findings 

The Context Profile 

Small Group Analysis of Case Study 

The Activity Profile 

Coffee Break 

Plenary Discussion of Case Study Findings 

The Activity Profile 

16:30 Break 

17:00 Day One Summary and Closure 

It is very useful for trainees to have the agenda of a training workshop given to them at the same time 

that they receive an invitation to attend. This is not just a matter of politeness. It also generally informs 

participants about what the workshop will be about and how long it will take. Thus it helps trainees to 

organise their own daily activities. It can also be the basis for considering, before the beginning of the 

workshop, any necessary changes in the schedule or its agenda. 
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1.8.5 Creating a lesson plan 

A lesson plan is even more detailed than a facilitator schedule / agenda and very useful for less 

experienced facilitators or when having to facilitate complex or time limited learning sessions. 

To create a lesson plan for your training / facilitation session, you need to answer the following 

questions: 

• What do the learners need to be able to do at the end of the facilitation session? This will be the 

facilitation goal or exit outcome.   

• What learning outcomes do they have to achieve to enable them to achieve the goal of the 

facilitation? 

• Is your learning outcomes formulated correctly with a verb, noun and condition or qualifier? 

• How will the learning outcomes be broken up into chunks of 20-40 min each – remember each 

chunk need to have an introduction, body and closure. 

• Can you describe your target group in terms of their learning need, their learning barriers, their 

learning styles, modes, previous experience and attitude? 

• What type of resources in terms of equipment, different environments, learning material, 

coaches, guest speakers, etc. will they need? 

• Do they need to be assessed to be competent on any outcome?  

Lesson planning entails transforming the content and sequence into a plan for the learning situation.  A 

candidate facilitator (learner) who looks at the lesson plan should know exactly how to present the 

course.  It should therefore serve as a guideline for the course. 

A lesson plan would generally contain the following: 

The following content should be in your plan: 

• Topic / Outcome - The topic or outcome you want to achieve could either stretch over four to 

six 40 min periods or it can even stretch over a three-week programme.  Here it is important to 

state the bigger picture.  The name of the topic could be the title of the unit standard you want to 

present or just one of the specific outcomes.   

• Training Approach - At this stage you need to indicate how the trainer/candidate facilitator 

(learner) should approach each chunk of the session.  Where should it take place, how should 

the learners be seated, what equipment is needed and what facilitation methods should the 

candidate facilitator (learner) use.  Although there are several facilitation/training methods to 

choose from it is important to note that methods should be used in an integrated manner (if 

needed) to ensure maximum participation from learners. 
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• Learning Outcome(s) - The candidate facilitator (learner) and learners should know what to 

achieve for each chunk of learning.  It is important to state each learning outcome to the 

learners as well as the way of assessment (if needed) in the beginning of the facilitation period. 

• Target Group Description - Before you can plan your interaction with the learners, you need to 

have a description of your target group, so that the facilitation method can be adjusted 

accordingly.   

• Timing - The plan should consist of time scales in which every activity is planned.  Remember 

that this is just a proposed plan and that principles such as flexibility, learner support and the 

learning needs should guide the actions during facilitation. 

• Facilitator Activities - State what should be said, done, suggested, etc.  Base each action on 

the learning outcomes that should be achieved by the learners through the actions of the 

candidate facilitator (learner). 

• Learner Activities – State what is expected from the learners, e.g. answering questions, 

drawing a diagram, etc.  It is important that learner participation and interaction is planned.  

Remember to have a learner-centred approach.   

Programme title: Staff Selection Interviewing Skills 

Lesson Outcome: 
At the end of the lesson, learners should be able to 

interview job applicants 

Physical environment: 
Lecture room with U-shaped arrangement of desks and 

chairs 

Equipment and 

materials: 
Flip chart, DVD player, DVD, handouts 

Candidate facilitator 

(learner): 
John Smith 

Learners: New Personnel Department staff 

Time Major topics Facilitator activity Learner activity 
Learning 

opportunity 

30 

min 
Introduction Introduce objectives Listen Lecture 

60 

min 

Interviewing 

Skills 

Define interviewing 

skills 
Listen Lecture 

Demonstrate 

interviewing skills 
Observe  Video 

Divide class into 

groups of 3 

Participate in role 

play 
Role play 
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1.8.6 Confirming your role and responsibilities 

One of the first things you need to do before you commence planning the training is to clarify your 

personal role and responsibilities. 

You need to know what you will be responsible for in the planning stage, whether you will be facilitating 

part or all of the program, and how many individual sessions will be involved. If you are delivering part 

of the program, then you will need to consider your relationships with other delivery personnel. Are you 

going to be responsible for assessing your learners? 

People you might discuss your responsibilities with could include: 

• your own supervisor 

• other trainers and facilitators 

• assessors 

• other workplace supervisors 

• workplace management 

• industry personnel 

• OHS representatives 

• English language, literacy and numeracy specialists 

• disability support providers 

 

Activity 5 

Describe the process in which the candidate facilitator (learner) prepares the facilitation process. 
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1.9 PREPARING THE LEARNING ENVIRONMENT (SO1, AC 7) 

As the candidate facilitator (learner), you need to arrange the learning environment to meet 

organisation and legislative requirements for safety and accessibility. 

As part of the preparation for training, you need to arrange the learning environment to meet the 

organisational and legislative requirements for safety and accessibility.  Refer to your organisational 

policies and procedures for specific requirements that you need to meet. 

 

The following is a short question and answer guide for choosing a classroom:  

• How much space should we allocate for the classroom? 1,5 square meters per participant. 

• Is there a configuration that works better than others? For example, is a wide, short classroom 

preferable to one that's square? It should be as nearly square as possible. This will bring people 

together both psychologically and physically. The room should be at least 3 meters high. This 

allows a projection screen to be placed high enough so the learners in the rear can see over, 

not around the people in front of them. The distance from the screen to the last seat of rows 

should not exceed 6W (six screen widths). The distance to the front row of seats should be 2W 

(twice the width of the screen). The proper viewing width is 3W (1 1/2 width from centre-line). 

• How much table space should we allocate per learner? After the PCs are placed (if any) there 

should be at least 30 linear inches (with a depth of 45 to 60 centimetres) per learner. This allows 

them to spread their papers during activities. 

• What type of seating arrangement should we use? This depends on the learning environment 

that you are trying to obtain. Traditional round tables will always be in style; and in addition 

round table lends itself to better conversation among the learners for small group sessions. 

 

1.9.1 Setting up the training room 

The setting of a room is an important aspect of the design of a session. Certain methodologies require 

a specific setting, the setting needs to be consistent with the objective and character of the session, 

and the whole atmosphere has a strong influence on the process during the session.There are a 

number of standard settings, each with its own purpose, advantages and disadvantages: 

Assembly room 
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Advantages: 

Everyone is facing the front.  

Can be set up relatively cheaply and 

quickly using existing facilities (large 

room and chairs).  

Large numbers (up to 70-80) can be 

accommodated.  

Puts candidate facilitator (learner) in total 

control and the focus of attention  

Disadvantages: 

After about five rows it becomes difficult 

to see over the people in front.  

There is not usually surfaces on which to 

write or make notes.  

People at the back may find it difficult to 

see and hear you.  

Visuals need to be big (OHPs and data 

projectors, not a flipchart).  

The presenter and audience may feel cut 

off from one another.  

A sea of faces can be intimidating for the 

presenter.  

Boardroom 

 

Advantages: 

Everyone has access to a table for 

writing.  

For small numbers (up to 16-18), 

everyone is in close proximity to the 

presenter.  

The table acts as a barrier, making the 

audience feel more secure.  

The layout adds formality to a 

presentation.  

Used when long sessions are planned 

and everyone needs to see each other 

and has a lot of papers to manage.  

Disadvantages: 

Once numbers exceed 18, the distance 

from the presenter becomes too great, 

the expanse of table is threatening and 

the space it takes up is huge.  

People furthest away from the presenter 

may have difficulty in hearing what is said 

and in seeing any visuals.  

It impedes eye-contact and interaction, 

particularly with those people sitting out 

of the presenter's line of vision.  

The table acts as a barrier, and is a 

disadvantage if the presenter wants a 

more informal atmosphere.  
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Lecture-theatre 

 

Advantages: 

The seating is tiered as in a theatre or 

cinema, so large numbers can be seated 

with an excellent view.  

It is very impressive.  

The style allows for audio-visual 

projection equipment to be used to 

greatest effect.  

There are often individual writing facilities 

incorporated into the seating provision.  

Puts candidate facilitator (learner) in total 

control and the focus of attention.  

Disadvantages: 

This style cannot usually be set up where 

you need it – you have to go to a lecture 

theatre.  

Often expensive to hire.  

The style gives the presentation a very 

grand image, which needs to be lived up 

to. A presentation in a lecture theatre 

needs to be extremely slick and 

professional just to meet the audience's 

expectations which will have been built 

up by the setting.  

Does not encourage participation.  

Horse shoe 

 

Advantages: 

There is no physical barrier. This enables 

the presenter to be more informal with 

the audience.  

The participants are close enough to see 

and hear well.  

Examples can be 'walked round' the 

audience for them all to see without the 

presenter letting go of the item.  

The audience can see things easily and 

closely.  

Disadvantages: 

Once numbers exceed 12-14 the 

horseshoe becomes too big. Eye contact 

is lost and the audience gets too far 

away.  

The absence of a barrier may be 

threatening to some of the participants, 

and make them feel uncomfortable.  

There is nothing for the presenter to 

'hide' behind. The presenter is open to 

scrutiny in everything he or she does.  
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Schoolroom 

 

Advantages: 

Everyone is facing the front, and 

everyone has extensive writing facilities.  

Spacing between the rows makes 

visibility good for visuals, like an OHP or 

data projector.  

The venue gives a presentation a 

conference-like formality.  

Useful when people have a lot of papers 

to manage.  

Disadvantages: 

It takes up a lot of room.  

Access into and out of the rows needs to 

be carefully planned.  

Special narrow tables are required, or it 

takes up even more room. These can be 

expensive if they have to be hired.  

Modular 

 

Advantages: 

Good for small group discussions / 

project work 

Provides for easy clustering of learners 

with different levels of skills 

Disadvantages: 

Communication between learners at 

different tables can be difficult 

Learners need to turn to view 

presentations by the candidate facilitator 

(learner) 

 

1.9.2 Designing a training room setting  

Start with carefully examining what will happen during the session. The setting should be supportive. 

The unconscious message of the setting should be taken into consideration: 
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1. Level - Information can be presented on different levels in comparison of the level of the participants. 

This level and the position of the speaker / facilitator should be consistent with the kind of intended 

exchange. 

• Higher level - When using power point, flip charts, overhead and white/blackboard the 

participants have to look up. The information is presented on a higher, hierarchical level 

• Equal level - When writing on sheets on the table, the information is on the same level with the 

participants. It's easier to play with what is ‘laying on the table’, to add and take. 

• Lower level - When using a lower table or the floor, the participants are in a higher position. 

They can look at it from a helicopter point of view. 

2. Object - Using objects or writing things down enables the candidate facilitator (learner) to give the 

information a ‘location’. It can be ‘parked aside’, or brought back in the ‘centre of the conversation’. The 

setting is now instrumental in the way the memory works. 

3. Process - When ‘going through some process’, this would be more expressive if the room allows to 

literally move with the group, by choosing different settings and places for each step in the process. 

4. Participation - In a circle, instead of a rectangular setting, participants can have eye contact with all 

the other participants.  

5. Sub groups - Participants need to be able to see all relevant materials, see each other, converse 

with each other without raising their voices.  

The trainer/candidate facilitator (learner) should have a clear access lane to every group. 

6. Atmosphere - Create a nice, comfortable and stimulating atmosphere that fits to the learning 

process. Pay attention to the light, flowers, music, food/beverages, temperature, furniture, room. 

Create freedom by avoiding 'FREEDOM': Freezing, Roasting, Ear strain, Eyestrain, Distraction, 

Overworking, Messiness.14 

1.9.3 Health and Safety requirements 

Essentially the SETA stipulates these criteria (guidelines).  Every 

training provider must have a QMS (Quality Management System) in 

place in which they define what kind of facilities they will have, the 

policies and procedures for managing these facilities, including any 

safety and health policies, site management policies etc.  Generally, 

any organisation can have a training facility, provided that they 

comply with safety criteria.  This will vary from industry to industry depending on the nature of the 

training provided.   

 
14 Adapted from: http://www.irc.nl/page/29838 
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In most organisations the health and safety requirements are managed through company policies and 

procedures in terms of the Occupational Health and Safety (OHS) Act, which could include: 

• Principles of safety management systems 

• Preventative strategies for safety 

• Components of a safety plan 

 

When planning and organising group-based delivery, it is important that you understand the regulatory 

environment in which you operate. You should have knowledge of: 

• relevant legislation, codes of practice and licensing requirements and OHS obligations 

• organisational policies and procedures including internal policies and procedures to meet OHS 

requirements and hazards commonly found in the work environment to which learning is related 

Examples of these laws, policies, procedures, codes of practice and standards may include, but 

are not limited to: 

o competency standards (unit standards) 

o licensing 

o industry or workplace requirements 

o requirements for recording information and confidentiality 

o anti-discrimination including equal opportunity and disability discrimination 

o workplace relations 

o industrial awards/enterprise agreements 

o National Reporting System (NLRD) 

o OHS relating to the work role, including: 

▪ reporting requirements for hazards 

▪ safe use and maintenance of relevant equipment 

▪ emergency procedures 

▪ sources of OHS information. 

 

1.9.4 Inspecting and preparing the venue 

Always try to inspect the training room, preferably the day before you do your training. If that is not 

possible, allow yourself sufficient time before the training to re-arrange the furniture and equipment if 

you need to. After this inspection you will know whether you will need someone's assistance, for 
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example to switch the lights on or off, or to turn them down, help you arrange the tables, put out water 

and glasses, sweets, distribute learning material, etc. Arriving early gives you opportunity to get 

focused, look over your notes and programme, run a few last minute checks before the learners arrive.  

Things you need to look at in the venue are:  

• Size - Ensure the room is large enough for your audience. Windows should be screened to 

prevent passers-by looking in or learners finding the outside world more interesting than the 

training session.  

• Furniture - Check that there are enough suitable chairs. Establish whether the tables and 

chairs are fixtures or if you can re-arrange them in such a way that you can see the audience 

clearly and maximise participation. Remember all the participants must be able to see the 

trainer(s).  

• Temperature - Make sure the temperature is acceptable to all the learners (assuming an air 

conditioner is available). Often you need to find out where the air conditioner controls are 

located.  

• Acoustics and noise - The room should not be near to a road, lift or canteen as the noise 

could distract. Try to avoid noisy rooms and noisy groups. Get rid of noisy air conditioners and 

heaters. Make sure acoustics are good. All learners should be able to hear what you are saying. 

Establish whether it will be necessary to use a microphone and loudspeaker. If so, make sure 

about the type – hand held microphone, lapel microphone or a fixed microphone. Make sure 

that the loudspeakers are placed in appropriate positions.  

• Equipment and plugs - Check that any provided equipment works. Check that any equipment 

you will bring to the venue will work with the equipment already there. Check that there are 

sufficient plug sockets for equipment, including for learners with laptop computers (you may 

need to bring extension cords and multi-plugs).  

• Lighting - Make sure there is enough lighting for all learners to see well (remember that older 

adults need more light than young people). Lighting must be kept in mind when you choose your 

visual aids. You must establish whether the room can be dimmed should you want to use an 

overhead projector, video or data projector. You should also keep in mind that sufficient light is 

necessary for delegates to be able to read and take notes. Avoid glare at all costs as it causes 

tiredness and headaches. You should avoid switching all lights off when you use visual aids 

because the trainer becomes "a voice in the dark" and cannot see the reactions of the learners.  

• Catering and timing - Are breaks for tea and lunch fixed or adjustable?. Does your training 

group's timetable have to fit in with that of other groups using nearby venues? Food  

Keep meals light. Finger (snack type) lunches are usually best. Forbid alcohol at lunchtime. If 

you training takes place at a hotel, ask for special snack-type lunches instead of a full buffet. 
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Activity 6 

Explain the safety requirements for training venues. 

 

1.10 ESTABLISH AND DOCUMENT REVIEW CRITERIA (SO1, AC 8) 

As the candidate facilitator (learner) you need to establish review criteria and then document the criteria 

in accordance with organisation policies and procedures. 

The review criteria would give you a good indication of what you would have to do to make your 

learning intervention successful.  The review is done: 

• To improve the content of the learning 

• To ensure that the delivery and facilitation methods are used effectively 

• To verify that the overall and specific outcomes have been met 

• To confirm that a training intervention was the best way to address a performance improvement 

opportunity / problem 

• To verify that achieving the specific outcomes will enable the learner to produce the desired 

outcomes 

• To determine how much value learners gained from the intervention 

• To demonstrate the value of learning to managers and other stakeholders 

• To ensure that the Quality Management System has been adhered to so that SETA verification 

specifications will be met 

The following table shows the phases in the ETD process with the associated criteria and 

measurements that you can use as the basis to establish review criteria for your facilitation session: 

Phase in the ETD process and criteria for review Measurement  

Determine the need 

• the need was correctly identified 

• the most appropriate strategy to address the 

performance problem / opportunity has been 

chosen 

Upfront analysis with yourself 

and a few learners. 

Learner needs 

• the learning material designed was effective in 

In- house prospective learners 

and stakeholders to preview 

the design specification 
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terms of outcomes 

• the target population and learning environment 

was accurately analysed 

• the selection of training methods and media 

matched the learner / styles / types 

• the material developed met the objective of the 

training intervention 

• the material developed was the best match for 

the target population and learning environment 

• the material was factually correct 

before development begins 

Surveys 

In- house workshop 

In- house – prospective 

learners to preview the 

material before 

implementation 

Implementation 

• the facilitator was effective in terms of delivery of 

learning 

• the learners responded well to the learning 

material 

Pilot – a simulation of the 

training 

Observations Sheets  

On course evaluation   

After implementation 

• the learners achieved the outcomes 

• the learning material resulted in an increase in 

learners capability to perform as necessary 

Classroom assessment of 

competence 

On-the-job- assessments and 

observation 

Review findings at any of these stages may require that you redesign the learning event. 

 

Another checklist used by some training providers can also be adapted by you to to establish review 

criteria for your facilitation session: 

Criteria Yes / No Action required 

1. Does the learning programme address 

skills needs as listed in the training plan/ 

workplace skills plan? 

  

2. Are suitable learning opportunities and 

methods utilized? 

  

3. Does the learning programme make 

provision for lifelong learning 

  



US 117871 Facilitate learning using a variety of given methodologies  

  Page 115 of 183 

Criteria Yes / No Action required 

(progression routes for learners)? 

4. Does the learning programme cover all 

relevant information, including 

outcomes, priorities, learning activities, 

learner support? 

  

5. Was the group size considered in 

designing the learning programme? 

  

6. Are sessions appropriately spaced?   

7. Does the learning programme provide 

for individual encouragement? 

  

8. Is there a system and procedure in 

place to review the learning programme 

when necessary? 

  

9. Does the review procedure provide for 

reviewing content, methods, resources 

and learner support? 

  

10. Is the learning programme aimed at 

satisfying labour market needs? 

  

11. Does the learning programme prepare 

learners for the employment context in 

which they will apply their competence? 

  

12. Is it clear from the learning programme 

design report which unit standard, part-

qualification or full qualification the 

learning programme will lead to? 

  

13. Does the learning programme allow 

progression to related qualifications and 

jobs? 

  

14. Is the learning programme based on 

clearly formulated learning outcomes? 

  

15. Has a series of activities, enabling 

learners to achieve the intended 

outcomes, been developed? 
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Criteria Yes / No Action required 

16. Is an appropriate methodology being 

used consistently to present the 

learning programme? 

  

17. Has learner support materials and 

equipment for each activity been 

developed? 

  

18. Have assessment activities and 

instruments been developed to measure 

achievement of competence? 

  

19. Has the learning programme been 

recorded in such a way that it can be 

used again in future, either by the same 

facilitator or by someone else? 

  

20. Is the recorded learning programme 

suitable for quality assurance 

purposes? 

  

Using your evaluation instrument/s, will give you an indication of weaknesses and strengths of the 

facilitation intervention and plan.  Both the weaknesses and strengths should always be understood 

against the objective/s that you determined for review.   

 

Record-keeping 

Another factor you will need to consider is the recordkeeping requirements of the organisation. For 

accredited training provides, this is another requirement of the QMS. You need to find out: 

• what recordkeeping requirements there are 

• to whom do you need to report and when 

• in what format the reports are to be delivered 

Summary of the 8 steps to plan and prepare for facilitation: 

Step Action required 

1. Determine the learning needs of 

learners and identify the key 

elements of learning required to 

achieve defined outcomes.  

Determine the nature and scope of the training intervention 

What are the parameters or boundaries of the training 

intervention? 

Confirm learning outcomes with the relevant stakeholder. 
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2. Cater for the needs of learners and 

stakeholders 

Identify possible learning barriers, previous learning 

experiences, literacy and numeracy levels, language, 

culture, special needs and different learning styles 

3. Arrange Resources, locations, and 

personnel to suit intended delivery 
Venues, logistics, role-players required 

4. Prepare learning material that 

supports the purpose of the 

facilitation activities and the agreed 

outcomes 

Confirm that all relevant learning material is available and 

current 

5. Select appropriate facilitation 

methods that meet learner needs and 

the agreed learning outcomes 

Provide descriptions of a variety of facilitation 

methodologies in terms of their essential approach and 

purpose, and selected methodologies are justified in terms 

of applicability to the identified learning needs 

6. Prepare according to the facilitation 

process to ensure the candidate 

facilitator (learner) is ready to 

implement the process 

This includes the availability of key questions, scenarios, 

triggers, challenges, problems, tasks and activities as is 

appropriate to the situation. 

7. Arrange the learning environment 
Meet organisational and legislative requirements for safety 

and accessibility 

8. Establish and document Review 

Criteria 
In accordance with organisation policies and procedures 

 

 

Activity 7 

Explain how a candidate facilitator (learner) can review his/her training sessions? 
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PRACTICAL ROLEPLAY 

 

Assume your classmates are your training audience, plan and prepare for a presentation on effective 

communication in the workplace. As part of planning and preparation cover the following 

I. Identify learner needs  

II. Determine the best method to address the learner needs 

III. Identify the resources, nature of location and personal required for your presentation. 

IV. Prepare the learning material for the training. 

V. Select the facilitation methods that you shall use. 

VI. Prepare the learning environment to suit the nature of training that you intend to facilitate. 
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SECTION 2: FACILITATE LEARNING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 
On completion of this section you will be able to facilitate learning.  

 

Assessment Criteria  

On completion of this section you will be able to: 

❖ Learning is facilitated in a coherent manner using appropriate 

methodologies in line with established principles associated with 

selected methodologies. (SO 2, AC 1) 

❖ The learning environment and facilitation approach promotes 

open interaction and ensures learners are aware of expected 

learning outcomes and are active participants in their own 

learning.   (SO 2, AC 2) 

❖ The facilitation approach and use of facilitated activities enables 

learners to draw from and share their own experiences and work 

out and apply concepts for themselves.  (SO 2, AC 3) 

❖ Facilitation contributes to the development of concepts through 

participation and provides opportunities to practise and 

consolidate learning. Facilitation promotes the achievement of 

agreed learning outcomes by individuals while maintaining an 

emphasis on the manner and quality of the learning 

experience.  (SO 2, AC 4) 

❖ Groups are managed in line with facilitation principles and in a 

manner that maximises the strengths of group learning while 

recognising the needs and requirements of individual 

members. . (SO 2, AC 5) 

❖ Questioning techniques are consistent with the facilitation 

approach, promote learner involvement and contribute towards 

the achievement of learning outcomes. .  (SO 2, AC 6) 

❖ Opportunities are created to monitor learner's progress in terms 

of the agreed outcomes, and where possible facilitate the 

gathering of evidence for assessment purposes. Where 

necessary, modifications are made to the facilitation approach to 

ensure the learners' needs are addressed. . (SO 2, AC 7 
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2.1 INTRODUCTION 

The Candidate facilitator (learner) empowers a group by helping the group reach consensus. Groups 

usually achieve consensus in workshops.  It is the Candidate facilitator (learner)s job to orchestrate the 

workshop to help the group achieve consensus. The candidate facilitator (learner) is independent of the 

content the group supplies.   

Example: 

An orchestra is used to make music. However, unless there is an appropriate conductor nothing will 

occur. If the knowledge the people in the organisation possess is the orchestra the facilitator’s role is to 

conduct. 

 

An assessment is made as to what the orchestra is to play. Then the appropriate workshop agenda is 

compiled. The conductor puts together a plan to conduct the piece.  Managing the workshop is similar 

to conducting. Candidate facilitator (learner)s create and manage the environment where groups of 

people can freely share ideas, thoughts, and limitations to reach consensus. Facilitators are guardians 

of the process. The techniques facilitators use helps the orchestra to perform. 

Facilitation is the art of designing and managing a workshop process that empowers a group to deliver. 

 

Whenever a group of people need to work together, make a decision, solve a problem or complete a 

task they need to collaborate. This means embracing diversity to bring the group together to achieve 

consensus. 

As the candidate facilitator (learner) there are a number of areas that you need knowledge and skills of: 

• Knowledge of the subject/ unit standard - The candidate facilitator (learner) should be 

competent in the unit standard.  It is highly recommended that he/she is also a subject matter 

expert (SME).  The candidate facilitator (learner) should have a broad knowledge of the subject.  

He/she should know more than the basics of the content as well as have the ability to apply 

practical applications from the workplace during facilitation.  This means that the candidate 

facilitator (learner) should be a lifelong student always willing to learn to expand his/her 

knowledge.  The candidate facilitator (learner) should recognise external and internal influences 

which may impact on their field of training as well as on the unit standard. 

• Knowledge of the organisation - The candidate facilitator (learner) should have knowledge of 

the organisation.  This is important because he/she needs to know how the learners could and 

should apply the knowledge and skills in practice. 
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• Knowledge of learners - This is a very important aspect as it is a key factor in the success of 

the learning intervention.  He/she should be aware that learners act and react differently in 

certain situations and need to know how to address the learner’s individual needs.  The 

candidate facilitator (learner) should know how to deal with a learner that is not learning during a 

learning programme and how to get the learners involved to participate.  The manner in which 

each learner would like to receive recognition must be adhered to by the candidate facilitator 

(learner).  The candidate facilitator (learner) also needs to know how and why adults learn.  In 

outcomes based education (OBE) learners have the opportunity to: 

o Apply knowledge in authentic situations 

o Share knowledge and experiences 

o Work on their own pace 

o Produce evidence of learning 

o Talk about their learning 

o Work as a team 

o Reflect on their own learning 

o Construct their own knowledge 

o Apply knowledge in authentic situations 

• Knowledge of the target group - The candidate facilitator (learner) should make sure that 

he/she knows the compilation of the target group; this knowledge is required to prepare and to 

conduct the facilitation.  The cognitive level of the learners will determine the level of the 

facilitation session.  Each group has individual needs and in order to address it the candidate 

facilitator (learner) needs to know as much as possible about the target group.  The candidate 

facilitator (learner) also needs to find out if there are any special learning needs in the group.  

This knowledge can also be used when the candidate facilitator (learner) chooses examples 

and practical application to which the learners can relate to. 

• Professionalism - The candidate facilitator (learner) always has to behave in a professional 

manner.  The candidate facilitator (learner) should know him-/herself, his/her strengths and 

developmental areas.  He/she needs to be able to have a certain authority in the training room.  

The candidate facilitator (learner) always needs to behave in such a manner that it serves as an 

example for the learners. 

• Enthusiasm for training - The candidate facilitator (learner) should be inspired about the 

training he/she presents.  He/she should have the ability to motivate the learners in order for 

learners to apply the newly learned knowledge and skills in the workplace.  If the candidate 

facilitator (learner) does not believe in the learning programme he/she will not be able to 

convince the learner of the importance of acquiring and applying the newly learned knowledge 
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and skills.  The candidate facilitator (learner) should “sell” the learning programme to the 

learner. 

Issues Affecting Facilitation 

There are a great number of issues facing candidate facilitator (learner)s, but the following five are 

probably the most universal and the most significant. 

• Buy-In - It is essential that all students in the class commit themselves fully to the class and the 

groups to which they are assigned. To accomplish this “buy-in,” the candidate facilitator 

(learner) must continuously emphasise student learning as a primary goal, must create high 

expectations for the session, and must then uphold them through constructive interventions. 

• A Quality Learning Environment - Build mutual trust, share commitment, avoid judgmental 

statements, promote risk-taking, provide timely assessment, and document progress and 

growth.  

• Planning - Successful facilitation requires continuous planning of the course as a whole, 

including course assignments, class activities, and assessments. 

• Assessment - Successful facilitation requires continuous assessment and feedback using 

learning journals, mid-course assessment instruments, and daily reflectors’ reports. 
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2.2 FACILITATION OF LEARNING IN A COHERENT MANNER (SO2, AC 1) 

It is important to facilitate learning in a coherent manner.  This requires you, as the candidate facilitator 

(learner), to use appropriate methodologies in line with established principles associated with selected 

methodologies. 

Facilitation is the process of enabling groups to work cooperatively and effectively together, in our case, 

so they can learn more effectively. Facilitation requires the candidate facilitator (learner) to create an 

environment and a process that supports individuals and the group as a whole to achieve their goals or 

objectives. 

There are two functions that a candidate facilitator (learner) carries out: content facilitation and process 

facilitation. We will now consider the specific actions a candidate facilitator (learner) takes in regard to 

both of these functions. 

Candidate facilitator (learner)s help the group cover the content by: 

• presenting new information and material for the group to consider 

• clarifying confusing statements 

• identifying themes or common threads in a discussion 

• summarising, documenting (on whiteboards, or butcher's paper) and organising the ideas 

generated by the group 

• setting tasks and activities for the group to explore. 

 

Candidate facilitator (learner)s help the group with the process by: 

• role modelling appropriate behaviours 

• making sure everyone gets a chance to participate and provide input 

• monitoring group process and performance 

• providing additional guidance, as required 

• pointing out feelings that are interfering with the group's work 

• Helping members to express and deal with conflict. 

 

As we have seen in Module 1, you need to use a specific facilitation methodology, such as: 

1. Define the key measurable outcomes.  

2. Design and prepare for every activity.  

3. Decide which strategies, processes, and tools are appropriate for each specific activity.  
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4. Pre-assess to determine participants’ readiness.  

5. Set up each specific activity.  

6. Release individuals/teams to pursue the activity.  

7. Assess team and individual performances.  

8. Provide constructive interventions based on process, not content.  

9. Bring all the individuals and/or teams back together at the conclusion of the activity.  

10. Provide closure with sharing of collective results.  

11. Use various forms of assessment to provide feedback on how to improve everyone’s 

performance.  

12. Plan for follow-up activities.  

 

2.2.1 Use Facilitation skills 

When facilitating learning you need to focus on several of the following skills at a time – this will elevate 

your capability. 

• Listening and rephrasing - the ability to understand from the perspective of others the 

meaning of what they are trying to say and being able to restate it in one’s own words to make 

sure that there is shared understanding 

• Setting criteria - the ability to identify areas of measure by which the quality of a product or 

performance can be assessed. A criterion often points to competency areas cited in programme 

objectives, project plans, course syllabi, and accreditation documents. 

• Parallel processing - the ability to focus on more than one task at a time. An example of 

parallel processing is metacognition, where one monitors one’s understanding of a process 

during its performance by conducting an internal conversation. 

• Identifying key issues - the ability to ask critical questions to identify important issues 

associated with a problem which should be considered during the problem-solving process 

• Identifying assumptions - the ability to distinguish between the available information relevant 

to a problem and the assumptions needed in order to model and solve the problem. It is 

important to validate assumptions since altering them can lead to new and completely different 

solutions. 

• Making connections - the ability to make linkages, to provide structure to content, to reach 

conclusions that are not obvious, and to analyse and synthesise to find answers that are not 

directly available from sources 
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• Being open to feedback - the readiness to learn from and accept assessment of one’s 

performance from both peers and activity participants 

• Being open-minded - the ability to approach situations creatively; being inventive; remaining 

aware of all possibilities 

• Risk-taking - the self-confidence to put oneself into challenging environments that require an 

ever-increasing level of performance and possibility of failure 

• Managing frustration - the ability to handle the emotional consequences that accrue from not 

performing up to one’s expectations and by trying to figure out how to improve the next 

performance 

• Summarising - the ability to present the substance of a proceeding in concise form without 

losing or changing its meaning 

• Recognising emotions - the ability to identify the correct emotion(s) being felt by oneself or 

another from verbal and non-verbal signals so that a growth-producing response can be made 

 

2.2.2 Use Adult Learning Principles when facilitating a learning session 

The following table provides some guidelines as to how you can incorporate the adult learning 

principles in your facilitation session: 
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Adult learning principle Facilitation consideration / guideline 

Self-concept 

Adult learners see themselves as 

capable of self-direction and desire 

others to see them in the same way. 

Provide participants with opportunities to: 

Identify what they want and need to learn. 

Plan and carry out their own learning 

activities. 

Evaluate their own progress toward self-

selected goals. 

Assume the role of “learning resource” 

rather than the traditional role of teacher. 

Allow adult learners to direct their own 

learning.  Do not structure training too 

rigidly. 

Treat adults as adults.  Avoid activities that 

will embarrass them or make them feel like 

children. 

Motivation 

Adult learners are motivated to learn 

when they have a need to do so.  They 

want to know how the training will help 

them immediately. 

Begin the training by providing participants 

with an opportunity to explore why they 

need to learn the knowledge and skills to 

be presented. 

Explain the benefits to be derived from the 

training. 

Allow participants to try out new learning 

quickly.  Instructors may motivate adults by 

convincing them of the potential benefits of 

learning.  However, to stay motivated, 

adults need a chance to experience the 

benefits for themselves. 
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Adult learning principle Facilitation consideration / guideline 

Emotional frameworks 

Adults have established emotional 

frameworks consisting of values, 

attitudes and tendencies.  Learning 

involves changing behaviours and 

possibly changing parts of this 

emotional framework.  All change can 

be disorienting and can provoke 

anxiety.  An adult’s ability to change 

(and, therefore, learn) is directly 

proportional to the degree of emotional 

safety he or she feels. 

Design training to create a learning 

environment that is non-threatening. 

Do not require participants to change too 

many behaviours all at once.  Have 

participants learn one new behaviour and 

master it before attempting to learn another 

behaviour. 

Allow adult participants to hang on to 

established values, attitudes and 

tendencies, UNLESS they get in the way of 

learning. 

Reinforcement 

Adult learners respond to 

reinforcements.  Although adult 

learners are usually self-directed, they 

do need to receive recognition. 

Design your training to allow for a sense of 

accomplishment.  Long units or exercises 

may make the participants feel that they 

are not progressing.  Break your training 

into smaller segments. 

Provide opportunities for peer feedback 

and reinforcement.  Reinforcement from 

other adult learners can be as powerful as 

the recognition provided by the instructor. 
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Adult learning principle Facilitation consideration / guideline 

Previous learning 

Adult learners possess a large bank of 

previous learning.  This previous 

learning can be both an asset and a 

deficit. 

Adults learn best when they are able to 

link new knowledge and skills to those 

they learned previously.  This linkage 

allows adult learners to use existing 

knowledge and skills and decreases 

anxiety about learning in new areas. 

Existing knowledge and skills can also 

be a hindrance to learning.  If the new 

knowledge and skills to be acquired are 

contradictory to the learner’s existing 

knowledge and skills, then the learner 

may: 

• Stick with what they already know 

and can do. 

• Experience interference from 

existing knowledge and skills.  They 

may need to “unlearn” previous 

learning that have become well-

formed habits. 

Help the participants build bridges between 

existing learning and new learning by: 

Using analogies and common examples. 

Allowing participants to explore what they 

already know about an area before 

providing new instruction. 

Giving participants credit for what they 

know or are able to do. 

Telling participants explicitly what has 

changed and the reasons for the change. 

Demonstrating and comparing old and new 

procedures. 

Provide job aids or assist participants to 

develop their own job aids to help them 

“unlearn” previous learning that is 

interfering with new learning. 
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Adult learning principle Facilitation consideration / guideline 

Passive versus active learning 

Studies show that over a 3-day period, 

the retention of learning is as follows: 

10% of what we read 

20 % of what we hear 

30% of what we see 

50% of what we see and hear 

70% of what we say 

90% of what we say as we do 

Adults can learn by reading, listening 

and watching, but they will learn more if 

they are actively involved in the 

learning process. 

Minimise passive learning (lectures and 

reading assignments) and maximise 

“learning by doing”. 

 

Activity 8 

I. Identify the key adult learning principles. 

II. Debate on the effectiveness of adult learning principles that you identified above. 
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2.3 PROMOTION OF INTERACTION, ACTIVE PARTICIPATION AND AWARENESS ABOUT THE 

EXPECTED LEARNING OUTCOMES (SO2, AC 2) 

As the candidate facilitator (learner), you need to ensure that the learning environment and facilitation 

approach promote open interaction.   

You, the candidate facilitator (learner), also need to ensure that the learners: 

• are aware of the expected learning outcomes, and  

• are active participants in their own learning 

 

2.3.1 Promoting interaction through the environment 

Environmental strategies are changes and adaptations that can be made to a classroom’s physical 

environment, schedule, activities and materials to encourage positive social interactions among 

learners; for example: 

• Grouping: Group learners with good social skills with those who are less skilled socially. Pair a 

shy learner with an outgoing learner. Pair a learner with disability with a learner who does not 

have a disability. It is important to provide access to socially competent peers.  

• Number of learners: Develop activities that are appropriate for individuals, small groups, and 

large groups. Encourage learners to interact with other learners in different group compositions.  

There are many excellent reasons for using activities which promote classroom interaction. First and 

foremost, you make full use of your most valuable resource - the learners themselves. Not only are 

adults ready and willing to work together but they tend to learn better in a sociable environment and are 

more likely to stick to their studies when they feel part of a strong group. 

 

2.3.2 Promotion of interaction using facilitation approaches 

Unlike didactic instruction in which the instructor leads the discussion step-by-step and summarises 

each topic, a facilitation approach promotes student learning through a process of inquiry in which the 

candidate facilitator (learner) asks questions that generate discussion relative to principles taught in the 

course. In order to promote interaction, the candidate facilitator (learner) will: 

• Encourage learners to share their personal experiences and insights 

• Engage learners in practical exercises 

• Allow time for questions and discussion 

• Encourage participation. The adult learning model is built around the concept of self-learning. 

One way to ensure that learners are involved in the learning process is to encourage 

participation in the discussions. 
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• Adapt the level of facilitation to the learners. It is important to know the audience. Depending 

upon the subject and the learners' experiences, it is possible to use varying degrees of 

facilitation during a training session. 

• Ensure all critical topics are covered. Keep in mind the objectives of the class; if the discussion 

goes off on a tangent, guide it back on track. 

• Integrate instructional points as needed. Make sure the discussions stay focused on the subject. 

Use questions and statements to emphasise instructional points. 

Activity 9 

Explain how facilitation approaches can enhance interaction in a training session. 
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2.4 PROMOTING INFORMATION SHARING AND SELF LEARNING (SO2, AC 3) 

Facilitated activities that enable learners to: 

• draw from and share their own experiences 

• work out and apply concepts for themselves 

 

2.5.1 Learning activities 

As you would expect, learning activities are activities that the learners undertake to support their 

learning. They are designed to get the learners directly involved with the material and provide an 

opportunity to practice and apply the information. 

Think back to the beginning of this Learner Guide when we talked about learning. We said that learning 

had two parts - perceiving and processing: 

• The perceiving phase involved taking information in through the senses, thinking and 

conceptualising.  

• The processing part of learning requires learners to reflect on the information received, and to 

then use the information and do something with it. Learning activities support learners to 

process the information they have received. Without processing, learning does not occur, so 

learning activities provide a critical role in the learning experience. 

As learners work through the chosen learning activities, they are able to explore the topic, confirm the 

information they may have been given, reflect on their own experiences, apply the information to 

specific situations and practice what they are learning. 

Selecting and using appropriate learning activities is a critical part of developing a delivery plan. The 

learning activities you choose will provide a vehicle for learners to actively engage with the material as 

well as practice and apply the learning. As a rule of thumb, aim for at least 50% of the session time to 

be dedicated to learning activities. In some cases, activities could constitute up to as much as 80% of 

the time. 

Learning activities provide a great way of checking learners' comprehension and progress. Often you 

can build formative assessment tasks into the session through targeted learning activities. Incorporating 

formative assessment into the session via some of your learning activities assists learners to 

progressively demonstrate their competency without the introduction of an additional workload. 

It is important to remember that in some cases where you are facilitating a group over a period of time, 

some of the learning will actually occur out of the formal sessions you are facilitating. 

Therefore, the activities can be: 

• part of the session 

• out of the session, e.g. integrated into an individual's day-to-day work tasks 
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• a mixture of both. 

As we have seen before, learning activities may include: 

• discussion 

• role plays 

• written tasks 

• slides and/or video presentations 

• case studies 

• solving problems 

• 'thinking skills' exercises 

• collaborative learning projects 

• workplace practice 

• question and answer 

• online research 

• self-paced materials 

• group learning activities 

• individual activities 

• practice 

• demonstration 

• a combination of the above. 

 

2.5.2 Debriefing a learning activity 

The debriefing is the final part of a training activity and a way to: 

• recapitulate and reflect on the process of work 

• analyse and explain experiences and results 

• answer open questions and clarify difficulties and problems 

• draw conclusions and formulate lessons learned from training activities (e.g. exercises, brain-

storming, role games, eye openers, etc.). 

A debriefing is a vital part of any training activity, which has a message. Through the use of debriefings, 

you can provide a guarantee that there will be a common understanding among a group of learners and 

that the activity has a positive impact on the training success. Even if an exercise did not achieve its 

intended results, many lessons can be learned from it through a professional debriefing. In the didactic 

sense, a debriefing helps help learners to conclude certain learning step, to understand their role in the 

course of the training session and to clear their minds for the following one. 
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A debriefing should be given after each activity. However there can be no rigid rule. Sometimes sub-

activities within a session may constitute a logical entity and can be debriefed separately or jointly at 

the end of a sequence of steps. 

The candidate facilitator (learner) has the responsibility of setting up and managing a useful debriefing. 

Once participants have understood the role of a debriefing, they can do it on their own. However, even 

with experienced learners, the candidate facilitator (learner) can support the process by asking guiding 

questions and leading the stream of discussion to key-points and lessons.  

Activity 10 

 

How can a candidate facilitator (learner) encourage learners to share their personal experience and 

encourage them to apply concepts in their work contexts? 
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2.5 THE ROLE OF PARTICIPATION IN DEVELOPING CONCEPTS THROUGH PARTICIPATION 

(SO2, AC 4) 

As the candidate facilitator (learner), you need to ensure that your facilitation: 

• contributes to the development of concepts through participation  

• provide opportunities to practise and consolidate learning 

• promotes the achievement of agreed learning outcomes 

• maintains an emphasis on the manner and quality of the learning experience 

You therefore need to constantly be aware of how your facilitation strategies and methodologies are 

affecting the learners.  

 

Remember: 

Facilitation is a way of helping people reach a goal or learning outcome by leading them rather than 

teaching them. Facilitation is learner-centred; it lends itself well to adult learning because of the adult 

learner preference to be self-directed and guided rather than told. Training, by contrast, tends to be 

trainer-centred. In a sense, a trainer imparts knowledge or teaches skills whereas a facilitator leads 

learners to develop skills and knowledge for themselves. 

 

 

Effective facilitation calls upon a range of communication, interpersonal and group management skills 

that include: 

• motivating learners, helping them to think critically and develop their own skills and knowledge, 

making links between their experience and new knowledge; asking open questions and 

fostering discussion is a common way of achieving this 

• managing group interaction to maintain group cohesion and foster positive interactions and 

ensure that all learners have an opportunity to contribute and participate in the learning process 

• utilising the diversity of the group to enrich the learning outcomes 

• intervening when focus has moved away from the required outcome, when one learner is 

dominating a group or perhaps where conflict is emerging between learners 

• supporting learning by helping them to synthesise information and ideas 

• provide resources and aids that engage learners and support different learning styles. 

Effective facilitation contributes to group processes in a way that motivates learners and creates an 

environment where group members trust each other and are empowered to make learning decisions. 
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One of the most important skills you can develop is the ability to observe and monitor group processes 

and make adjustments to your delivery based on the way training sessions evolve. You will need to 

continually reassess the way you do things and adjust your delivery strategy, style and methods to suit 

the group and individual needs. 

 

Using visual aids to reinforce and compliment verbal information 

There are four common ways in which information given verbally is reinforced or complemented by 

some kind of visual aid or media presentation:  

• A diagram or map or flowchart is explained with the presenter pointing out the important 

features on the illustration. This is particularly useful where explaining everything verbally would 

be lengthy and confusing (imagine explaining where a country was located in relation to other 

countries only using words and with no map to point to).  

• A summary text is displayed that highlights the key points of a much more detailed lecture or 

presentation. It helps the viewer to see what is important and what the shape or schema of the 

presented information is.  

• Visual and auditory stimuli are presented simultaneously (as in a documentary film or training 

video). This connects to the suggestions that different parts of the brain process visual and 

auditory stimuli and that having them both together therefore provides more of a whole.  

• A text is displayed using a projector and read out word for word (as in many presentations using 

PowerPoint and other computerised presentation packages). This is known to be ineffective and 

may actually harm learning.  

See some examples of introductory guiding questions in the next table: 

on the process What happened? 

What did you feel? 

What was your impression of the collaboration? 

How was the atmosphere and why was it so? 

Which were the activities/persons that influenced the process? 

What have you learned and what do you feel, you still ought to learn? 

on the contents Was the task clear? 

Which were your working steps? 

Which are your results and how did they come up? 

Which steps were easy? 

Where did you meet difficulties? 

What have you learned and what do you feel, you still ought to learn? 
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During the process of debriefing, the trainer/candidate facilitator (learner) should try to keep a low 

profile. Questions should not be answered immediately, but be reflected back to the group. The solution 

of a problem should come from the group itself, while the candidate facilitator (learner) supports the 

participants with guiding questions. 

Candidate facilitator (learner)s should encourage learners to freely participate,. He/she should also 

keep learners from making general judgements such as "this is wrong" or mutual accusations such as 

"it was just your fault, that...". The candidate facilitator (learner) should point out what has been done 

well and emphasise on the fact. Even deviations or tensions during group work can be pointed out to 

have a value within the training context, because one can always learn and improve from such 

situations. 

 

 

Activity 11 

Explain how facilitation can contribute to the development of concepts through participation. 
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2.6 MANAGING GROUPS (SO2, AC 5) 

As the candidate facilitator (learner), you need to manage groups in line with facilitation principles and 

in a manner that maximises the strengths of group learning while recognising the needs and 

requirements of individual members. 

 

2.6.1 Facilitation principles 

Effective facilitators are very disciplined in their role and fluent in their use of cooperative learning 

practices15. They are prepared to guide teaching/learning activities toward pre-determined learning 

outcomes, to monitor participants’ emotions during the process and provide needed support without 

accommodation, and to interrupt performance by asking questions that are intended to improve 

participant performance.  

Effective facilitators:  

1. Do not make assumptions - Whenever the candidate facilitator (learner) is on a different page than 

the audience, the candidate facilitator (learner) will quickly lose their attention and confidence. 

Therefore, ask questions frequently, do perception checks, pre-assess, and fill in missing gaps by 

assessing continuously. Inquire before intervening.  

2. Shift ownership of the process to the participants - The performance of a process and its 

outcomes must be valued by participants for optimal results. This requires full engagement and 

commitment of all parties involved, especially the candidate facilitator (learner). 

3. Establish shared expectations - The outcomes of any facilitated process must be defined clearly, 

connected to its goals, and agreed upon by the participants and candidate facilitator (learner). These 

outcomes should be specific, measurable, achievable, results-oriented, and time-bound. 

4. 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. Remember that 

improvisation is 90% preparation and practice—and only 10% inspiration. 

5. 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. Also, work to improve the 

dynamics governing the interactions of the participants. 

6. Intervene on process, not content - Whenever an expert or outsider, acting as a facilitator 

introduces his or her expertise on content, it implicitly says that the participants’ abilities are discounted; 

it reduces their ownership of the content/outcomes, and they become more passive, opening the door 

for the candidate facilitator (learner) to do more. By focusing on the learning skills that underlie learning 

 
15 Source: Johnson, D. W., Johnson, R. T., & Smith, K. A. (1998). Active learning: Cooperation in the college classroom. Edina, MN: Interaction 



US 117871 Facilitate learning using a variety of given methodologies  

  Page 139 of 183 

new content, candidate facilitator (learner)s affirm participant abilities and build greater capacity for 

future performance. 

7. 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 candidate facilitator (learner) can switch 

roles and answer questions freely. It is helpful to place restrictions on the number of questions or the 

time allocated to consulting. The key is to assume this role only when invited by the participants. 

8. Bring closure to each activity - At key milestones and at the completion of the process, summarise 

what has been accomplished and what still needs to be done. Strive to do this through horizontal 

communication between and among participants, rather than through a lecture by the candidate 

facilitator (learner). It may be necessary to rephrase and synergise participant discoveries, but do this 

by acknowledging participant contributions to your message.  

9. Perform a summative assessment of the facilitation process - At the end of a process (e.g., 

class, meeting, research project, semester, etc.), collect and analyse evidence about the quality of the 

entire process to bring closure to it. Many candidate facilitator (learner)s find it effective to keep a 

notebook in which they record strengths, areas for improvement, and insights gained from the activity. 

10. Connect with each participant - During the facilitation, make each participant aware that he or 

she is valued. This can be done directly or indirectly, with spoken words or with body language.  

11. Make sure that every key finding, consensus, and valuable insight is documented - It is the 

recorder’s job to do this documentation while the teams are engaged in the activity. It is vitally important 

that someone be appointed to perform the recorder’s role during the closure period. No matter how 

deep the insights are when expressed verbally, if they are not written down, they will be lost. It is 

effective to edit these findings and play them back to participants at the start of a future activity. 

12. Make the process rewarding and growth-oriented for the participants - Learning should be 

enjoyable, even fun, and the candidate facilitator (learner) is responsible for keeping the participants 

challenged, not angry or disengaged. Growth requires a well-maintained balance between support and 

challenge. 

13. Do not compromise the means for the sake of the ends - The results should not be made more 

important than the people in the learning process. Do not be afraid to make adjustments if learning 

objectives are not possible with the participants’ levels of preparation or personal development.  

 

2.6.2 Psychology of group dynamics 

The key function of the candidate facilitator (learner) is to get the best from the group. This requires 

understanding group dynamics. 
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Groups are important, because groups can produce better results than individuals. Because there are 

more than one person contributing to the discussion better quality decisions are made. A group can 

achieve more than an individual because there are more of them. Many hands make light work16. 

Psychologically, people need to feel recognised and while they may not always agree with each other 

they generally prefer to be part of a team. The reasons are quite natural. Completing a project as part 

of a team means you have a common ground with other members, you build experiences which you 

can share in the future and the achievement is recognised by others. People like to feel included. 

As the candidate facilitator (learner), it is important to understand group dynamics to:  

• promote effective communication;  

• creatively use learners diversity; and  

• maximise learning from each other. 

 

2.6.3 Group performance  

Human beings being what they are do not always agree. It comes as no surprise that individuals put in 

a group to meet an objective are likely to disagree. It is the role of the candidate facilitator (learner) to 

help build consensus by effectively using a variety tools and techniques. These techniques create the 

empowerment needed by a group to continue.   

The Bruce Tuckman’s model of group development is discussed below: 

 

Tuckman (1965) 

1. Forming 

This is the first stage of any group process. Here people get to know each other personally and see 

how they work under pressure. The group has not started to work together yet they are still motivated 

 
16 Source: www.desertlemon.co.uk 
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individuals but have limited view of the issues and objectives at play. They will be on their best 

behaviour and very self-focused. Sharing the knowledge of the concept of "Teams - Forming, Storming, 

Norming, Performing" is extremely helpful to the team. 

The candidate facilitator (learner) plays the role of explaining the group performance process and uses 

tools to help the group get to know each other. There is a directive approach by the candidate facilitator 

(learner).  

2. Storming 

In this stage individual ideas compete. Issues such as what problems they are really supposed to solve 

and or what leadership models they may have to accept. The group confront each other’s ideas and 

perspectives. 

The length of time a group stays in the storming stage varies depending on the participants. Some 

people may act out their ideas to demonstrate their knowledge and arguments. Others may focus on 

detail to evade real issues. The maturity of the team members determine how quickly the group can 

move on.  

This stage is vital for team growth. It can be contentious, unpleasant and even painful to members of 

the team who are averse to conflict.  

The candidate facilitator (learner) is still very directive.  Tolerance of each team member and their 

differences must be emphasised. These differences are a crucial part of team success. They must not 

become personal and the candidate facilitator (learner) must allow each voice to be heard in equal 

measure, all ideas must be captured, recognised and discussed.  

It is important to recognise that some members tend to be directive and it’s crucial that this person is 

not allowed to dominate.  

Example: 

In a 2 day workshop exploring a new market opportunity with the board the Candidate facilitator 

(learner) asked the CFO not to be part of the workshop. He was very dominant and people tended to 

keep quiet when he was around. He recognised the issue and we had an extremely successful 

workshop. 

When you cannot avoid having a dominant person in the workshop how you elicit group information and 

when you allow his influence to be felt will soften their impact.  

3. Norming 

In this stage the group becomes more adjust their behaviour to each other as they develop work habits 

that make teamwork seem more natural and fluid. Team members often work through this stage by 

agreeing on rules, values, professional behaviour, shared methods, working tools and even taboos. 



US 117871 Facilitate learning using a variety of given methodologies  

  Page 142 of 183 

During this phase, team members begin to trust each other. Motivation increases as the team gets 

more acquainted with the project. 

Candidate facilitator (learner)s become more participative in this stage. The group takes more 

responsibility for making decisions and for their professional behaviour. The risk here is a lack of 

creativity. If the norming behaviours become too strong and begin to stifle healthy dissent and the team 

begins to exhibit groupthink. The candidate facilitator (learner) must provide tools to encourage debate 

and explore options. 

4. Performing 

Some teams will reach the performing stage. These high-performing teams are able to function as a 

unit as they find ways to get the job done smoothly and effectively without inappropriate conflict or the 

need for external supervision. Group members have become interdependent. By this time they are 

motivated and knowledgeable. The group members are now competent, autonomous and able to 

handle the decision-making process without supervision. Dissent is expected and allowed as long as it 

is channelled through means acceptable to the team. 

Candidate facilitator (learner)s are almost always participative. The group will make most of the 

necessary decisions.  

In any workshop the group may go through all stages of this process many times as they react to 

changing circumstances. For example, a change in leadership may cause the team to revert to 

storming as the new people challenge the existing norms and dynamics of the team. 

 

Divergence and Convergence 

 

17 

 
17 Source: MGR Consulting 

 

DISCUSSION 

                       DIVERGENCE CONVERGENCE 
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In every workshop there will be divergence, discussion and convergence. It will occur with every point 

on the agenda.  It is essential for robust decision making and effective results. A candidate facilitator 

(learner)’s job is to provide the tools to create a great discussion. 

The discussion of a new concept begins with numerous individual perspectives. This is divergence. The 

discussion will focus on bringing those perspectives in line. Through discussion individuals establish 

common concepts and understanding the divergence process can begin. Divergence is completed 

when all the individuals combined understanding enables the group to reach consensus. 

The candidate facilitator (learner) provides the process in which the discussion can unfold to meet the 

objective. 

 

2.6.4 Conflict in a group 

The definition of Conflict is: 

Discord of action, feeling, or effect; antagonism or opposition, as of interests or principles: a conflict of 

ideas. 

A fight, battle, or struggle, esp. a prolonged struggle; strife 

As can be seen by the definition, conflict has a very high emotive state. By its nature conflict can be 

extremely destructive. This is no exception in a workshop. Imagine what happens when two people 

start screaming at each other in the workshop. How uncomfortable for everyone.  

Should this conflict occur adjourn the meeting for 15 minutes. Discuss the problem with the client 

sponsor and the individuals.  Do not stop the meeting. As a candidate facilitator (learner) your job is to 

bring the group to consensus in relation to the task for that workshop. Do not let the group be distracted 

by the emotions of two individuals. Remember the emotion being witnessed belongs to the individual 

and they need to deal with it outside the workshop. Bring the meeting back on line after the break, carry 

out a fun game to get into a good frame of mind and then get back to work. 

An open outpouring of emotion is often easier to handle than two brooding individuals with smoke 

pouring out of their ears, who refuse to say anything. When they are encouraged to speak they answer 

curtly. If one happens to make a discourse, the other immediately puts them down. 

This is often tough but the best form of action for this is to get each person to include their thoughts with 

the rest of the group and allow the group to use the information to decide on the appropriate action.  

During the preparation interview process the candidate facilitator (learner) would try to find out if any 

possible conflict between parties exists. It will better prepare (you) for the event should it occur.   

 

2.6.4 Personalities 

No one is difficult - just merely different to you. Difference and emotion is healthy.  
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People may feel very strongly about their subject or point of view – as they are entitled to. This of 

course may manifest itself in the form strong character outburst. This can help vigorous debate and 

better decision making if handled correctly. 

An individual with a strong vocal character may overshadow a quieter personality. The responsibility as 

a candidate facilitator (learner) is to allow both to be heard in even measure. By using the correct tools 

this can be achieved comfortably. The more a group contributes the better.  

A candidate facilitator (learner) through his tools and techniques speeds up the group dynamics 

process. They achieve this by making sure all individuals have respect for each other. 

Example: 

Imagine the issues that will be brought to the table by the people that could help achieve the agenda 

listed below. 

The agenda  

Step 1: Introduction – ice breakers 

Step 2: Conduct a Product Market review 

Step 3: Conduct a Competitor review 

Step 4: Perform a Customer review  

Step 5: SWOT of the organisation 

Step 6: Review current product line against steps 2,3,4,5 

Step 7: Identify existing products 

Step 8: Define the product strategy 

 

Some participants may be the product managers. 

• They may feel threatened as they think their job is on the line or they have underperformed. 

Therefore they will behave defensively and not be forthcoming with information 

• They may feel it is time for them to justify their behaviour and decision making 

Another participant may be the head of marketing 

• He/she may feel that their department has not done enough of the right marketing and may 

justify their decision making and use the workshop as forum to moan about the lack of 

resources to supply good information 

How about the finance guy/girl? 

• Do you think he/she may suffer from persecution being the bearer of the poor management 

results? The other members of the group could easily put him under the gun to take attention 

from themselves 
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The point of all this is about the word blame. Everyone is on the defensive trying to find a scapegoat for 

imagined or perceived inadequacies. Your job as the candidate facilitator (learner) is to ensure that the 

group has a safe place in which to explore ideas without recrimination from each other. 

 

Activity 12 

Explain how a candidate facilitator (learner) can manage a group in order to maximise their strengths. 

 
2.7 THE IMPORTANCE OF QUESTIONING SKILLS IN FACILITATION (SO2, AC 6) 

As the candidate facilitator (learner), you need to use questioning techniques that: 

• are consistent with the facilitation approach 

• promote learner involvement 

• contribute towards the achievement of learning outcomes 

The larger the group, the more difficult it is to generate effective two-way communication and the more 

learners need to have the skills of learning independently. However, some group structures may 

provide opportunities for cooperation or competition for at least part of the session’s time. 

Starting 

questions 

Focus or discussion questions, aimed at getting buy-in or opening a discussion. They 

might begin: 

To what extent…? 

How strongly do you feel that…? 

How important…? 

What’s wrong with…?  

Exploring 

questions 

Questions aimed at discovering participants’ objectives or concerns. Their purpose is 

to probe and speculate. They might begin: 

What’s your option about…? 

How do you feel about…? 

When, where, what, how much…? 

How many, how far, how often…? 

What would you do if…? 
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Challenging 

questions 

Questions which provoke useful controversy or different ways of thinking about 

topics. They set out to disprove rather than prove. They might begin: 

What would argue against this…? 

Why, why, why …? 

What information are we missing before…? 

What would you accept as evidence that…? 

Reformulating 

questions 

Questions to check understanding or reflect back points. They might begin: 

So, you’re saying that …? 

In other words, you think…? 

If I understand you correctly…? 

Encouraging 

questions 

Questions which aim to work towards consensus by building on contributions and 

encouraging additional ones. They might begin: 

How could we add to that idea …? 

So, Jane, how do you feel that might work…? 

Can I ask how the whole group feels about this…? 

Testing 

consensus 

questions 

Questions which aim to poll opinions. They might begin: 

How many agree with this point …? 

So, how close are we to agreement…? 

Does anyone still have concerns on this one…? 

The way in which questions are handled can encourage or discourage further participation by the 

learners. Each question should therefore be handled with great care. The guidelines below can 

contribute to the successful handling of learners' questions:  

• Never interrupt a questioner! - even if you know what he wishes to ask. Treat the learner with 

respect.  

• Ensure that the question is audible to the whole group. Avoid repeating every question asked.  

• Give recognition to the questioner by saying: 'Thank you for the question' or 'Helen has just 

asked an important question' or 'Most people wonder about that'. This encourages shy learners 

in particular to participate more.  

• Ensure that you (and the group) understand the question correctly. If the question is not clear, 

or is put ambiguously, it may be reformulated or paraphrased by the trainer.  

• If time allows, the candidate facilitator (learner) should always put the question to the group. It is 

the candidate facilitator (learner)'s role to lead group discussions and not answer all questions 

him or herself. In this way learners are encouraged to find solutions to their problems 
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themselves. After the members of the group have made their contributions the candidate 

facilitator (learner) must always provide a summary of the group's answers.  

• If the learners cannot answer the question, the candidate facilitator (learner) may act as the 

source of information and answer the question.  

• Irrelevant questions must be handled with tact. Never say directly that something is irrelevant. 

Answer briefly and invite the questioner to discuss it with you later (for example, at tea time). 

Make sure you do so!  

• If a learner at the beginning of a session asks a question that will be answered later, this can be 

handled in one of two ways. Put it to the questioner that the matter will be dealt with later and 

ask if he or she will be content to wait for a while. It can even be written on a special list on a 

flipchart to ensure that it will indeed be dealt with later. However, if it is so important to the 

learner that he or she will not be able to pay attention to the lesson contents for the remainder of 

the lesson, the candidate facilitator (learner) may deal with it briefly and undertake to discuss it 

in greater detail later.  

• Questions on content that were covered earlier may be an indication that one or more learners 

have not yet mastered it. Ask whether there are other people who are also unsure or doubtful. If 

not, answer briefly and invite the person to discuss it with you later. If others are also unsure, 

the question should be dealt with before proceeding with the rest of the lesson.  

• Make sure the learner's question has been answered properly. For example: 'Does that answer 

your question? In this way you avoid having to deal with the matter again later.  

• If you do not know the answer, acknowledge it! This will strengthen your credibility more than if 

you provide a wrong or partly correct answer. Ask if anyone in the group can help. If the 

questioner cannot be satisfied, the candidate facilitator (learner) must promise to find out - and 

keep his word.  

• Avoid manipulating answers by non-verbal signs such as frowning, smiling, drumming fingers, 

or a tone of voice that may sound sarcastic. This can damage the climate and discourage trust 

and dialogue.  

• Do not make conclusions. Allow learners to draw their own conclusions through a probing or 

open question.  

• Avoid 'Yes, but ...' or 'Yes, and ...'. Rather ask probing questions and give the group an 

opportunity to respond.  

• Verbal reactions , such as 'Good', 'Excellent', 'Beautiful', ' WelI done', etc., are not necessary 

every time. This may focus too much attention on the candidate facilitator (learner) instead of on 

the learning taking place. Short verbal and/or non-verbal reactions are often sufficient.  
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• Try to avoid reinforcing prejudices. Also, do not over-react to answers that reflect prejudice.  

• Do not repeat each answer. Only important or unclear answers or parts thereof should be 

repeated.  

• Avoid answering your own questions. Learners become lazy and the hard-workers are 

frustrated.  

• Avoid 'rapid-fire' questions. Allow enough time in your planning for comprehensive answering of 

a question, preferably by more than one person. If questions follow each other too rapidly the 

learning opportunity is not utilised properly.  

• If the correct answer to a closed question is obtained, time is wasted if the question is again put 

to someone else. Acknowledge the answer and carry on, otherwise everyone starts to doubt 

you and time is wasted.  

• Do not keep on waiting and listening until a right answer is obtained. Follow up answers and 

guide/lead learners by means of probing questions towards knowledge.  

• Questions must not be formulated in such a way as to prescribe the answer or manipulate the 

learner. For example: 'I don't think that will work - what do you think?'  

• Do not hear only what you want to hear when questions are answered. This will negate the 

value of questioning.  

• Avoid giving unearned praise. Learners will stop thinking critically and formulating answers 

clearly. Unearned praise renders well-earned praise worthless - after all, everything and 

everyone is rewarded, not so?  

• When a learner wastes time with rambling and/or incoherent answers, he should be given 

enough time to formulate an answer. Thereafter he may be interrupted (courteously!) and his 

thoughts summarised by the candidate facilitator (learner). For example: 'Ina, if I understand 

you correctly, you feel...'. The candidate facilitator (learner) may even ask: 'Is there someone in 

the group that would like to summarise Ina's answer?' The learner may also be interrupted with: 

'I would like to hear what a few others have to say about this". Never appear to be impatient or 

abrupt.  

• If you do not understand the learner’s answer, say so! If necessary, reformulate his/her answer, 

or ask the group to help. The candidate facilitator (learner) must not pretend to understand.  

These important guidelines give examples of common errors during the handling of answers. However, 

the candidate facilitator (learner) should also master the other side of the coin, namely, handling the 

questions of the learners. 
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2.7.1 Use appropriate body language 

The effect of non-verbal communication is 5x stronger then the verbal. If verbal and non-verbal are 

contradicting, then the latter will be believed. Feelings and/or the relationship between people is mainly 

expressed through non-verbal communication. 

Aspects of body language are:  

• appearance, posture, distance, eyes, mouth, voice, gestures and hands 

People are judged by their appearance (stereo types). 

• Be appropriately dressed.  

• Does you appearance support what you are saying? Not mixing the messages?  

Posture expresses dominance, interest, affection, relaxation.  

• An open posture, upright, forward. Take a relaxed position, have your legs crossed. Be at the 

same height as the other person. 

• Don't cross your arms.  

• Don't put your feet on the table or slouch in your chair.  

• Don't hide behind a desk. 

We have a personal zone (family, good friends), a social zone (business relations, acquaintances) and 

a public zone (unknown, non-sympathetic) 

• Not too near, in accordance with the appropriate zone. 

• Not too far. 

Eye contact expresses recognition, remembrance, influence, affection. 

• Look at the person.  

• Gaze open and direct.  

• Maintain eye contact. 

• Don't look away or stare at one person. 

A mouth is very expressive 

• Jaw relaxed.  

• Smile friendly. 

• Don't frown or scowl.  

• Don't chew pen or pencil. 
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The sound of the voice, the talking speed, the melody and silences tell something about inner feelings. 

• Speak interesting.  

• Speak clearly and audibly. 

• Not too loud, sarcastic or sneering. 

Gestures put extra emphasis and show feelings, such as nervousness, anxiousness or unsteadiness. 

• Appropriate and not overbearing. 

• Don't point with one finger.  

• Don't appear tense and anxious. 

• Have open palms;  

• Hold your hands at your side. 

• Don't clench your fists. Don't put your hands in your pockets or have them hidden otherwise. 

 

2.7.2 Use Active Listening 

Underlying all quality communication and especially quality communication that facilitates a meeting / 

training session, is the ability to listen actively. The latter is not an observable behaviour. Often people 

seem to pay attention to what is being said, but their heads “are out to lunch.” Active listening implies 

that we make a conscious effort to understand somebody else. We can only know that we are listening, 

by becoming aware of the quality of our own communication.  

 

Active listening is probably the most important facilitation skill. By listening effectively, the candidate 

facilitator (learner) can determine which task the group wants to complete. It will also enable candidate 

facilitator (learner)s to determine how well a group is working together. Effective facilitators are good 

listeners. Improving your active listening skills means that you will improve your ability to support the 

growth and development of the groups you work with.   

 

Candidate facilitator (learner)s can help themselves become good listeners by using the following:  

• Sensing: Use all of your senses to take in information. Listen to the tone, pitch and rate of 

speaking. Also, take in the speaker’s facial expressions, gestures and posture. 

• Posture: You will hear and observe more if you maintain a physically attentive posture. For 

example look at people and do not become distracted by fidgeting. 

• Interpreting: Evaluate the meaning of the information. Strive to understand the meaning the 

speaker intends. 
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• Checking: Reflect what you have heard in order to obtain mutual understanding of the speaker’s 

intended message. Reflect by restating in your own words what you have heard. Reflective 

statements usually begin as follows: “What I heard you say was …” 

  

Active listening can be mentally and physically demanding. An attempt to understand the group 

dynamics and trying to keep the meeting on track at the same time may leave you as a candidate 

facilitator (learner) exhausted. However, if you want to be an effective facilitator, you will need to 

develop active listening skills and work on them continuously.  

 

2.7.3 Responding to the group 

A specific style of language has become part of facilitation. Candidate facilitator (learner)s use this 

language to avoid sounding critical or judgemental when commenting on people’s behaviour. These 

techniques are: paraphrasing, describing feelings, reporting behaviour and perception checking. These 

will be discussed briefly. 

 

Paraphrasing means describing in your own words what another person’s remarks convey, e.g.: 

“If I understand you correctly …” 

“What you are saying is …” 

 

When candidate facilitator (learner)s report behaviour, they state the particular, observable actions of 

others without making accusations or generalising about them as people or attributing motives to them, 

e.g.: 

“Two of you are reading and the others have grown very quiet.” 

“This is the second time you have rolled your eyes while I was presenting my ideas.” 

 

When candidate facilitator (learner)s describe feelings, it involves specifying or identifying feelings by 

naming the feeling, using a metaphor, figure of speech or action urge, e.g.: 

“I feel exhausted.” (Naming) 

“I feel like a fly on the wall.” (Figure of speech) 

“I feel like jumping for joy.” (Action surge) 

 

When candidate facilitator (learner)s check perceptions, they describe what they perceive to be another 

person’s inner state in order to check if they understand what people are feeling, e.g.: 

“You appear upset by the last comment that was made. Are you?” 

“You seem impatient. Are you anxious to move on to the next topic?” 

Activity 13 

How can a candidate facilitator (learner) promote learner involvement through questioning techniques? 
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2.8 MONITORING LEARNER PROGRESS (SO2, AC 7) 

As the candidate facilitator (learner), you need to create opportunities to monitor learner progress in 

terms of agreed outcomes.  When delivering a training session, you need to ensure that the 

opportunities for consolidation and practice are sufficient to ensure that the learner achieves the 

required competence in terms of the defined outcomes.  You will therefore need to monitor the learners’ 

progress throughout the session. 

 

There are three factors that must happen for a successful learning experience to take place:  

• Knowledge: Know the subject matter, provide leadership, model the desired behaviour, and 

adapt to the learners' needs and preferences. 

• Environment: Have the tools to transfer the subject matter to the learners such computers and 

software for computer classes, find adequate classroom space, and ensure the courseware, 

such as lesson plans and training aids, are on hand. Fuse the training tools with to the needs of 

the learners. 

• Involvement Skills: Know the learners. Easy enough, you say, "I have a student roster that lists 

their names, departments for which they work, and I always ask them to give a short 

introduction about themselves at the beginning of the class." But, do you really know your 

learners? What are their real goals for being in the classroom? What are their learning 

preferences / styles? What tools do they need to help them succeed? What are some of the 

affective-tools that will help your learners succeed in the learning environment you have been 

charged with? You must also coach the learners to become self-directed, intrinsically motivated, 

goal oriented, and open to learning. 

 

2.8.1 Using a training approach that provides opportunities to monitor progress 

Trainers must remember that learning occurs within each individual as a continual process throughout 

life. It is therefore important that the trainer uses a training approach that provides opportunities to 

monitor the learner’s progress in terms of the agreed outcomes.  The candidate facilitator (learner) 

would also have to make modifications to the training approach to ensure that the learners’ needs are 

addressed. 

 

People learn at different speeds, so it is natural for them to be anxious or nervous when faced with a 

learning situation. Positive reinforcement by the candidate facilitator (learner) can enhance learning, as 

can proper timing of the instruction.  

 

Learning results from stimulation of the senses. In some people, one sense is used more than others to 

learn or recall information. Candidate facilitator (learner)s should present materials that stimulate as 

many senses as possible in order to increase their chances of teaching success.  
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There are four critical elements of learning that must be addressed to ensure that learning takes place. 

These elements are: 

• Motivation  

• Re-enforcement  

• Retention  

• Transference  

 

1. Motivation 

If the participant does not recognise the need for the information (or has been offended or intimidated), 

all of the facilitator’s efforts to assist the learner will be in vain. The candidate facilitator (learner) must 

establish rapport with learners and prepare them for learning; this provides motivation. This can be 

done in several ways: 

• Set a feeling or tone for the lesson. Whether coaching or training the candidate facilitator 

(learner) should try to establish a friendly, open atmosphere that shows the individual they will 

help them learn.  

• Set an appropriate level of concern. The level of tension must be adjusted to meet the level of 

importance of the objective. If the material has a high level of importance, a higher level of 

tension/stress should be established. However, people learn best under low to moderate stress; 

if the stress is too high, it becomes a barrier to learning.  

• Set an appropriate level of difficulty. The degree of difficulty should be set high enough to 

challenge the learner but not so high that they become frustrated by information overload. The 

instruction should predict and reward participation, culminating in success.  

 

In addition, participants need specific knowledge of their learning results (feedback ). Feedback must 

be specific, not general. Participants must also see a reward for learning. The reward does not 

necessarily have to be monetary; it can be simply a demonstration of benefits to be realised from 

learning the material. Finally, the participant must be interested in the subject. Interest is directly 

related to reward. Adults must see the benefit of learning in order to motivate themselves to learn the 

subject.  

 

2. Reinforcement 

Reinforcement is a very necessary part of the teaching/learning process; through it, you encourage 

adapted, improved behaviour and performance.  
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• Positive reinforcement is normally used by candidate facilitator (learner)s who are teaching 

participants new skills. As the name implies, positive reinforcement is "good" and reinforces 

"good" (or positive) behaviour.  

• Negative reinforcement is normally used by candidate facilitator (learner)s teaching a new skill 

or new information. It is useful in trying to change behaviour. The result of negative 

reinforcement is extinction -- that is, the candidate facilitator (learner) uses negative 

reinforcement until the "bad" behaviour disappears, or it becomes extinct.  

 

3. Giving feedback 

When facilitating a session you need to give feedback which increases self-awareness and offers 

options and opportunities for change of behaviour. Feedback is a way of helping others to examine how 

well their behaviour matches their intentions, thereby keeping them on target to achieve their goals. 

Important: Feedback is about things / behaviour, which can be changed. 

When giving feedback: 

Preparation Think over carefully in advance what you want to say: 

• Feedback is only useful when it is helpful to the receiver.  

• Pause to examine the reason for giving feedback. 

• Feedback on one item at a time is enough. Set priorities.  

Content Feedback should act as a mirror, a clear report of what happened: 

• Be descriptive rather than evaluative. ‘I observed / noticed ....’ 

• Focus on the behaviour rather than the person. 

• Be specific, not general, quoting examples of behaviour. 

• Feedback should only be about things that can be changed. 

• It should always include positive suggestions for improvement. 

Timing Timing is important: 

• Feedback should be given immediately after the behaviour. 

• Don't save it up, especially negative feedback. 

• Give critical feedback not in front of others. 
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Giving 

feedback 

• Start with the positive, then give suggestions for improvement and end again with 

something positive (‘sandwich method’). 

• Check if your feedback is fully understood. 

• Explain what the observed behaviour / experiences do to you. 

• Ask if the receiver can do something with the feedback. 

• Both giver and receiver should have the opportunity to check the accuracy of the 

feedback. Is this impression shared by others? 

• Ask if the receiver needs any support from you or others. 

• Show respect. 

Tips for receiving feedback: 

• Control yourself, when giving a first reaction. Don’t be defensive. 

• Ask for clarification (examples of behaviour). 

• Ask for suggestions, what the feedback giver wants you to do more or less. 

• Decide for yourself if you agree or disagree with the feedback. 

• Check the feedback with others if you feel insecure about it. 

• Thank the person for the feedback. 

 

4. Retention  

Learners must retain information from learning events in order to benefit from the learning. Your job as 

a coach is not finished until you have assisted the learner in retaining the information. In order for 

learners to retain the information, they must see a meaning or purpose for that information. They must 

also understand and be able to interpret and apply the information. This understanding includes their 

ability to assign the correct degree of importance to the material.  

 

The amount of retention will be directly affected by the degree of original learning. Simply stated, if the 

learners did not learn the material well initially, they will not retain it well either.  

 

Retention by the learners is directly affected by their amount of practice during the learning. When 

training you should emphasise retention and application. After the learner demonstrates correct 

(desired) performance, they should be urged to practice to maintain the desired performance. 

Distributed practice is similar in effect to intermittent reinforcement.  
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5. Transference 

Transfer of learning is the result of training -- it is the ability to use the information taught but in a new 

setting. As with reinforcement, there are two types of transfer: positive and negative.  

• Positive transference, like positive reinforcement, occurs when the learner uses the behaviour 

taught. This results in a positive (desired) outcome.  

• Negative transference, again like negative reinforcement, occurs when the learner does not do 

what he/she is told not to do. Transference is most likely to occur in the following situations:  

o Association -learners can associate the new information with something that they 

already know.  

o Similarity - the information is similar to material that learners already know; that is, it 

revisits a logical framework or pattern.  

o Degree of original learning – learner’s degree of original learning was high.  

o Critical attribute element - the information learned contains elements that are 

extremely beneficial (critical) on the job.  

 

Although adult learning is relatively new as a field of study, it is just as substantial as traditional 

education and carries and potential for greater success. Of course, the heightened success requires a 

greater responsibility on the part of the facilitator. Additionally, the learners come to the learning event 

with precisely defined expectations. Unfortunately, there are barriers to their learning. The best 

motivators for adult learners are interest and selfish benefit. If they can be shown that the course 

benefits them pragmatically, they will perform better, and the benefits will be longer lasting.  

 

2.8.2 Facilitate the gathering of evidence for assessment purposes 

You need to facilitate the gathering of evidence for assessment purposes 

Do formative and summative assessments / evaluations 

 

Evaluations are normally divided into two broad categories: formative and summative.  

• Formative - Formative evaluation (sometimes referred to as internal) is a method of judging the 

worth of a programme while the programme activities are forming (in progress). This part of the 

evaluation focuses on the process.  

 

Formative evaluations are basically done on the fly. They permit the designers, learners, and 

instructors to monitor how well the instructional goals and objectives are being met. Its main purpose is 

to catch deficiencies so that the proper learning interventions can take place, which allows the learners 

to master the required skills and knowledge.  

 



US 117871 Facilitate learning using a variety of given methodologies  

  Page 157 of 183 

Formative evaluation is also useful in analysing learning materials, student learning and achievements, 

and teacher effectiveness.... Formative evaluation is primarily a building process which accumulates a 

series of components of new materials, skills, and problems into an ultimate meaningful whole. - Wally 

Guyot (1978) 

 

• Summative - The summative evaluation (sometimes referred to as external) is a method of 

judging the worth of a programme at the end of the programme activities (summation). The 

focus is on the outcome.  

 

All assessments can be summative (i.e., have the potential to serve a summative function), but only 

some have the additional capability of serving formative functions. - Scriven (1967)18  

 

The various instruments used to collect the data are questionnaires, surveys, interviews, observations, 

and testing. The model or methodology used to gather the data should be a specified step-by-step 

procedure. It should be carefully designed and executed to ensure the data is accurate and valid.  

 

Questionnaires are the least expensive procedure for external evaluations and can be used to collect 

large samples of graduate information. They should be trialled before using to ensure the recipients of 

the questionnaire understand their operation the way the designer intended. When designing 

questionnaires, keep in mind the most important feature is the guidance given for its completion. All 

instructions should be clearly stated...let nothing be taken for granted.  

 

2.8.3 Modifying the facilitation approach to address learner needs 

Make modifications, where necessary, to the facilitation approach to ensure the learners' needs are 

addressed: 

• Change the learning environment; 

• Change the mode of delivery; 

• Alter the tools and techniques being used; 

• Modify the timing (reduce or better pace the expectations and deliverables); 

• Add case studies, problem-based learning or means that will enable the learner(s) to tie activity 

and assessment to areas that may be of more interest to them; 

• Move more to a learner-centred model, or the reverse, add more facilitator-led instruction and 

guidance in areas where this is critically required; and 

 
18 Scriven, M. (1967). The methodology of evaluation. In R. W. Tyler, R. M. Gagne, & M. Scriven (Eds.), Perspectives of curriculum evaluation, 39-83. 

Chicago, IL: Rand McNal 
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• Incorporate collaborative learning approaches. 

 

2.8.4 Grouping individuals to meet their learning needs  

During facilitation of a learning activity / session, the candidate facilitator (learner) would group learners 

to meet their learning needs and ensure that these groupings are in line with the purpose of learning. 

 

Use the people potential performance model 

The people potential performance model can be used by the trainer/candidate facilitator (learner) to 

understand and accommodate different learners within the same training session. 

 

From: www.businessballs.com 

 

• Backbone learners - high performance low potential.  You need to:  

• Acknowledge effort and contribution. 

• Utilise as coaches and mentors. 

• Look for each person's hidden high potential, undiscovered passions, etc., and offer new 

challenges and responsibilities as appropriate, so these people too can be stars, to any 

extent they are comfortable. 

 

 

• Star learners - high performance high potential.  You need to:  

• Agree challenging stretching work, projects, career development, responsibilities, or these 

people are likely to leave. 

http://www.businessballs.com/
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• Give appropriately stretching coaching, mentoring, training. 

• Explore and encourage leadership and role-model opportunities, to set and raise standards 

of other staff. 

• Iceberg learners - low performance low potential. You need to: 

• Counsel, build trust, understand issues. 

• Identify hidden potential. 

• Facilitate more fitting roles, direction, purpose, opportunities, etc., linked with and perhaps 

dependent on performance improvement. 

• Failing this, assist or enable move out of organisation if best for all concerned. 

• Problem child learners - low performance high potential. You need to: 

• Confirm and acknowledge potential. 

• Counsel, build trust, understand issues. 

• Explore and agree ways to utilise and develop identified potential via fitting tasks and 

responsibilities, linked with and perhaps dependent on performance improvement. 

• Explore attachment to backbone or star mentors and coaches. 

Remember: 

A well-developed programme and training materials only partly guarantee the success of the training 

session. A more important role is played by the candidate facilitator (learner)'s ability to organise the 

process of education, such as: 

• to create a positive atmosphere,  

• to be in touch with the level of interest and the development of relationships between the 

participants,  

• to stimulate discussion,  

• to skilfully make transitions from one part of the training to another, and  

• Carry out the training in accordance with specified requirements, such as resource usage, 

health and safety requirements and organisational quality assurance requirements. 

 

In order to accomplish this task you need to pay attention to the following things: 

• Watch and work with the group dynamics 

• Create a favourable atmosphere and establish a rapport with the participants 

• Maintain the interest of the participants and raise the degree of absorption of knowledge during 

training 

• Work with different target groups 
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• Answer difficult questions 

• Be ready to extricate yourself from complicated situations and to deal with ‘difficult’ participants 

• Carry out the training in accordance with specified requirements, such as resource usage, 

health and safety requirements and organisational quality assurance requirements 

 

As we have seen in this module, the candidate facilitator (learner) has a major role to play in the 

learner’s learning.  The following table shows a summary of all the things that a candidate facilitator 

(learner) is expected to do in a facilitation session: 

Introduction Did the trainer introduce him/herself? Was he/she self-confident? 

Appearance Neat? Untidy? Identify with audience? 

Prepare a learning 

environment that is 

appropriate for 

effective learning 

Was the event structured to ensure individual or group learning? Was 

attention held throughout the presentation? 

Outcomes explained 

Clarify outcomes of the learning activity by, e.g. stating the outcomes clearly? 

Was it clear, relevant, meaningful? Did the outcomes comply with all the 

requirements? 

Structure of 

introduction 

Did the trainer link previous knowledge with new knowledge? Did the trainer 

give the advantages and value of the lesson in order to motivate the 

learners? 

Structure of 

main/middle 

Was the presentation/content logical and systematic? Did the trainer use 

examples/anecdotes to illustrate the learning content? Did the trainer 

emphasise/repeat important facts? 

Definitions/abbreviati

ons/factually 

correct/language 

level 

Did the trainer explain abbreviations? Did the learners understand all 

definitions? Was the information valid and reliable? Did the trainer use 

language applicable to the level of the learners? 

Instructions Were the instructions given clearly? 

Eye contact Did the trainer make eye contact with all the learners in the class? 

Voice projection 
Could everybody hear the trainer? Was the articulation and intonation 

satisfactory? Was the tempo acceptable? 

Gestures/body 

language 

Did the trainer have self-confidence? Did the trainer use facial expressions/ 

gestures to enhance the content? Did he/she move around? 
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Habits Were there any disturbing/irritating habits/mannerisms? 

Understanding/knowl

edge 

Does the trainer know his/her subject? Did the trainer convey the content in 

such a way that the learners understood it? 

Encourage dialogue 

between learners and 

learners; and learners 

and practitioner 

Did the trainer involve all the learners? Were the learners involved actively 

enough? 

Reinforcement/repetit

ion 

Did the trainer repeat/emphasise important facts? Did the trainer reinforce the 

content by repetition, tone of voice, gestures, etc.? 

Association Did the trainer give examples from the “real world”? 

Training methods and 

aids 

Did the trainer use various training methods? Were they used correctly? Did 

the trainer apply training methods creatively? Were the training aids 

appropriate? Were they used correctly? 

Implement the 

learning activities 

Set the tasks and activities for individual and/or group learning? Encourage 

an open, interactive and participatory approach within the learning situation? 

Monitor the learners’ progress? Manage the learning activity? Create 

opportunities to apply new knowledge? 

Enthusiasm Was the trainer lively and interesting? 

Questioning 

techniques 

Were the questions clear? Formulated correctly? Properly timed and spaced? 

Well aimed? Was opportunity provided for answers? Did the trainer handle 

the answers effectively? 

Assess the learning Were the objectives/aims achieved? Were the objectives tested? 

Structure of 

Conclusion 

Did the trainer summarise the content? Did the trainer restate and test the 

objectives? Did the trainer give opportunities for questions? Did he/she repeat 

all the important facts? 

Consolidate the 

learning activity 

Encourage learners to provide feedback and reinforce learning through 

activities such as summarising and reaching consensus? Did the trainer 

evaluate continuously? Did the trainer give feedback to the learners? Did the 

learner get the opportunity to give feedback to the trainer? 

Preparation 
Was a lesson plan drawn up? Was the trainer creative? Was he/she well-

prepared? 

Use of time Did the trainer keep to the allocated time? 
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Remember: 

what you hear - you forget 

what you see - you remember 

what you do - you can replicate 

 

Many of the principles of participatory training draw on theories of adult learning. Adults learn more by 

doing, than by listening. Adult learning theory stresses that adult learners need opportunities to think, to 

understand, and to apply: 

• To learn by thinking, learners need to have responsibility to work out their own conclusions 

• To learn by understanding, learners need to relate the learning experience to their own 

values, beliefs, and previous experiences. 

• To learn by applying, learners need to use and test new skills and receive feedback on their 

performance. 

Learning is accompanied by change - changes in behaviour, knowledge, understanding, skills, 

interests, values, awareness, and attitudes. To facilitate these changes in adult learners, experiential 

activities, during which participants work out their own conclusions, are more effective than lectures. 

Thus, participatory workshop trainers need to match learning activities with learning outcomes. Good 

training courses include a broad variety of learning activities, including presentations, games, and role 

play, each with its merits and uses. 

Activity 14 

Why is it important for the candidate facilitator (learner) to monitor learner progress throughout the 

training engagement? 

 

 
PRACTICAL TASK 2: Experiential Learning 
Present the effective communication skills training that you planned in section 1. The presentation must 

be done in front of the class. In your presentation ensure that; 

• Learning environment and training approach is appropriate. 

• Group dynamics are managed 

• Questioning techniques are used in appropriate contexts. 

• Relationship is established and maintained with all learners. 

• Body language is used appropriately. 
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PRESENTATION CLIP ANALYSIS 
 
Your programme facilitator shall play the following clip. 
 
http://www.youtube.com/watch?v=uS_dygamfXU 
 
 

I. Comment on the preparation and planning of the facilitator. 

II. Identify the facilitation techniques and methods used by the facilitator. 

III. How does the facilitator manage group dynamics. 

IV. Comment on how the facilitator engages the learners in the presentation. 

 

 

 
 

 

 

http://www.youtube.com/watch?v=uS_dygamfXU
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SECTION 3: EVALUATION OF LEARNING AND 

FACILITATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 
On completion of this section you will be able evaluate learning and 

facilitation.  

 

Assessment Criteria  

On completion of this section you will be able to: 

❖ Learner and stakeholder feedback on facilitated learning is 

sought and critically analyzed against review criteria. (SO 3, AC 

1) 

❖ The review reveals strengths and weaknesses of the planning, 

preparation and facilitation of learning.   (SO 3, AC 2) 

❖ Review includes useful recommendations for improvement in 

future interventions, including the possibility of remedial actions.  

(SO 3, AC 3) 
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3.1 INTRODUCTION 

Monitoring and evaluation techniques are an important and vital part of any successful and 

professionally conducted training workshop: 

• Monitoring a training workshop means to constantly observe and analyse what is happening 

during the workshop in terms of learning and social processes. This is vital in order to be able to 

react and adapt as early as possible to tensions or problems. It can also be used to become 

aware of particularly successful phases in the workshop, where the mood and learning 

processes are especially good in order to replicate them in the future. 

• Evaluation is an activity which is carried out ‘ex post facto’, after the event. It can help to 

establish: 

o What was good or bad within the workshop (for example, your performance as candidate 

facilitator (learner), the topics discussed the atmosphere, etc). 

o An analysis of why it turned out as it did. 

o Conclusions about what has been learned and how it can be applied in future work. 

Monitoring and evaluation tools help candidate facilitator (learner)s to constantly check and adapt: 

• whether the training meets the needs of the participants  

• whether the mood of the learners is conducive to a positive a learning process  

The earlier you know whether or not your training is what the participant are hoping, the better your 

chances of reacting to the situation and adapting the training context accordingly 

Furthermore, the feedback from learners can be a precious source of information to improve your own 

capacities as a candidate facilitator (learner). If you receive critical remarks, try to avoid taking a 

defensive, offended stance. Deal with these comments openly and honestly. You will find, in most 

cases, that the feedback you received was right-to-the-point, and offers you the chance to learn from 

your mistakes. 

 

When reviewing training and development, two main areas need to be reviewed: 

• Performance of the learner 

• Outcomes achieved by the training intervention 
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Performance of the learner 

Assessing the performance of the individual or team after training ensures that: 

• The organisation has achieved its goal  

• The learner has achieved his/her goal 

• The training intervention goal has been achieved 

It is possible to observe and assess the work performance of teams and individuals against the 

workplace requirements and the learning objectives of the planned training intervention. 

 

3.1.1 Methods for evaluating learning and facilitation 

We will explore the methods for evaluating learning and facilitation: 

 

Training programme evaluation 

Training programme evaluation is the science of evaluating the impact of interventions and changes: 

• Clarity - Is this programme designed right, is it practical, can it be implemented? 

• Concurrent - Can this programme be rolled out correctly; are all sites and beneficiaries 

receiving the same quality of intervention? 

• Summative - Has this programme achieved what it set out to do, how has the programme 

resulted in specific changes? 

 

Evaluate the effectiveness of the training at a specific later date to ensure management and learners 

are satisfied with the outcomes of the training interventions and the use of the newly learnt skills by the 

individual or the team, by: 

• Evaluating the learning interventions implemented against the learning plan that you created 

after the training needs assessment and analysis. 

• Evaluating the learning interventions that have been implemented against the training and 

development plan (learning plan), that was created after reaching agreement as to the training 

needs that were identified for the individual or team.  

• Using the feedback received during performance feedback sessions to identify the levels of 

productivity and effectiveness of the individual or team at using the newly learnt skills 

(knowledge). 

 

3.1.2 Evaluation Strategies 

There are a several levels of evaluation strategies that can be employed to evaluate the training / 

learning event. In order to select the most appropriate strategy you need to know what you want to 
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measure. When evaluating the training event, you can choose to evaluate the content, and/or the 

teaching strategies. 

 

Originally devised for use in the training and development field, Kirkpatrick’s (1994) model consists of 

four levels of evaluation. The following table provides a description of each of Kirkpatrick’s levels, 

“intangible areas” for evaluation and specific strategies for each level. 

 

Levels of Evaluation and Strategies for Measurement19 

 

Level of 

evaluation 
Description Strategies for measurement 

1  

Reaction  

Participant satisfaction with 

the programme and 

associated processes 

Standard feedback questionnaires such as 

end-of-course evaluation 

Participation/attendance records 

2  

Learning 

Focus is on measuring the 

change in knowledge, 

skills, and attitudes. 

Directly related to learning 

goals. 

Pre-post tests 

Formal exams 

Written assignments 

Demonstration of required skills 

Self-assessment for the learner  

End-of-course evaluation 

Peer assessment of the learner 

3  

Application 

Focus is on the degree of 

application into practice; 

change in practice in the 

actual practice setting; 

sustainability measured 

over time. 

Direct observation 

Workplace decision-making 

Workplace pre-conference – degree of care 

planning 

Workplace post-conference discussion 

regarding patient care and related decision 

making 

Workplace functioning – ability to apply 

learning to various scenarios 

Follow-up surveys of the learning event 

(usually at 3, 6, and 12 months post) 

4  

Business 

impact 

Focus is on measuring the 

outcomes (positive and 

negative) on the overall 

programme and/or 

Pre-post test/survey results 

Industry specific seta evaluations 

 
19 Kirkpatrick, D. L. (1994). Evaluating training programs: The four levels. San Francisco, CA 
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organisation 

5  

Intangible 

Focus is on the outcomes 

that cannot be easily 

converted into quantitative 

figures – although some 

can still be “measured” and 

monitored. 

Intangible outcomes can 

be used to support the 

benefits of the programme 

/ initiative. 

Examples of intangible outcomes include: 

Supportive work climate 

Innovation 

Teamwork 

Improved communication 

Commitment 

Satisfaction 

Decreased complaints / grievances 

Decisiveness 
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3.2 COLLECTING LEARNER AND STAKEHOLDER FEEDBACK (SO3, AC 1) 

As the candidate facilitator (learner), you need to seek learner and stakeholder feedback on facilitated 

learning. We saw that you can use evaluation forms to collect feedback and analyse responses to 

determine the success of the facilitation. The feedback received: 

• shows you how to improve your performance 

• sets goals for you, and  

• helps you to assess your effectiveness and take actions related to your methods and 

facilitation approach 

There are three main aspects of evaluation  

1. Course evaluation 

2. Trainer evaluation (self-evaluation) 

3. Feedback from other stakeholders 

 

1. Guidelines for course evaluation: 

Course evaluation questionnaires:  

• Determine what you want to find out 

• Use a written comment sheet covering the steps above 

• Obtain honest reactions by making the form anonymous 

• Allow trainees to write additional comments not covered by questions 

Course evaluation would include evaluating: 

• Evaluating reaction  

o How well did the trainees enjoy the session(s)/course?  

o Find out how well the trainees liked a particular training session or sessions or the 

course as a whole  

o Does not include measurement of learning 

• Evaluating learning  

o What principles, facts and techniques were learned?  

o Written test questions, oral test questions, skill tests 

o Avoid questions like "Have you learned anything?" 

• Evaluating behaviour  

o What changes in job behaviour resulted from the training?  
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o Best evaluated through appraisal by on-the-job supervisors 

o Remember: good trainers have on-the-job experience; they know the best way of doing 

things 

• Evaluating results  

o What were the tangible results of the training in terms of improved job performance?  

o Some types of training results are easily measured (e.g. typing) 

o Others are not easily measured (where management and attitudes are involved) 

 

2. Guidelines for trainer evaluation: 

Trainer self-assessment questionnaire for use before the session:  

o Preparation  

▪ Do the notes show clearly the limited, definite scope of this training session?  

▪ Is my session planned to enable my specific purpose to be fully accomplished?  

▪ Have I allowed for an adequate introduction; a presentation with participant activity; 

and a recapitulation which will clinch the chief points?  

▪ Have I arranged for all necessary equipment/materials and teaching aids? 

o Introduction  

▪ Will this step excite the interest of the trainees from the start - is it original or linked 

strongly with an emotion-stirring activity, or some matter of topical or personal 

interest?  

▪ Will it pave the way for what is to follow so that the presentation will not discourage 

or bore by excessive difficulty?  

▪ Will it provoke curiosity and interest for what is to come, generating a need which will 

be satisfied?  

▪ Does it provide adequate revision of what has gone before? 

o Body  

▪ Is the instruction broken up into steps of reasonable length?  

▪ Will each step offer maximum trainee participation and activity?  

▪ Will each step win trainee interest and attention?  

▪ Will each step offer some way of evaluating the trainees' comprehension before the 

next step is undertaken?  

▪ If there is a written exercise to be done, have I something useful ready to occupy the 

quicker trainees so that slower ones may finish comfortably?  
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▪ Is there adequate provision for holding the interest of the strongest trainees and 

giving them worthwhile activity?  

▪ Have I allowed for a period of relief for trainees and myself after a period of intense 

concentrated work? 

o Conclusion  

▪ Will this step adequately recall and test the vital points of the session? 

▪ Have I timed my session so that there is time for this important step? 

o General  

▪ How will the arrangement of any visual aids fit in with my use of the other 

equipment? 

▪ Are there any other aids that will assist me?  

▪ What rabbits have I ready to pull out of a hat if interest flags?  

▪ Have I taken into consideration the intellectual level of the group, the time of day the 

session will take place and interruptions?  

▪ Have I thought out how this session will fit into the general syllabus for the group?  

▪ Am I sure of the correct pronunciation of unusual words that I will be using during the 

lesson?  

▪ Am I sure of my subject-matter and of the correctness of the questions I intend to 

use?  

▪ Am I sufficiently familiar with my questions and steps to be able to carry on the 

session at maximum effective speed without allowing the thin edge of the wedge of 

inattention to be inserted? 

Trainer self-assessment questionnaire for use after the session  

o Voice  

▪ Was my voice clearly audible in all parts of room? 

▪ Was it restrained enough not to irritate trainees or disturb other session leaders? 

▪ Did I vary the speed, pitch, volume and tone so as to give maximum interest to 

whatever I said? 

o Manner  

▪ Was my manner reasonable, brisk and alert? 

▪ Did I sincerely convey a sense of earnestness and enthusiasm for what I was 

instructing? 

▪ Was my manner reasonably pleasant and general without being affectedly so? 

o Group management  
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▪ Did I get off to a clean brisk start, stimulating the group from the beginning?  

▪ Did I stand in such a position that I could be seen and heard by all trainees?  

▪ Did I keep all trainees under my eye and control whenever necessary?  

▪ Did I take steps to see that no trainee disturbed the work of the group or failed to 

take adequate part in the session?  

▪ Did I see that at the beginning of the lesson the floor and chalkboards were clean, 

the desks in order, the windows open and the class settled and ready?  

▪ Did I have the trainees pulling with or against me?  

▪ Did I refuse to be side-tracked? 

o Questioning  

▪ Were my questions audible to all trainees?  

▪ Were most questions easy enough for all trainees to be able to attempt an answer?  

▪ Were there some particularly stimulating questions?  

▪ Where the response to a question was unsatisfactory, did I take measures to 

improve the response (e.g. reframing the question) rather than waste a good 

question by immediately giving an answer?  

▪ Did my questions follow rapidly without hesitation and uncertainty?  

▪ Did I insist on answers being given loudly and clearly?  

▪ Did I refrain from unnecessarily repeating answers?  

▪ Did I distribute questions widely, encouraging weak trainees? 

o General  

▪ Did I cover the steps of my session adequately? 

▪ Was my recapitulation or other final step unhurried? 

▪ Did I maintain my aim throughout the session? 

▪ Did I keep as far as possible to the plan of my lesson? 

▪ Did my trainees and I enjoy the session? 

▪ What did the trainees gain from this session? 

▪ What have I learned by leading this session? 
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3. Guidelines for getting feedback from stakeholders: 

For effective training and learning evaluation, the principal questions should be: 

• To what extent were the identified training needs objectives achieved by the programme? 

• To what extent were the learners' objectives achieved?  

• What specifically did the learners learn or be usefully reminded of?  

• What commitment have the learners made about the learning they are going to implement on 

their return to work? 

And back at work:  

• How successful were the trainees in implementing their action plans?  

• To what extent were they supported in this by their line managers? 

• To what extent has the action listed above achieved a Return on Investment (ROI) for the 

organization, either in terms of identified objectives satisfaction or, where possible, a monetary 

assessment.  

Once you have received the learner and stakeholder feedback from your course evaluation sheets, 

questionnaires, etc., you need to critically analyse it against the review criteria set earlier in this process 

(see 1.9). 
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An evaluation form like the one below can be used and once filled in, can serve as a record of a 

facilitation session and the learners’ responses and recommendations as well as the training provider 

(facilitator) responses and planning items: 

 

SAMPLE: TRAINING EVALUATION FORM 
 
Your feedback will assist us to evaluate seminars and trainers  
 

COURSE / PARTICIPANT DETAILS: 
 

Session Title:    

Session Date:  

Presenter(s)/Facilitator(s):  

  

Participant Name (Optional): 
 
 

Dept/Faculty/Division or 
Organisation: 

 
 

Organisation Name:  

 

SECTION ONE: 
 

Using the rating scale below, please indicate the level of your agreement with the following statements about the 
information session you have attended. 
 

1 = Very Poor 2 = Poor 3 = Adequate 4 = Good 5 = Excellent N/A = Not Applicable 
 

 1 2 3 4 5 N/A Comment(s) 
        

The session overall was: 
 
 

       

        

The extent to which the session 
met my expectations was: 
 

       

        

The relevance of the session to my 
current position and duties was:    
     

       

        

The potential of the session to 
assist my future career 
development is: 

       

        

The presenter / facilitator was: 
 
 

       

        

The structure of the session was: 
        
 

       

        

The amount of information was:  
 
 

       

        

The clarity of the information was: 
 
 

       

        

The pace of the session was: 
 
 

       

        

The opportunities provided for 
interaction and participation were: 
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SECTION TWO: 
 

 
 
What knowledge and/or skills did 
you gain from the session? 
 
 
 
 
 
 
 
 

 

  

 
 
What part(s) of the session did 
you find most useful? 
 
 
 
 
 
 
 
 

 

  

 
 
How could the session be 
improved? 
 
 
 
 
 
 
 
 

 

  

 
 
Would you recommend this 
session to others? Please give 
reasons. 
 
 
 
 
 

 
 

  

Additional comments: 

 
 
 
 
 
 
 
 
 
 
 

 
Thank you for taking the time to complete this form. Your feedback and comment(s) are important to our 

organisation 
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Activity 15 

How can a candidate facilitator (learner) collect feedback from learners and stakeholders after a 

training engagement. 
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3.3 ROLE OF THE REVIEW IN IDENTIFYING STRENGTHS AND WEAKNESSES IN PLANNING, 

PREPARATION AND FACILITATION (SO3, AC 2) 

In doing the review, you need to ensure that the review reveals strengths and weaknesses of the: 

• planning of learning,  

• preparation of learning, and  

• facilitation of learning 

 

Why do training and development interventions fail? 

• The intervention is inappropriate - not addressing the real problem 

• Implementation is poor - poor quality delivery 

• Not all members of the target group receive the intervention as planned OR not all members 

receive the same intervention - inadequate coverage or lack of standardisation 

• Implementation is insufficient - diluted intervention or insufficient dosage 

• The target group is not receptive - lack of minimum necessary conditions for change 

 

But the greatest cause of intervention failure is poor initial conceptualisation: 

• Poor analysis of problem 

• Lack of clear objectives 

• Poor implementation design and poor planning 

• Lack of clear metrics to measure changes 

 

Doing a Critical Self-Assessment 

It is an excellent habit to make notes on your performance as soon as possible so you can improve 

next time. Analyse the good and bad points by reviewing each session thoroughly. How could it be 

done better next time? How accurate was the time-keeping? Were you able to maintain the interest of 

the learners? 

Focus in particular on the weak points of your performance. It is from mistakes that we can learn most. 

Why did some parts not work well? Would a change of style or substance have helped? Were you 

responding to the participants’ needs? Or were there peculiar conditions or factors involved? Think 

carefully about the detail. Your audience was learning from you; and you can now learn from them how 

to do an even better job next time. 

Make a list of the things you know you do not do well. This is not easy. For many people, it is easier to 

focus only what went well. Did you, for example: 
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• Make sure that you did not mumble to yourself? 

• Preach too much? 

• Allow sufficient time for questions to be raised? 

• Show too much material on overhead transparencies? 

• Include too many games/exercises/practical sessions at the cost of reflection and discussion? 

• Become irritated with the organisers before the session started because of the bad room, lack of 

chalk, broken slide projector, etc.? 

• Show too many slides? 

• Talk too long and too quickly? 

• Try to make the breaks too short? 

A good way to learn from your learners is to ask them to evaluate you. This can be done formally with a 

written evaluation of their overall training experience. Do not ask more than one or two pages of 

questions. You could ask them specific questions about the content and organisation of the overall 

workshop, relevance of the content for their work, the trainer’s style and preparedness and the logistical 

arrangements and adequacy of the venue. 

Another way to evaluate a workshop would be to ask them to comment on each of the major sessions 

in terms of its organisation, content and style. Still another approach would be to ask open questions: 

• "What did you find most useful about the training? 

• What did you dislike about it? 

• If you were organising a training of this kind, then what would you do differently? 

• What would you do the same way?" 

You may also want to leave space for any additional comments people would like to make. 

However you structure the evaluation form, ensure that you leave sufficient time for the participants to 

consider and respond to the questions. It is generally advisable to distribute the forms a day or two 

before the end of training. If you wait until the very end, the responses will be hastily written and less 

thoughtful. Ask them to fill it in the forms before they leave, otherwise you may never see their 

comments. 

Remember that only you and a selected group of other people (typically the organisers) will have the 

opportunity to read the written evaluations once they have been completed. Therefore, in addition to 

asking the learners to complete a formal evaluation, you may want to set aside time for an informal 

plenary discussion to receive comments about any aspect of the training. This gives each person the 

opportunity to express his or her views, whether positive or negative, so that the other participants can 
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hear them. This need not take more than 20 minutes, but it is advisable to leave some time for a free-

ranging evaluation. 

Another way to make evaluations is through public exhibitions. You can prepare a set of questions, 

written up on a chart and stuck up on a wall. Each participant then enters his/her comments under the 

appropriate question. These questions are useful for rapid feedback: 

• Which of your expectations or fears were met?  

• What did you find most useful?  

• What did you find least useful?  

• How could this be done better another time?  

• How will you use participatory methods in your work?  

Reviewing training is important because: 

It provides information which can be used to improve planned learning, making it more effective in 

meeting needs, solving performance problems and anticipating opportunities for improvement. 

It sheds light on various problems and problem areas stemming from lack of individual knowledge or 

skills and from other causes. 

It points out the results of training interventions, demonstrating how effective and efficient they are. 

It stimulates improvement and provides feedback which can lead to growth and the maintenance of 

sound quality assurance. 

 

But identifying strengths, weaknesses is not the most important step – you also need to do something 

with the information. It is only by focusing on strengths and eliminating weaknesses that you can 

improve.  

The following template can be used as a guideline for doing a strengths and weaknesses analysis, 

based on the feedback that you received: 

Review criteria Strengths  Weaknesses  Recommendations  
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Example specific to this skills programme: 

Review criteria Strengths  Weaknesses  Recommendations  

Determine the 

learning needs of 

learners and 

identify the key 

elements of 

learning required to 

achieve defined 

outcomes.  

Learning needs 

were correctly 

Identified 

  

Cater for the needs 

of learners and 

stakeholders 

 

The venue was not 

suitable for the 2 x 

disabled learners in 

Wheelchairs 

Select suitable venue 

Arrange 

Resources, 

locations, and 

personnel to suit 

intended delivery 

All logistical 

arrangements was 

well prepared 

No enough space 

at the training 

venue 

 

Prepare learning 

material that 

supports the 

purpose of the 

facilitation activities 

and the agreed 

outcomes 

Learning material 

well prepared 

Not all learner 

received learner 

guides on the first 

day 

Learner totals must be confirmed 2 x 

weeks in advanced 

Select appropriate 

facilitation methods 

that meet learner 

needs and the 

agreed learning 

outcomes 

Facilitation 

methods were 

suitable to the 

target audience 

level and expertise 

Make an interpreter 

available 
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Review criteria Strengths  Weaknesses  Recommendations  

Prepare according 

to the facilitation 

process to ensure 

the facilitator is 

ready to implement 

the process 

Facilitator was 

prepared according 

the facilitation 

process 

The facilitator did 

not make use of 

effective colours in 

slide presentation 

as the venue was 

open and could not 

be darkened 

enough for 

computer 

presentations 

Check venue at least 2 days before 

learning and conduct dry runs with 

Power Point presentation. 

Arrange the 

learning 

environment 

Learning 

environment 

adhered to OHS 

The training room 

was too small to be 

conducive to 

effective class 

room layouts and 

group discussion 

Too many learners reported for the 

course than initial planned figures. 

Admin to make sure this does not 

happen again or learners will be 

turned away. 

 

 

 

Activity 16 

How does feedback from learners and stakeholders assist the candidate facilitator (learner) in 

improving his/her facilitation skills? 
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3.4 USING USEFUL RECOMMENDATIONS FOR FUTURE IMPROVEMENTS (SO3, AC 3) 

When doing the review of the learning intervention, you need to also identify: 

• useful recommendations for improvement in future interventions 

• the possibility of remedial actions 

 

Evaluation is the systematic determination of merit, worth and significance of a learning or training 

process by using criteria against a set of standards.  

 

Evaluation helps to determine the value and effectiveness of a learning program. It uses assessment 

and validation tools to provide data for the evaluation. Assessment is the measurement of the practical 

results of the training in the work environment; while validation determines if the objectives of the 

training goal were met.  

 

Bramley and Newby20 identified five main purposes of evaluation:  

• Feedback - Linking learning outcomes to objectives and providing a form of quality control. 

• Control - Making links from training to organisational activities and to consider cost 

effectiveness. 

• Research - Determining the relationships between learning, training, and the transfer of training 

to the job. 

• Intervention - The results of the evaluation influence the context in which it is occurring. 

• Power games - Manipulating evaluative data for organisational politics. 

 

The primary purpose is to ensure that the stated goals of the learning process will actually meet a 

required business need:  

• Analysis: Is the performance problem a training problem? How will implementing a learning 

platform positively impact a business need or goal? What must the learners be able to do in 

order to ensure the required change in performance? 

• Design: What must be learned by the learners that will enable them to fulfil the required 

business need or goal 

• Development: What activities will best bring about the required performance? 

• Implementation: Have the learners now become performers (have the skills and knowledge to 

perform the required tasks)? 

 
20 Bramley, P. & Newby, A. C. (1984). The Evaluation Of Training Part I: Clarifying The Concept. Journal of European & Industrial Training, 8,6, 10-16. 
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It is also taken one step further by ensuring the learners can actually meet the new performance 

standards once they have completed their training and returned to their jobs, and secondly, ensuring 

that the business need or goal is actually being met. 

 

Activity 17 

Identify the five purposes of an evaluation within the context of facilitation. 

 

PRACTICAL TASK 

 

Allow your participants to evaluate the training.  

I. Distribute the evaluation forms to all participants inorder to get their feedback. 

II. Allow your colleagues and facilitator to make comments about your planning, and the 

management of the facilitation process. 

 

 


