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FEPS TRAINING MANUAL

The Training Manuals belong to the toolbox of the FEPS Training Strategy. This training was designed for the
"Training of Trainers" Project in 2024, with Foundation Max van der Stoel (FMS) and the Karl Renner Institut (RI),
hence the methodology described below has already been successfully applied.

The purpose of the FEPS Training Manual is to:
* Offer insights into the FEPS Training Activities
* Enable sharing methodologies
* Provide paths to multiplication
* Support FEPS Members in their strive to enhance their own training capacities

The Training Manuals consist of:
* An outline of the seminar that can be used as a blueprint
* An accompanying PowerPoint presentation.
* Whenever appropriate, additional materials to be used as part of the training, eg. Topical policy briefs,
policy studies, or books.

The material can be used by Members and Trainers:
* In its entirety or partially
* In English or translated

Social media:
* If you / your organisation / your pool of trainers decide on using this material, we would be grateful for
reference to FEPS and notification.
* We also encourage you to send us pictures of the training you conduct with our resources and welcome
references via social media.

TAG AND FOLLOW US

m https://www.linkedin.com/company/feps-europe/
@FEPS_Europe

feps_europe

m @feps-europe.eu
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THEME: TRAINING OF TRAINERS

Duration: 3 days

Target Group: Participants who have some experience facilitating and training groups in areas such as
democracy, campaigning, media, public speaking, or thematic issues relevant to progressive and/or social-
democratic politics (e.g. gender, housing, social policies, green policies, etc.)

Size of the Group: 15 — 20 participants

Number of trainers needed: It is recommended to do with two experienced trainers, from FEPS's Trainers
Pool. It is also recommended to have gender balance.

Purpose: To upskill the participants who are taking part and to allow them to join the

and create standards of quality for the training projects. FEPS members, observer foundations, sister
organisations and sister parties will also have access to this pool. To upskill the participants who are
taking part.

Aim: Encourage every participant to take a few steps towards becoming the best trainer they can be. Keeping
their style and strengths intact and becoming part of a pool of trainers who can help each other improve and
who will help the European progressive family develop and thrive.

Materials needed:

The venue needed is a room to seat 20 people. Some extra space will be needed when they break into
groups, nice to have access to some outdoor spaces.

Paper and pens for participants

Flip chart with paper and colourful markers
Board and sticky notes

Name tags

Optional: a ball for energisers

TRAINING OF TRAINERS



Layout of manual:
* Introduction to the topic
* Creating a safe space and agenda
* Topic 1: Feedback
* Topic 2: Training design

* Topic 3: How to deal with difficult
situations

* Topic 4: Learning styles
* Topic 5: Inclusion
* Topic 6: Structuring the chaos | &

* Topic 7: Methods of interactions

* Topic 8: Impact after training

Takeaways
The participants of this training will:

* Lead parts of the training
themselves

* Design the programme with the
facilitators

* Learn new skills and share training
experiences.

q\ TE AMBULRAM
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WHAT IS TRAINING
OF TRAINERS?

Background:

The idea of Training of Trainers began when designing the FEPS Training Strategy, which was approved
in January 2022. It was designed in consultation with the member foundations and sister organisations.
Training of Trainers is part of the 3rd pillar, as a buildup to creating the Pool of Trainers.

At this time three Training of Trainers have taken place and three more will take place in 2025, and another
will take place before the end of the calendar year, with the support of our two member organisations, the
Karl Renner Institut and the Foundation Max van der Stoel. The third one took place from the 3™ to the 5%
of May 2024, in La Hulpe, Belgium and the second from the 215t to the 23 of June 2024, in Vienna, Austria.
The next will take place from the 29" Nov to the 15t Dec in Tallin, Estonia.

The thought behind Training of Trainers is that although it is be guided by two facilitators, the programme
should be co-shaped by the participants. The participants will arrive with experience and questions, and
these will guide the training.

For this reason, it's important to have two full days for the group to gain trust and see how the programme
should be constructed. For a training happening during the weekend is advisable to start on Friday
afternoon and finish on Sunday lunch.

The first afternoon and evening should be used to get to know each other and reflect on the learning needs
and the fundamentals of the methodology we want to practice with. This will result in the facilitators and
the group building the agenda of the rest of the training, based on the needs and priorities of the group. This
means the group decides what the agenda of Saturday and (part of) Sunday morning will look like on Friday.

8 FEPS TRAINING MANUAL
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As the participants arrive with their own experience, questions, and areas of improvement. Each ToT will
cover different themes depending on the needs of the group. The themes covered in the first ToT were:

FEEDBACK

TRAINING DESIGN

HOW TO DEAL WITH DIFFICULT SITUATIONS

LEARNING STYLES

These were some of the most demanded topics:
* learning styles
* training design
* inclusion of participants
* methods of interaction
 how to deal with difficult situations
» structuring the chaos
- feedback

* impact after the training

Within these themes, participants learnt and practiced different types of interventions, based on theories
like ‘learning cycles', ‘presentation styles', ‘intercultural communication’, etc. These theories were introduced
and worked with in the methodology used, which is focused on application and making the theory relevant
for practice in different contexts.

FEPS TRAINING MANUAL 9
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Participants will get the responsibility to design the modules as part of the training and will thereby put the
methodology into practice straight away. There will be a lot of space for feedback, trainers to exchange
ideas and experiences during the modules. On Saturday there is time for three of these modules.

Sunday morning will start with the fourth and last module which we prioritized on Friday, but will be followed
by two fixed elements: a short, interactive session about what the European trainers pool could look like
and what it could bring to the progressive European family; and finally, an evaluation of the training, in
which we will not only assess the degree to which we've been able to address the expectations and needs
of the trainees, but also gather feedback on how to improve the ToT and the methodology itself, since we
will not want to miss the opportunity to evolve with a diverse group of experienced trainers in the room.

FRIDAY SATURDAY SUNDAY
Arrival to Hotel 08:00 Breakfast 08:00 Breakfast
18:30 SESSION 1 09:00 SESSION 2 09:00 SESSION 4
Welcome by FEPS team. First module Fourth module
Introduction, goals, shaping the Second module Interactive discussion about how
program together. to shape and use the European
pool of trainers
Evaluation
13:30 Lunch
20:00 Dinner 15:00 SESSION 3 13:30 "Take Away" Lunch
Third module
19:30 Dinner Departure
10 FEPS TRAINING MANUAL
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Training methodology

The way in which training is delivered can transform a simple lecture on a topic into an interactive activity,
where participants successfully learn, upskill, and exchange knowledge. The training methodology used is
vital to ensuring a successful activity. In essence the FEPS method involves:

Considerable
emphasis on the
bottom-up instead
of top-down
approach.

Combining
theoretical

knowledge with
practical work.

A lot of emphasis
on student-
contribution.

The bottom-up approach means designing the training in a non-hierarchical fashion. In non-hierarchical
learning both the participants and trainer are acknowledged as experts and co-constructors of knowledge
instead of the trainer being identified as the most knowledgeable and in charge. This show the participants
that they, and their experience and expertise, are valued.

Combining theoretical knowledge and a lot of practical work, experience has shown us that participants
learn better by doing. Time needs be spent on the practical interactive activities as the participants will be
learning by exposure and experience. These will make the training memorable and allow participants to
engage with the material.

Student-contribution, or participant-contribution, is of utmost importance. The trainer should encourage
participants to contribute and use their own examples and knowledge in the discussions.

FEPS TRAINING MANUAL 'I'I
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DAY 1: CREATING A SAFE SPACE
FOR PARTICIPANTS

Some participants will be unsure what is expected from them and are inclined to keep a low profile or adopting
a passive attitude during a training. Both the topic and the methodology demand for conditions to be ones of
trust, respect, and openness. The aim is to create a space where individuals feel comfortable sharing their
thoughts, concerns, and insights. In safe space participants are more likely to:

« Share their honest opinions and feedback without fear of judgement or retribution.

- Be open to constructive criticism and suggestions for improvement

» Engage more actively and participate fully in the training session

+ Build stronger relationships with their peers and trainers

+ Feel motivated to learn and grow

On the other hand, a lack of trust, respect, or openness can lead to:
- Defensive reactions and a reluctance to share feedback
« Fear of reprisal or criticism
» Reduced engagement and participation
« Difficulty in building relationships and rapport
« A less effective learning experience overall

To ensure everyone's fullest contribution, it is necessary to create an atmosphere of security and predictability
that feels safe to share and learn in. The following are suggestions for creating a safe space:

Provide a written program beforehand in their own language.

Start program with introductions so that everyone gets to know each other.

Trainers should introduce themselves and provide some personal
details to close the distance between the group and trainer.

Do not ask ‘trick questions' to prompt up wrong answers.

Walk through the program and ask the group if they want changes. It increases
the predictability and develops a feeling of ownership by agreeing to it.

Praise students for things that go well rather than dwelling on things that go badly.

FEPS TRAINING MANUAL '|3
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STEP 1: Create a Social Contract

Creating a safe includes creating a at the beginning of the training. This means creating a
mutual agreement between the participants and the trainers about which rules needed to be followed during
the training.

Method:
Set up a flip chart at the front of the room
Ask one of the participants to be the scribe, to write the agreement on the flip chart.
Explain the concept of a social contract and highlight the benefits of having such a contract.
Ask the participants what rules they would like to include in today's training session.
When a rule is suggested, ask the group if anyone opposes or has anything to add to each rule.
Aim for about 10 suggestions

Goal: To allow for everyone to feel comfortable during the training, to set expectations, and to create a safe
space.

Materials needed: Flipchart, flipchart papers, markers
Time: Allow for 20 minutes at the beginning of the training.
Outcomes: The creation of an agreement between the trainers and participants, and each other.

Added value: Sets the tone of the training. Can be used if there are tensions in the group. You can refer back
to the contract during the training if people are breaking the rules or want to add additional rules.

The social contract could include rules such as:
Respect each other
Start on time
Promise to be engaged
No phone usage
Allow for breaks
No interrupting each other

Tips: Participants are allowed to disagree with each other and discuss or amend the wording. When the 10
rules are finalised, the page should be hung up appropriately in the training room, so it remains in view, and
everyone is reminded of the rules.

If, during the training, the participants are breaking these rules, (for example interrupting each other), you can
point at the poster and remind everyone to keep the social contract in mind.

It is important to make sure that among the rules there are not only points that reflect a need for discipline, but
also aspects that depict positive aspects such as: we will all do utmost to make this seminar succeed etc.

14 TRAINING OF TRAINERS



STEP 2: Self-assessment

Method:
* Begin the session with a self-assessment

* Ask each participant to take out their note pads/paper

* Ask each participant to rate themselves as a trainer of different training competences
* They will be asked to check again this marks after the training and evaluate if they deserve a higher one

15T SELF-ASSESSMENT 2N SELF-ASSESSMENT

* Example below:

5/10 6/10
7/10 7/10
8/10 9/10
3/10 5/10
6/10 5/10
6/10 7/10

Materials needed: Paper and pen

Purpose: Allows participants to see their improvement, or to see that they rated themselves too highly, and

there is still a lot to learn.

Tips: The self-assessment improving or "worsening" is okay, as it allows for growth. For example, some
participants may believe they are very good at training design but after spending 3 days with the other trainers
and seeing all there is to learn, may assess themselves lower the second time, as they have discovered how

much there is yet to learn.

Time: 15 minutes

FEPS TRAINING MANUAL
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STEP 3: Shape the Agenda together

Method:

* Ask all participants to reflect on what they want to learn during the Training of Trainers.

* Ask the participants to write their 3 aims on sticky notes. (One per note).

* Get all participants on their feet and to step forward one by one and read their aims and stick them on a
wall/window/board.

* The facilitators should try and cluster similar aims. For example — wanting to gain more confidence,
wanting to learn how to deal with difficult participants, wanting to be more inclusive in their facilitation
etc.

* Once the topics are gathered, the facilitators need to cluster them under 4 different topics.

* The facilitators will then create an agenda for the rest of the programme with these 4 topics.
Material needed: note pads, pens, sticky notes, place to stick them.
Time: 40 minutes
Goal: Discover what topics the participants want to cover during the ToT.

Outcome: the facilitators know what needs to be covered during the weekend.

Added value:
* The participants feel listened to.
* The participants particular needs will be met.
* Places ownership for the training on all participants and not just facilitators.

.|6 FEPS TRAINING MANUAL
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DAY 2 AND 3:
TOPICS COVERED IN MODULES

The topics covered in the Training of Trainers, may differentiate between different sessions.

These were some of the most demanded topics:
* learning styles
* training design
* inclusion of participants
* methods of interaction
 how to deal with difficult situations
» structuring the chaos
- feedback

* impact after the training.

.|8 FEPS TRAINING MANUAL
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As you can see our participants came with different requirements, different questions, and different needs.
This guided how the training was shaped.

Method:
* Groups around every topic must be formed.
* Participants were asked which topic they knew the most about and were then encouraged to form
groups on those topics.
* These groups were then given 40 minutes to create a module on the topic.

Purpose:
* For the modules to be "participant led". As the participants have a lot of experience, they will be able
to share their findings with the groups, create interactive modules, and inspire each other with what
they design.

Between each of the modules it is advisable to make space for 15 minutes for the so-called InterVision
groups, these were created as groups of 3 or 4 people, who did not know each other prior to the training,
and were not in the same module group. They are asked to sit close during the first dinner, so they create
a space of trust and friendship.

The InterVision groups are given personal questions to ask each other during this time. This is a closed
discussion, and the outcomes are not share with the entire group or facilitators. An example of InterVision
group questions is:

* What was your worst training experience?

* What was your best training experience?

* Do you have any "Allergies" — what do you hate to see in a group?

* What are your goals this weekend?

* What are your goals for the trainer you want to become?

* What's been your favourite training activity?

FEPS TRAINING MANUAL '|9
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TOPIC 1: Feedback

After atraining session, feedback is crucial in ensuring that participants have a comprehensive understanding
of the material and can effectively apply what they have learned. Feedback can help identifying areas where
additional support or clarification is needed, making adjustments to the training session to better meet the
needs of their audience. It will allow participants to reflect on their learning experience, identifying what they
found helpful and what they struggled with. By incorporating feedback into the training process, trainers can
improve and create a more engaging and effective learning environment.

Trainers should plan for 20 minutes of feedback time, at the end of every training session.

The methodology used for gathering the feedback needs to be in line with the purpose of the feedback.
What will you do with the results of the feedback?
Is it needed for a report?
Is it needed to improve the training, both the content and the methodology?
Do you want to gather instant feedback to test the mood of the group?

These questions need to be taken into consideration. Below are a selection of feedback techniques which
could be used in different situations.

For on-the-spot verbal feedback, try the

Ask all the participants to stand in a circle. This allows for a more intimate feeling, so participants feel able
to speak openly. Also has everyone stand up, if they have been sitting for a while which energises people.

Do not go through each participant in a row, rather randomly choose who should go next. It keeps people on
their toes and forces them to pay attention, because they may or may not have to speak next.

Begin with yourself or your co trainer as an example. Hold up your hand and beginning with the thumb, go
through each finger while giving the statements.

For example:
- | like that we acted out the plays this helped me visualise the examples of domination
techniques.
- I'd like to point out that this is my first training of this kind, and | felt comfortable
sharing in this group.
- I didn't like the lack of breaks; | needed more regular breaks throughout the training.
- | will take home the information | learnt, on how to spot domination techniques in the
workplace.
- | promise to stick up for others and not be a bystander in the future when | see this
kind of behaviour.
20
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Each participant should hold their hand up and point with the other to each finger while giving their feedback.
If a participant cannot think of a statement for one finger, wait a moment, then tell them this is okay and ask
them to answer the next one.

Purpose: Gather feedback verbally and quickly.

Benefits: Allows every participant to speak, answers tend to be positive.

Downsides: The feedback is not written down, sometime for reporting reasons you need proof of feedback.
The trainers could write it down afterwards, but this is not optimal.

1 Thumbs up: what was good?

2 Index Finger: what would you like to point out?

3 Middle finger: what did you not like

4 Marriage/ring finger: what will you take home
with you from the training? -

5 Pinkie promise: what action to do promise to
take after the training

Figure 3: 5 finger feedback

TRAINING OF TRAINERS 21



For on-the-spot anonymous feedback, try the

Materials needed:
Flip chart, stickers

Method:

Write 4 questions on a flip chart, with a line underneath each one, indicating a 1-10 scale.
The questions could be

- What is your energy level?

- Are you enjoying the training?

- Have you understood the content so far?
Hand out 4 stickers to all the participants and explain to them that we will ask them to place their stickers
along the line. Number 1 meaning they do not agree and 10 indicating agreeing with the question.
Explain to the participants that you will stand behind the flip chart and will not see who places their
stickers where. This allow them to be anonymous.
When all are seated again, read the answers provided and see if you should adapt your programme
accordingly. E.g. If energy levels are low - have an energizer activity. If the content was not understood -
go back and explain again using a different method or example.

Purpose:
Allows participants to be honest as you cannot see their answers
Allows the trainer to see if the programme needs adapting.

Time: 15 minutes
For quick on-the-spot feedback, try the
Materials needed: none

Method:
Ask participants to stand up and close their eyes.
Ask the participants to raise their hands if they agree or disagree with a statement.
The statements could be...
- | am enjoying the training.
- | feel listened to.
- | feel as if everyone is enjoying equal speaking opportunities.

Purpose:

To get feedback quickly and see if group agrees to change the programme.
Not anonymous as the trainer can see the answers, but the participants cannot see each other's answers.

22 TRAINING OF TRAINERS



For though written feedback, try a
Designing a survey effectively involves several important steps. Here's a guide to help you through the
process:

Purpose: Clearly state the goals of your survey. What do you want to learn? What are the requirements
for reporting?

Online Surveys: Use platforms like Google Forms, SurveyMonkey, or Typeform.
Paper Surveys: Useful for in-person distribution.

Types of Questions:

- Closed-Ended: Multiple choice, Likert scales, or yes/no questions.

- Open-Ended: Allows respondents to write their own answers.

Clarity and Simplicity: Use clear, simple language.

Neutrality: Ensure questions are unbiased and do not lead respondents to a specific answer.
Relevance: Each question should serve your main objectives.

Length: Keep it concise to encourage completion—ideally under 4 minutes.
Sections: Group related questions together, and use clear headings for different sections.

Test with a small group first to identify any issues with clarity or flow.
Gather feedback on the questions and format.

Choose the best distribution method for your target audience (email, social media, etc.).

You can also schedule time at at the end of each training to allow them to fill in the form/open the link.
Consider an incentive for completing the survey to increase response rates. le. Sweets or chocolates
for each person who fills in the survey.

Report findings, summarize key insights clearly and concisely.
Based on the results, decide how to proceed or what changes need to be made.

Tips: Surveys can be confidential.

Positive feedback

As well as receiving feedback you will be expected to provide feedback for the participants. Feedback should
be given to participants throughout the training — especially in the form of compliments and encouragement!
Positive encouragement is proven to work better than negative criticism during training sessions. People are
generally not open to criticism of their own behaviour and ideas and tend not to accept it.

TRAINING OF TRAINERS 23



If you tell someone that they are doing something wrong, there is an almost automatic reflex to defend their
actions. Use the Sandwich Method of as a more positive feedback method.

Give a Give a tip on Followed up
compliment on * something that * by positive
something good. can be improved. closing remark.

An example of this could be:

"I really enjoyed your play; you did a very impressive job."

"Remember in the future to include all the people in your group, as everyone has a voice that needs to be heard!"
"Great job on creating realistic examples of gender domination techniques!"

When giving tips on something that can be improved, it's important not to say something is bad, doesn't work
or is not realistic, but provide concrete advise what can be improved to make it even better.

Keep in mind cultural differences when giving feedback, in some cultures it is more acceptable than others
to give harsh feedback. Also keep in mind, the age of participants, the level of experience, and the power
dynamics at play, among other things.

B R
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Topic 2: Training Design

Designing an effective training program involves several key steps.

1. Identify Training Needs
Conduct a Needs Assessment: Speak to experts or gather information through surveys, interviews, and
observations to identify gaps in skills or knowledge.
Define Objectives: Determine what the training aims to achieve. Objectives should be
pecific
easurable
chievable
elevant
ime-bound

2. Know your audience
Understand the Learners: Analyze the target audience's existing skills, learning preferences, and
experiences. Consider factors like age, cultural background, and professional context.
Segment the Audience: If applicable, group the audience based on their needs and characteristics.

3. Develop Training Content
Create Curriculum: Outline the topics to be covered and sequence them logically.
Select Learning Materials: Choose textbooks (FEPS Primer available on various topics!), online resources,
videos, case studies, and other materials relevant to the content.
Design Activities: Include various forms of training activities such as workshops, hands-on exercises,
group discussions, and role-playing to ensure engagement.

4. Select Training Methods
Choose Delivery Methods: Decide whether the training will be in-person, online, or a hybrid model.
Consider options like presentations, e-learning modules, or simulations.

5. Design assessment and evaluation
Pre-Assessment: Establish a baseline of learners' knowledge before the training.
Ongoing Assessments: Integrate quizzes, assignments, or interactive activities to monitor learner
progress during training.
Post-Assessment: Evaluate the effectiveness of the training through tests, feedback surveys, and skill
demonstrations.
Follow-Up: Develop a plan for follow-up sessions or reinforcement training to ensure retention of skills.

6. Implementation
Schedule Training: Plan the timeline, duration, and frequency of training sessions.
Logistics: Ensure that the necessary materials, technology, and venues are ready before the training begins.

7. Gather Feedback and Evaluate
Collect Feedback: After training, gather feedback from participants about the content, delivery, and
overall experience.
Evaluate Results: Analyze assessments, feedback, and performance in the workplace (if applicable) to
measure the training impact.

25
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8. Continuous Improvement

Use the feedback and evaluation results to refine and improve the training program for future sessions.
Adapt the content, methods, or logistics based on insights gained.
Stay updated on new trends and best practices in training and development to keep your program relevant.

Additional Considerations

Diversity and Inclusion: Ensure that the training materials and methods are inclusive and consider the
diverse backgrounds of participants.

Align with Goals: Ensure the training aligns with the organization's goals and mission to provide
maximum value.

TOPIC 3: How to deal with difficult situations?

Examples of difficult situations from our participants:

The

following are some solutions and tips from the participants:

Remind the group of the rules, ask if they want to adapt them.

Don't take it personally if there is a difficult situation.

Sometimes it is best to ignore bad behaviour.

Ask the group what they think if a participant has a "difficult" suggestion. Allow them to decide how it
is approached.

Allow changes if the training is not meeting the needs of the participants, say something along the lines
of "Challenge me as a trainer, come to me to change the programme"

If one participant is too dominate in the discussion try and be positive by saying "wow you know so much,
Could you help me out? If no one else knows an answer, would you please answer?" or give them some
kind of task to distract them.

Questions to ask yourself:

arod -

When to address publicly or privately?
When to let it go, and how to intervene?

Cooperative "hey, we need to stick to the goal."

Questioning "Hey, do you all agree we need to stick to the topic?"

Argumentative — make an argument on why we need to stick to the topic, keep argument content lead.
Forcing your view through "Hey, this is not on the agenda. Let's stay on path."

Threaten — as a last resource. Ask the problematic participant to leave, could do a suspension,
15-minute break to discuss a solution with co-trainer or with the individual.

Tips:

26

The group usually want to get to the original end goal of the training.
If you recognise bad behaviour in the beginning, call it out the first time, so the participants don't feel like
you're being unfair.
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TOPIC 4: Learning styles

Everyone has their own unique learning style, here we identify four types.

Visual Learners: Prefer images, diagrams, and charts.

Auditory Learners: Benefit from discussions, lectures, and audio materials.
Kinesthetic Learners: Learn best through hands-on activities and movement.
Reading/Writing Learners: Prefer text-based input and written assignments.

In order to make training engaging it should be designed with learning needs in mind. Here are some strategies
to consider:

Diversify Training Materials
Visuals: Use slides, infographics, videos, and color-coded materials.
Auditory: Incorporate podcasts, group discussions, and storytelling.
Kinesthetic: Include role-playing, simulations, and practical exercises.
Textual: Provide manuals, articles, and worksheets.

Engage Multiple Senses
Create activitiesthatinvolve sight, sound,and touch. Forexample,aworkshop mightinclude a presentation
(visual), a group discussion (auditory), and hands-on projects (kinesthetic).

Encourage Collaboration
Group work allows learners to share their strengths. Pair visual learners with auditory learners to discuss
materials or have kinesthetic learners demonstrate concepts.

Flexible Learning Options
Offer online resources for independent study, video tutorials, and recorded sessions. Allow learners to
choose how they engage with the material.

Feedback and Assessment
Use varied assessment methods (quizzes, presentations, projects) to cater to different learning
preferences and provide feedback in a manner that resonates with each style.

Create a Supportive Environment
Encourage open communication, allowing learners to express their preferred learning methods and
adjust the training accordingly.

Evaluate and Adapt
Gather feedback after training sessions to assess effectiveness and make adjustments for future sessions.

Other learning needs to consider:
Language barriers
Different knowledge and experience starting points, there may be experts and beginners in the
same training.
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Tips:
* Send pre-reading so all particiapnts start at the same level
* Check in with your participants — "Would you like some music on while you do this task? What do you
need now?"
* Give all the information about an activity before splitting groups up.
* Write timings down, make it crystal clear how long the particiapnts have for each task.

By integrating these strategies, a more inclusive and effective training program can be created, that meets
the diverse needs of all learners.

TOPIC 5: Inclusion

When facilitating interactive discussions, it is vital to be inclusive in all stages of the training. Inclusion needs
to be kept in mind throughout the process. Including the design, throughout the training itself, and the after
stages.

Inclusive training ensures that all individuals, regardless of their background, abilities, or experiences, have
equal opportunities to learn. This involves dealing with hierarchies within the group and respecting and
accommodating all the participants needs.

By prioritizing inclusivity in training, you can create a more effective, equitable, and positive learning experience
for everyone involved. When training accommodates diverse learning styles and backgrounds, participants
are more likely to engage, understand, and retain the material. An inclusive environment fosters a sense of
belonging, encouraging participants to contribute their perspectives and engage more fully in discussions.
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Tips:
Send survey before the training asking if the participants have any additional needs. Or check with group
leader if there are any needs in the group. Include it as a question in the registration form for the training.
Check in with the group, but do not be forceful e.g. "if the people who haven't spoken would like to add
anything... otherwise we can move on."
Can create an anonymous chat (if online) or feedback box for people to write any issues they have during
the training.
Can record or use Al to record for those who cannot attend the training or can only attend the training
online. When choosing when to have training, trainers need to consider how to accommodate all people,
such as people with parental responsibilities and people with disabilities.
When introducing yourself and the participants, include your pronouns in your introduction. This allows
the participants to disclose their own pronouns if they so choose. Including pronouns creates a safe
space for all people but especially creates a welcoming atmosphere for people who identify outside of
the gender binary and members of the LGBTI+ community.
If the training is in person, ensure the physical environment is accessible. Arrange seating and resources
to accommodate wheelchairs or other mobility devices and consider lighting and noise levels.
Create activities that are accessible to everyone, regardless of ability. This includes using clear language
and providing multiple means of engagement.
Be Mindful of Cultural Sensitivity. Trainers need to recognise and respect cultural differences. Ensure
that examples and materials reflect the diversity of the participants and avoid assumptions.

TOPIC 6: Structuring the chaos

There may be times during training workshops, when challenges appear. Trainers should aim to structure
training to minimize chaos and maximize engagement, ensuring a productive and enjoyable experience
for everyone involved. During the Training of Trainers, the participants used the phrase "how to structure
the chaos" for this module but the information covered was similar to what was discussed during the first
Training of Trainers on the topic how to deal with difficult situations.

However, structuring the chaos, was specifically focused on the idea of how to spontaneously deal with a
change or a challenge to the training. One of the most important ideas coming from this section was to check
in with participants, to make sure they are following the programme and be flexible if they want to change it.
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TOPIC 7: Methods of interaction

Tips:
Don't be modest in your introduction, you are the trainer and the expert. Need to be loud and proud.
Ask participants to summarise the training throughout the programme, to make sure they understand
what has been covered so far.

are short, interactive activities used to boost participants' energy, engagement, and focus.
Energizers break the monotony and re-engage participants, especially after long periods of sitting or intense
concentration. Energizers help clear mental fog and improve concentration, preparing participants for the
next session or topic. Incorporating energizers can greatly enhance the overall effectiveness of a training
session or workshop by keeping participants engaged and energized! Energisers can be used if a group is
tried, or after lunch.

The following are two examples of energisers:
Fruit salad

Method:
Have participants stand up and form a circle.
Assign different fruit types to the participants. eg apples, bananas, pears.
When the trainer says a fruit e.g. APPLE - all the ‘apples' jump up, PEARS - all the ‘pears' jump up.
If the facilitator says FRUIT SALAD, everyone jumps up and shouts.
Depending on group size, more fruits can be added. Also, various actions or shapes can be used instead
of a jump.

Capital Cities

Method:
Have participants stand in a circle.
The trainer will explain the rules.
A ball will be thrown between the participants; after catching the ball you have to shout the name of a
capital city and then throw the ball to someone else in the group.
It is encouraged to say the names of who you are throwing the ball to, this also helps people know each
other's names.
The game can continue until someone can't think of a capital city or repeats someone else's answer.

Pictures:
If a training is taking place online, an energizer could be a picture game, such as:
Send a picture of your pet/ your lunch/ the view from your window

Can make a game about it... who has the best view? Who has the best lunch? Who has the cutest pet?
This can also be done in breakout rooms and make it a group activity.
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TOPIC 8: Impact after Training

Training should be designed to not only deliver content but also facilitate long-term change and sometimes
attitudinal change.

Therefore, follow up mechanisms should be implemented to reinforce learning. This can include scheduling
follow up sessions or online check-ins.

Feedback should be taken seriously; surveys or interviews could be used to gather feedback on the
training's impact and areas for improvement. Assess knowledge retention through assessments before
and after training.

Tips:
* After training, ask participants to follow your organisation on their social media, so they receive regular
updates on the topic of training.
* At the end of a training, ask participants to write a letter to their future selves, about the training, what they
learnt and how they promise to follow up. This letter can then be emailed or posted to the participants 6
months or one year after the training took place.
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In case of any questions or quires on training, please contact Elena Gil.

elena.gil@feps-europe.eu
Tel. +32 2 234 69 00
Direct. +32 2 235 66 21
Mob. +32 490 44 92 27
Avenue des Arts, 46 - 1000 Brussels - Belgium
www.feps-europe.eu

Please feel free to check other exciting elements of the Training Programme on our website.

www.feps-europe.eu/training
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