Training on Facilitation Skills

07- 11 July 2014
Boualapha District, Khammouane Province
Implemented by: Enterprise and Development Consultants Co., Ltd
Supported by: Integrated Natural Conservation and Sustainable Management of
Resources in the Hin Nam No Project

I.

INTRODUCTION

The Integrated Natural Conservation and Sustainable Management of Resources in
Hin Nam No Project is promoting the co-management of Hin Nam No National
Protected Area. This co-management approach requires strong participation from
community living surrounding Hin Nam No NPA. It is required the DoNRE’s staff
who work on this project to be able to involve community participation. Therefore
facilitation skills are crucial for the staff as their role should be more of facilitators
rather than implementers.
Thus the project contracted Enterprise & Development Consultants Co., Ltd to
conduct training on “Training on Facilitation Skills” for DoNRE’s staff, who are
project’s counterparts. This report documents the training on “Training on
Facilitation skills”. The training was conducted during 07 to 11 July 2014 at the
meeting room of the project in Boualapha district, Khammouane province.
The overall objective of this training workshop program is to enable the participants
to acquire knowledge, skills and techniques necessary to conduct a successful
training/facilitation workshop.
The specific objectives of this training are that: at the end of the program the
participants would:
 Increase understanding about roles of trainer and facilitator; and
 Be able to apply communication skills, methods, tools and techniques
appropriately for the target participants and contexts they are working in.

II. PARTICIPANT PROFILE
There are 11 participants in this training, three out of which are females. They are
all staff of DoNRE of Boulapha district. In fact, almost all of them are still volunteers,
who are working in DoNRE, waiting for quota to become government staff. Among
them, only one participant is government officer. The list of participants is in Annex
1. Three or about 27 % of participants have some experiences conducting training
and being MC. Majority has involved in community awareness raising campaign.
Few participants have limited experience being on plenary. These only have some
experiences working with community. In sum, many participants have experiences
in giving speech/presentations in events with community, office meeting and
workshop. However, almost none have experiences being facilitator as such.

III. WORKSHOP IMPLEMENTATION
After the official opening remark of Mr. Bouakeo Soulivong – DoNRE’s Deputy
Director and Mr. Joost Foppes, the training started with the participant introduction
and presentation of the training agenda. The training divides into 2 parts, namely (1)
content inputs about facilitation skills and (2) actual practice facilitation skills. The
actual agenda is in Annex 2.
Different training methods such as presentation, demonstration, group work, roleplay are applied to create a good learning atmosphere and maximize the exchange
of experience and opinions among participants.
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Part 1: Content inputs on facilitation skills
From Day 1 to Day 4 the participants start to learn a new skill called meeting or
group facilitation. The differences between the roles and tasks of a trainer and a
facilitator are also raised. The session consists of 2 stages in facilitation, which is
the preparation stage and the actual facilitation. The preparation stage covers
understanding the meeting objectives, preparing the agenda, methods and process,
arranging seating and logistic to ensure that the meeting process goes smoothly.
In the actual facilitation stage, the participants practice several skills that are
essential for a facilitator such as color card clustering, announcing, questioning and
summarizing a session. In this training the strong emphasis was given to the
facilitation methods. The participants learned different methods not only in theory,
but they were given tasks to practice using the taught methods. They learned and
practice five main methods, namely presentation, brainstorming, plenary discussion,
group discussion and market place/information market. One of the interesting
outcomes of sessions on how to use different methods in facilitation was the result
of brainstorming and group discussion sessions. During these sessions, the
participants discussed about “what problems they encountered when organizing
and facilitation a workshop? And reason why?” They brainstormed all the problems
and causes. Then they clustered them into groups. After that they discussed in
groups about “how to solve these problems and improve?” At the end they came up
with list of things that they need to prepare well before conducting a training or
facilitating a workshop. The list is shown below:
What to prepare before a training/workshop?
The participants also learn how to
prepare and use different types of
visual aids. The trainer presented
principles for preparing and how to
use visual aids (flipchart, white
board, pin board, color cards, etc.
After that the participants were asked
to practice using them.

1.
2.
3.
4.
5.
6.
7.
8.

Topic
Budget
Contact trainer/guest speaker
Define time, duration and venue
Prepare invitation
Prepare equipment, vehicle
Prepare handouts
Distribute invitation, follow up and get
confirmation
Prepare venue

9.
To prepare participants for different
training or meeting or workshop
situation, the trainers introduced
some techniques for attracting participant’s attentions, enhancing understanding
and handling difficult types of participants and difficult situation. The trainers also
discussed with them about things that a facilitator should avoid when facilitating a
workshop.

In the afternoon of day 4, the participants are divided into pairs and one group of 3
mixed between participants with some experiences and those with little experience
to prepare for practice.
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Part 2: Practice
There were two rounds of practice that the participants undergone. First practice
was at the start of the training. It served as pre-test. It helped trainers to learn about
level of participant’s facilitation/training skills level. The participants were divided
into pairs and a group of three. Each team selected topic of their interests and
mostly from their technical field of work. The list of teams and topics are in table 1
below:
Table 1: List of teams and topic for Practice 1

NO.
1.

Teams
Khamphao and Somphoumy

2.

Maek and Sengmany

3.

Chanthavisouk and Mikta

4.

Siphanom and On

5.

Khamla, Sisomphone
Khouanta

and

Topic
Meeting in Nongping village to discuss about Tourism
service groups improvement
Awareness raising campaign on National Tree Plantation
st
day (1 June)
Awareness raising campaign about “Preservation of Forest
resources, aquatic animal and wild life”.
Meeting for selection of model family for raising fish in
remnant pond of UXO
Training on how to use data collection form for patrolling
teams

During practice 1, although the instruction was given as such that the participant’s
teams perform as real as in actual situation in the village, but all teams merely gave
presentation. They just presented about the workshop/campaign that did or could
have done, describing the process. During the performance of each team, the other
participants were given tasks to observe and assess. The average results of peer
assessment are summarized in figure 1 below. As can be observed from figure 1
below, majority of participants had clear explanation and delivered precise contents.
Figure 1: Average performance of participants during Practice 1
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Day 5 was mainly allocated for practice 2. The same teams of participants who
performed during practice 1 were again assigned to perform again at the end of the
course, which was called practice 2. It was planned to conduct practice 2 at the
village. However, due to time limitation and difficult arrangement during rainy
season, the practice 2 was conducted in class. To create real atmosphere, the
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trainers set the science of Nongping village. Each team was assigned to facilitate
30-minute session. For this round of practice 2, they were given specific method to
use for facilitating their session. Although, they were free to choose topic that they
think would be suitable for the given method. The list of team, method that they
used and topic of their session are summarized in table 2 below.
Table 2: List of team, method and topic for Practice 2

NO.
1.

Teams
Khamphao and Somphoumy

Method used
Brainstorming

2.

Maek and Sengmany

Group work

3.

Chanthavisouk and Mikta

Plenary discussion

4.

Siphanom and On

5.

Khamla, Sisomphone
Khouanta

Market
place/Information
market
Brainstorming

and

Topic
How to improve tourism services in
the Xebangfai cave, Ban Nongping
Awareness
raising
about
preservation of natural resources
Resolution of conflicts within the
area of Xebangfai caves
Income from tourism and from NTFP
How to solve problem of illegal
fishing in the preserved part of
Xebangfai river, Ban Nongping

In general, all five teams performed relatively well. Many participants seem more
confident at the second round. The figure 2 shows that the participants performed
better during Practice 2 in almost all aspect. The only area that did not seem to
improve was achievement of objectives. That could be because during Practice 2,
participants used participatory method for facilitating their session. It requires more
time. Some teams did not complete the whole process as planned. The significant
improvement could be observed in the participant’s manners (including “movement”,
“eye contacts”, “use of hands”, “gestures”) and their speech (“voice projection and
tone”. They also improved in providing “precise contents”.
Figure 2: Comparison between average performance of participants during Practice 1 and 2
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Practice 1
Practice 2

After each round of practice feedback was provided and discussed. The areas that
they still need to further improve were, for instance:
- Having appropriate amount of contents for given time limits, which means
good design of sessions;
- New facilitators need to practice more. They need to study the contents of
the session very well and obtain handful of related information. This will
enable them to explain more clearly, feel more confident and able to answer
participant’s questions.
- Practice more how to use methods and related skills, such as questioning
skills, paraphrasing, summarizing and how to involve more participation and
handle different types (difficult types) of participants. The new trainers need
to practice how to cluster cards into groups. They need to also practice how
to give proper instructions when using small group discussion methods.
- There are few participants who are new and still not confident even to give
presentation (Mikta, Khouanta). For them, they still need to practice more in
giving presentation until they are more confident and start leading other more
participatory sessions. More coaching is needed for these.
IV. WORKSHOP EVALUATION
At the end of the training, the participants are invited to give their assessment on
the different aspects of training namely training content, methods,
equipment/training room, lunch/snack, trainers, training activities and handouts.
Table 3: Results of End-Of-Training Evaluation

Training aspects

Level of satisfactions

- Contents


8


1

- Methods
- Equipment and training room

9
8

1

- Lunch/coffee break

6

3

- Trainers

9

- Training activities

8

1

- Training handouts

7

2



Note: Only 9 participants out of total 11 participants participate in the evaluation

As shown in table 2 above, the aspects that the participants were satisfied with the most
were training methods and trainers, followed by contents, activities and training
equipment/room. In general, they were relatively satisfied with the course as none
indicated not satisfied.
The participants were asked to provide additional comments about the training. The
comments provided were:
- There should be more similar training activities
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-

Would like to have practice in the village to gain more real experiences
Would like to have this kind of training in other place outside office. That is because
if we are away from the office we can fully concentrate and participate.

V. CONCLUSIONS AND SUGGESTIONS
The training has been successfully completed. In order to continue building capacity of
participants, based on the participants’ feedback, the trainers would like to make the
following recommendations for the project’s consideration:
1. Provide these new facilitators chances to facilitate. When doing so, during the
process of assigning/delegating tasks, the senior staff and/or project advisors
should closely coach them. For instance, the assigned facilitators/staff should
prepare work plan, process, method, visual aids and necessary equipment
beforehand and show to senior staff/advisors first. Ideally, they should demonstrate
how the would conduct the workshop/meeting to advisors first. During the
demonstration feedback will be provided and they still have time to adjust before
actual implementation.
2. There should be regular feedback session after each event. This will serve as
evaluation tool and learning platform for all.
3. It will be good to assign these staff to work in pair or in team, mixing between more
competent/experienced with new/inexperienced one/s. They will be able to help
coach each other.
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Annex 1. List of participants
No

Name

Division

Tel

1.

Mr. Khamphao Siphachanh

DoNRE (HNN NPA)

0309605440

2.

Mr. Chanthavisouk Keomanivong

DoNRE (HNN NPA)

56597953

3.

Ms. Somphoumy Keovankham

DoNRE (HNN NPA)

55563364

4.

Mr. Sengmany Sengphaouthoum

DoNRE (HNN NPA)

99829912

5.

Mr. On Lorvanxay

DoNRE (HNN NPA)

59847873

6.

Ms. Mikta Moumxaysy

DoNRE (HNN NPA)

95523806

7.

Mr. Syphanom Keovankham

DoNRE (HNN NPA)

23489952

8.

Mr. Maek Thiemmanivong

DoNRE (HNN NPA)

22322261

9.

Mr. Khamla Thavisouk

DoNRE (HNN NPA)

55797062

10.

Ms. Khouanta Sengphachanh

DoNRE (HNN NPA)

96323069

11.

Mr. Sisomphone Phoxana

DoNRE (HNN NPA)

99608509
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ANNEX 2 ACTUAL AGENDA

ກອງປະຊຸມຝຶກອ ົບຮ ົມ ທັກສະການອານວຍຄວາມສະດວກ ແລະທັກສະການຝຶກ
ອ ົບຮ ົມ
(Training Workshop on Training and Facilitation Skills)
ເມືອງບ ົວລະພາ, ແຂວງຄາມວນ,
ວ ັນທີ 7 ຫາ 11 ກລະກ ົດ 2014
່

ຈຸດປະສົງ: ຫລ ັງຈາກສາເລັ ດກອງປະຊຸມຝຶກອ ົບຮ ົມ ສາມະນກອນຈະສາມາດ:


ເສີມສາ້ ງຄວາມເຂົ້າໃຈກຽ່ ວກ ັບພາລະບ ົດບາດໃນການເປັນຄູຝຶກ

ແລະການເປັນຜູອ
້ ານວຍຄວາມ

ສະດວກ ແລະ


ນາໃຊວ
ິ ີການ, ເຄື່ ອງມື, ເຕັກນິກຕາ່ ງ ແລະທັກສະການສື່ ສານໄດຢ
້ ທ
້ າ່ ງແທດເຫມາະກ ັບສະພາບ
ແລະກຸມ
່ ເປົ້າຫມາຍທີ່ ສາມະນາກອນເຮັດວຽກໃນປັດຈຸບ ັນ.

ວາລະການຝຶກອ ົບຮ ົມ
7/7/2014

08:30-12:00 -ເປີ ດພິທີ
-ແນະນາຕ ົນເອງ, ກ ົດລະບຽບການຝຶກອ ົບຮ ົມ, ສະເຫນີວາລະ
-ແນະນາການຝຶກແອບການດາເນີນການຝຶກອ ົບຮ ົມ ແລະການອານວຍ
ຄວາມສະດວກ
-ສາມະນາກອນກະກຽມຝຶກແອບ ແລະປະຕິບ ັດ
12:00-13:30 -ຮ ັບປະທານອາຫານທຽ່ ງ
13:30-16:30 -ສາມະນາກອນຝຶກປະຕິບ ັດ (ສືບຕ່ )
-ການຝຶກອ ົບຮ ົມ ແລະການອານວຍຄວາມສະດວກແມນຫຍ
ັງ?
່
-ການຝຶກອ ົບຮ ົມ ແລະການອານວຍຄວາມສະດວກຄາ້ ຍຄື ແລະແຕກ
ຕາ່ ງກ ັນແນວໃດ?
-ສະຫລຸບບ ົດຮຽນ

8/7/2014

08:30-12:00 -ສະຫລຸບບ ົດຮຽນມືທ
້ ່ ີຜາ່ ນມາ
-ພາລະບ ົດບາດ ແລະຫນາ້ ທີ່ ຂອງຄູຝຶກ/ຜູອ
້ ານວຍຄວາມສະດວກ
-ຄວາມສາມາດຂອງຄູຝຶກ/ຜູອ
້ ານວຍຄວາມສະດວກ (ທັດສະນະຄະຕິ,
ຄວາມຮູ,້ ທັກສະ)
12:00-13:30 -ຮ ັບປະທານອາຫານທຽ່ ງ
13:30-16:30 -ວິທີການຕາ່ ງໃນການຝຶກສອນ/ອານວຍຄວາມສະດວກ
ການປະຖະກະຖາ
ການລະດ ົມສະຫມອງ
ການສ ົນທະນາລວມ
ການສ ົນທະນາກຸມ
່
ການສ ົນທະນາ
ການສ ົນທະນາແບບ panel
ການຈ ັດຕະຫລາດນິທດ
ັ ສະການ market place

9|Page

-ສະຫລຸບບ ົດຮຽນ
9/7/2014

08:30-12:00 -ສະຫລຸບບ ົດຮຽນມືທ
້ ່ ີຜາ່ ນມາ
-ສິ່ ງປະຈ ັກຕາ ແລະການນາໃຊຢ
ົ
້ າ່ ງມີປະສິດທິ ຜນ
ການໃຊກ
້ ະດານຂາວ
ການໃຊກ
້ ະດານອອ
່ ນ
ການໃຊບ
້ ັດຄາ
ການນາໃຊຊ
້ ັບພະຍາກອນທີ່ ມີຢເູ່ ຊັ່ ນ:

ຮູບແຕມ
້ ,

ຮູບພາບ,

ໂປສະເຕີ້,

ຕ ົວຢາ່ ງສິ່ ງຂອງ ອື່ ນໆ
ຝຶກແອບການນາໃຊສ
ິ
ັກຕາ
້ ່ ງປະຈ

12:00-13:30 -ຮ ັບປະທານອາຫານທຽ່ ງ
13:30-16:30 -ເຕັ ກນິກ ແລະຫລ ັກການໃນການຝຶກສອນ/ອານວຍຄວາມສະດວກ
ການຕງໃຈຟັ
ງ ແລະເຕັ ກນິກການຕງຄ
ັ້
ັ ້ າຖາມ
ການສາ້ ງຄວາມສ ົນໃຈ ແລະດຶງດູດສາມະນາກອນ
ສິ່ ງທີ່ ຄວນຫລີກລຽ່ ງໃນການເປັນຜູອ
້ ານວຍຄວາມສະດວກ

-ສະຫລຸບບ ົດຮຽນ
10/7/2014 08:30-12:00 --ສະຫລຸບບ ົດຮຽນມືທ
້ ່ ີຜາ່ ນມາ
-ເຕັ ກນິກ

ແລະຫລ ັກການໃນການຝຶກສອນ/ອານວຍຄວາມສະດວກ

(ສືບຕ່ )
ການຈ ັດຫອ
້ ງ

-ການຮ ັບມືກ ັບສະຖານະການທີ່ ທາ້ ທາຍໃນການຝຶກສອນ ແລະການອາ
ນວຍຄວາມສະດວກ
ການຮ ັບມືໃນຂະບວນການເຮັດວຽກກຸມ
່
ການຮ ັບມືກ ັບສາມະນາກອນທີ່ ຫຍຸງ້ ຍາກ

12:00-13:30 -ຮ ັບປະທານອາຫານທຽ່ ງ
13:30-16:30 -ການສະເຫນີ ແລະວາງແຜນສາລບ
ັ ການຝຶກແອບຕ ົວຈິງຢູຂ
ັ ້ າ້ ນ
່ ນບ
-ການກະກຽມເພື່ ອການຝຶກແອບຕ ົວຈິງຢູຂ
ັ ້ າ້ ນ
່ ນບ
11/7/2014 08:30-12:00 -ລ ົງບາ້ ນເພື່ ອປະຕິບ ັດການຝຶກແອບຕ ົວຈິງຢູຂ
ັ ້ າ້ ນ
່ ນບ
12:00-13:30 -ຮ ັບປະທານອາຫານທຽ່ ງ
13:30-16:30 -ກິດຈະກາກຸມ
ັ ້ າ້ ນ
່ ຖອດຖອນບ ົດຮຽນຈາກການຝຶກແອບຂນບ
-ນາສະເຫນີການຖອດຖອນບ ົດຮຽນ ແລະສ ົນທະນາລວມ
-ຖາມຕອບ
-ສະຫລຸບສ ັງລວມ ແລະພິທີປິດ
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