








































































































Presentation Skills

Tips and Technigques for Good Presentations

. If you have handouts, do not read straight from them. The

audience does not know if they should read along with you
or listen to you read.

. Do not put both hands in your pockets for long periods of-

time. This tends to make you look unprofessional.

. Do not wave a pointer around in the air. Use the pointer for

what it is intended and then put it down.

. Do not lean on the podium for long periods.

. Speak to the audience... NOT to the visual aids, such as

flip charts or overheads. Also, do not stand between the
visual aid and the audience.

. Speak clearly and loudly enough for all to hear. Do not

speak in a monotone voice. Use inflection to emphasize
your main points.

. One of the most important disadvantages of presentations .

is that people cannot see the punctuation and this can
lead to misunderstandings. An effective way of overcom-
ing this problem is to pause at the time when there would
normally be punctuation marks.

. Use colored backgrounds on overhead transparencies and

slides (such as yellow) as the bright white light can be
harsh on the eyes. This will quickly cause your audience
to tire.

. Learn the name of each participant as quickly as possible.

Based upon the atmosphere you want to create, call them
by their first names.

10. Listen intently to comments and opinions.

1.

Circulate around the room as you speak. This movement
creates a physical closeness to the audience.

12. List and discuss your objectives at the beginning of the

presentation. Let the audience know how your presentation
fits in with their goals. Discuss scme of the fears and ap-
prehensions that both you and the audience might have.
Tell them what they should expect of you and how you will
contribute to their goals.

31



Civil Society Empowerment

13. Vary your techniques (lecture, discussion, debate, films,
slides, reading, etc.).

14. Get to the presentation’ before your audience arrives; be
the last one to leave. ‘

15. When writing on flip-charts use no more than 7 lines of text
per page and no moere than 7 word per line (the 7-7-rule).
Also, use bright and bold colors, and pictures as well as
text. ¢

16. Consider the time of day and how long you have got for
your talk. Time of day can affect the audience. After lunch is
known as the graveyard section in training circles as audi-
ences will feel more like a nap than listening to a taik.

17. Most people find that if they practice in their head, the ac-
tual talk will take about 25 per cent longer. Using a flip chart
or other visual aids also adds to the time. Remember - it is
better to finish slightly early than to overrun.
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7 TRAINING STYLES AND TECHNIQUES

Training cannot and should not be viewed in isolation of the prevailing
broader context in which trainees work. It should not be defined
through the instruments used, but through its goal to enhance the ca-
pability of people and institutions to improve their competence, prob-
lem-solving skills, the efficient and effective use of existing potential
and capacities, and the creation of new potential. It requires an ena-
bling environment and nurturing conditions. To develop effective and
realistic training aimed at improving the performance of staff and
NGOQs, training will take into account the following principles:

1.

Training is about complex learning, adaptation and attitudinal
change at the individual, group and organizational levels. People at
these levels have to assume new responsibilities and slowly devise
new collective solutions to common problems. Individuals, groups
and organizations should enhance their abilities to identify and
meet development challenges on a sustainable basis.

Training should be process-oriented and context sensitive. Some
strategies dnd approaches might be appropriate in one setting but
not in other settings.

Training should not be seen as an end in itself. It must be part of
other processes of community and organizational development
and organizational learning and practice.

Banking Education

Liberating Education
and Training’

and Training

Training is seen as the solu-
tion to all or most organiza-
tional performance issues.
Training is seen as an event.

Capacity building and transfor-
mation are seen holistically,
are individual and collective,
and have technical, social, po-
litical {non-partisan) and or-
ganizational dimensions. Train-
ing iS an on-going process.

People are brought into a
training center that is cen-
trally located.

The program goes out to the
people. Capacity building is fo-
cused on and generated where
people are working.

' Khalid Nabris and Tom Lent, Capacity Building of Palestinian NGOs, The Welfare
Consortium for the Palestinian NGO Project, Dahiet Al-Barid, 2000, p. 19.
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Packaged and prescribed
modules and materials. The
"recipe” approach to training.

Tailor made training. Learner
generated materials. Priority
themes and materials come
out of a process.

Transmission of knowledge
... learn what is done else-
where or by somecne else,
and we imitate or adapt that.

Creation of knowledge... we
learn from cur own experi-
ences as well as from others.
We put together many per-
spectives and jointly create
something that has meaning
to our work and reality, and
the future we want.

Domestication and conform-
ing to a pattern or generally
acceptable behavior, authori-
tarian relationships based on
control and domination.

Liberation and the creation of
relationships that are based
on equity and horizontality.
Partnerships are based on
mutual respect, equality, mu-
tual support and appreciation.

Banking education... those
who know deposit knowledge
into the heads of those who
do not know. Education is
done by experts and instruc-
tors, the process is teaching
and teacher centered.

Expertise is in the group, eve-
ryone is teacher and learner...
We are facilitators of a collec-
tive learning process which is
participant centered.

Training comes from a needs
assessment and a list of our
weaknesses. Atftention s
given predominately to the
preparations for the training
session and the "delivery” of
the training session.

Training comes from a vision
of what we want to create or
build, and an analysis of
vulnerabilities and capacities.
Attention to adequate prepara-
tions and training is important,
but we identify and pay atten-
tion to what is needed to fol-
low-up on the training and put
into practice what is learned
(systems, policies, decisions)
from the beginning.

Focuses on symptoms, ap-
pearances, deficiencies -
“what is wrong?"

Focuses on how things are,
and why. How we want things
to be, and what are our
capabilities and vulnerabilities
in getting there? Builds on
what people have and know.

The motivation for training
comes because of donor re-
quirements. It is a reward or
punishment. Donors decide
what is to be taught based on
what they need to satisfy the
system "upwards." Account-
ability is to the next levels of
hierarchy.

Motivation for Capacity Build-
ing comes from a vision and
ethic of betterness... the world
expects and needs more of us
technically, ethically and pro-
grammatically. We are account-
able to people all along the "aid
chain," but principally to the
people for whom our organiza-
tions exist, the marginal popu-
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lation and the extreme poor.

People are seen and re-
ferred to as beneficiaries,
target groups, recipients of
training, students, trainees...
objects of programs. People
serve the needs of the
program and organizational
interests.

People are authentic partners
in search for a better tomor-
row and change... subjects

.with rights, actors and authors

of their own development and
transformation. Programs and
organizations serve the needs
of people.

The challenge is principally
to build up individual skills,
knowledge and attitudes.
‘People return alone to the
same work reality with little
sources of support to put into
practice what was learned.
Sources of support and fol-
low-up, if they exist at all,
come from technical exper-
tise far from the work place.

The challenge is building up
individual and collective skills,
knowledge, attitudes and ap-
proaches...we seek to change
mental models, systems and
structures. Groups of people
participate and share what
was learned. We want to form
a community of learning and
practice across organizations.
Sources of support come from
fellow participants as well as
other expertise.

What do people remember?
10% of what they hear, 20%
of what they hear and see,
40-60% of what they hear,
see and do. So, trainer talks,
shows, while participants
listen and do.

What do people remember?
80-100% of what they dis-
cover on their own, so facilita-
tor sets up conditions for indi-
vidual and group discovery.

Experts are the primary
source of knowledge.

Expertise is found among
many.
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TRAINING METHODS AND TOOLS
AND THEIR EFFECTIVE USE

The attention of trainees cannot be kept with a long lecture. Normally,
people pay attention for a short time - less than 30 minutes. They need
to use what is being taught or their minds will wander. if you lecture for
an hour, very little will be remembered. Instead, give a brief lecture (10-
15 minutes), demonstrate, and then have them practice. Provide feed-
back throughout the practice period until they can do it on their own. If it
is a large complicated task, then break it down into short learning
steps.

8.1 TRAINING METHODS
The following section provides a summary of main training:

Lecture

As a method to communicate facts and knowledge, the lecture should
be no longer than 10-15 minutes in length and should be followed by
questions or an activity. If the lecture is long, it is advisable to use vis-
ual aids, demonstrations, and discussion in order to involve the audi-
ence actively (see chapter 6 on presentation skills). The lecturer should
encourage interaction among the audience.

Case studies

The use of case studies is an important training method. Case studies
refer to assigned scenariocs based on real-life situations that trainees
would observe, analyze, record, implement, or upon which they would
form conclusions, provide summaries, and make recommendations.

A case study is used as an example to illustrate how an activity can
take place or has taken place and what are the results or could the
results be. Case studies should be well prepared to stimulate discus-
sions and help trainees analyze a situation.

Field Observation, Field Trips

Field observations and field trips are powerful training tools that assist
trainees to interact with real life situations and with people. They help
trainees to visualize the results and implications on implementing an
activity. Field visits should be prearranged and the purpose of the visit
made clear to trainees.
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Before field observation and interaction with the community is used,
trainers must make arrangements with the host organization(s) or
community groups to accommodate trainees. Trainees, with the help of
the trainer should prepare a list of activities to be carried out during the
visit, including: what is to be observed, type of information to be gath-
ered, persons to be interviewed, etc. Notes should be recorded during
or immediately after the visit.

Role- playing

Role-playing involves participants and observers in a real problem
situation. The process allows trainees to gain insight into their own val-
ues, attitudes and perceptions; to develop problem-solving skills and
attitudes; and to explore subject matter in another way. The method de-
emphasizes the traditional role of the teacher and encourages the
learning and listening of the frainees.

In preparation for role-playing, the problem must be clearly defined and
the roles must be assigned. Following the enactment, discussion and
evaluation take place.

Trainees should be given a real problem situation but they must have
the desire to find opportunities to solve that need or problem.

Trainers should prepare a list of questions to help trainees analyze the
role play, link it to their real situation, identify principles and values pre-
sented through the role play and identify possibilities for their imple-
mentation.

Brainstorming

Brainstorming is defined as an interactive method used with large or
small groups to generate ideas or to identify possible solutions to
problems. Although brainstorming is most often used in groups, it can
also be used by a single individual. This method can be a way to en-
courage creative thinking and problem solving with no threat of judg-
ment or evaluation. A variety of solutions can be generated. After a
brainstorming activity is completed, linkages of the ideas may be dem-
onstrated.

The trainer may act as a facilitator in the brainstorming process. In
brainstorming all ideas are accepted and no assessment or debate of
any idea is allowed. All of the ideas might be listed together and later
are validated against specific criteria. The best ideas or opportunities
can be determined based on their ability to meet the criteria. This proc-
ess can allow students to gain self-confidence and to become more
innovative,

Small Group

Small groups run most efficiently with three to five people. The trainer
should "shape the scene” before trainees move into groups. A recorder
and reporter may be appointed in each group. Tasks for group discus-
sions and timeframe should be clearly defined. Trainees may be asked
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Training Methods and Tools and Their Effective Use

to focus on asking questions, expressing feelings, expressing support
or non-support, or brainstorming to solve a problem. Each person in the
group should be encouraged to respond to questions provided by the
trainer. Members of the small group then report back to a large group.
When all responses are reported the trainers and trainees may discuss
and analyze the answers and identify the implications of the ideas ex-
pressed.

Demonstrating

Much learning occurs through observing others. A demonstration pro-
vides the link between "knowing about" and "being able to do." Re-
search has revealed that demonstrations are most effective when they
are accurate, when learners are able to see clearly and understand
what is going on, and when brief explanations and discussion occur
during the demonstration. It is very helpful to follow the demonstration
with a practical application. Trainees would then make sure that they
are able to apply skills being demonstrated.

82 CHOOSING APPROPRIATE TRAINING TECHNIQUES

Before trainers select the appropriate training methods it is useful that
they know that:

1) People get 75% of what they know through seeing, 13% through
hearing and 12% through smelling, touching and tasting.

2) Picture is 3 times more effective than words alone.
3) Pictures and words are 6 times more effective than words alone.

4) On average, a person speaks 110-160 words per minute but thinks
in an average of 400-500 words per minute. Audic-visuals bridge the

gap.

The-following table suggests useful methods to utilize:

Kinds of Learning | Training Activities Evaluation Activities

¢+ Written exams
+ Oral exams

Facts/ information ® Readings Lectures

® Brainstorming, TV,
songs, Videos, etc.

Skills (manuai,
thinking, planning,
etc)

® Demonstrations or
instructions followed
by practice

e Feedback to correct
mistakes

+ Observation on the
job
+ Role play

(Observation check list
might be useful)

Attitudes/ values

Discussion, role play,
role modeling,

indirectly, by observing
behaviors, especially on
the job
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The following graph summarizes training methods in terms of their
promotion of participation of trainees. As can be seen the lecture is the
least participative and the simulation is the most participative:

Trainer Centered

Lecture | Guided
Discus-
sions

Learner Centered

Demon- | Struc- | Role Case Small Simu-
stration | tured | plays | studies | group lation
and exer- discus-

prac- cises sions

tice
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MONITORING AND EVALUATING
TRAINING PROGRAMS

In order to prove that our training is effective, we must be able to
evaluate it. We have no way of knowing if the learning objectives were
met if we cannot measure the indicators that prove that the learning
took place. Poorly designed projects that lack clear and specific objec-
tives and indicators are hard to evaluate.

Many organizations treat the evaluation of training as a minor activity.
At best, it is carried out as an added and routine task with little analysis
and usefulness. Some organizations gather data for evaluation but do
not analyze those data for trends or use them to improve existing
training programs.

The terms formative and summative evaluation stand for two important
evaluation approaches:

Formative evaluation is intended to provide information for both trainer
and trainee about the progress of training and corrective action that
might be used to improve the training and help to achieve the desired
learning outcome.

The main purpose of formative evaluation is to improve the implemen-
tation of the training program and the trainees’ learning. It provides
trainers with valuable information upon which modifications in the
training style and methodology can be made. This type of evaluation
helps trainers understand the degree to which trainees are learning the
course material and the extent to which their knowledge, understand-
ings, skills, and attitudes are developing. Formative evaluation is usu-
ally carried out during the training.

Summative evaluation is intended to provide information to be used in
making judgments about trainees' achievement. Summative evaluation
is usually carried out at the end of the training. Its primary purpose is to
determine what has been learned over a period of time, to summarize
trainee progress, and to report on progress relative to training objec-
tives to trainees and their organizations.

Evaluation is to put value on something to make a decision, -
If no decision is made, the evaluation is a waste of everyone's time.
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Planning of Training Evaluations
Reasons why we should evaluate include:

» Torevise or refine training design for future use.
¢ To judge success or failure of the training.

¢ To persuade funding agencies to contribute or replicate the train-
ing.

Who should evaluate? Among the stakeholders are (the decision-mak-
ers mentioned above):

s Trainers.

» Participants.

* Anunbiased outsider.
+ The funding agency.

s The training institution.

What should be evaluated?

e The Training System, i.e., Inputs-Process-Outputs-Impact.

s Inputs, including trainers, participants, training materials, funding
and location.

e Processes, including training methods, facilitation skills,
participation, etc.

= OQutputs, including trained participants, objectives met, reports/
publications, etc.

e Impact, i.e., the final result, such as changed behavior, improved
guality of services by the trained persons, etc.

When to evaluate?

Before, during, immediately after the training and after some period of
time has elapsed.

Why should we evaluate after sometirme?

* Because trainees forget a lot of what they have learned.

e Because trainees might fail to transfer their learning to the work-
place.

¢ Because the change happened immediately after the training
might be temporary.

How to evaluate?
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Monitoring and Evaluating Training Programs

Daily participant evaluations can be done through:

Forms.

Discussions.

Pros and cons lists.
Suggestion boxes.
Wiritten pre and post-tests.

End of training evaluation may, among others, involve:

Surveys.

Interviews.

Questionnaires.

On-site observations using a checklist.
Supervisors' performance appraisal forms.
FGDs.

Informal conversations.

Results of the Evaluation

One of the most widely used models for evaluating training programs is
one that was proposed in 1959 by Donald L. Kirkpatrick. The model
maintains that there are four levels to measure the quality or effective-
ness of a training course. Results desired from training can be classi-
fied into the following four categories:

1.

Reaction - evaluates the training program itself (are the trainees
satisfied?).

Learning - focuses on changes in the participants as a result of
the training (have skills, knowledge, or attitudes changed as a
result of the training?).

Behavior or performance - deals with the transfer of the learning
to the job or organization (are the results of the training being
applied?).

Qutcomes or results - is the impact of the training on the
productivity and profitability of the organization. While education
tends to focus on the first two of these, training should be evalu-
ated by the last two - on the transfer of learning to the success
of the organization.

The following is a description of Kirkpatrick's four levels of evaluating
training:
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Donald Kirkpatrick's Four Levels of Evaluating Training

Levels Description Comments
Trainee reaction to This is the most primitive
Level | Reaction the course, i.e., does and widely-used method
1 the trainee like the of evaluation. It is easy,
course? quick, and inexpensive to
Usually in the form of | administer. it mainly re-
evaluation forms or flects feelings of trainees.

discussions on weak-
nesses and strengths.

Did trainees learn Learning can be meas-
Level | Learning what was based on ured by pre- and post-

2 the course objectives? | tests, either through
written or performance
tests.

Trainee behavior Difficult to do. Follow-up
Level | Behavior changes on the job - questionnaire or obser-

3 are the learners ap- vations after training has
plying what they occurred. Telephone in-
learned? terviews can also be

conducted.
Measures the impact | Generally applies to
Level | Results of the training on the training that seeks to

4 productivity or profit- overcome an organiza-
ability of the organiza- | tional problem caused by
tion. lack of knowledge or skill.

Examples include reduc-
tions in costs, turnover,
absenteeism and griev-
ances. May be difficult to
tie directly to training.

Design and Implementation

The following is a summary of various evaluation instruments and
which evaluation levels they can be administered to:

Evaluation Level: | Evaluation Instrument(s):
Level 1: Questionnaire, survey, interview
Level 2: Questionnaire, survey, interview, observations,
written/performance tests
Level 3: Questionnaire, survey, interview, observations
Level 4: Performance Records
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Appendices

ArPENDIX 1

STEPS FOR A TRAINING SESSION
BASED ON THE EXPERIENTIAL LEARNING CYCLE

(] set the Leaming Climate
+ Gain the trainees attention and interest.
+ Create an informal rapport with trainees.

+ Recall relevant previous experience.

EI Present the Objectives
+ Provide a link between previous session (s) and this one.

+ Present behavioral objectives to the learners and check under-
standing.

¢+ Let trainees know what they will do during the session in order
to attain the objectives.

(7] initiate the Learning Experience

+ Introduce an activity in which the trainees “experience” a situa-
tion relevant to the goals of the training session. The experience
might be a role-play, case study, simulation, field visit or group
exercise.

¢ The trainees will use this experience to draw data for discussion
during the next step.

+ If you begin this session with a presentation, follow it with a
more participatory activity.
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3) Trainer(s}

Excel- | Good | Accept- | Poor

lent

able

Very
Poor

Knowledge of training subject

Ability to communicate ideas

Use of diverse methods of

training
Encouragement of participation
of trainees

Attitude and relationship with
articipanis

4) Trainees

Excellent

Good Acceptable

Poor

Selection of the right candidates

Punctuality

Cooperation / enthusiasm

Participation

5) Duration of training

Long | Suitable

Short

Duration (6 days)

Hours of training per day (9:00 a.m. to 4:30 p.m.)

Comments on duration of the training:

6} Facilities

Excel- { Good | Accept- | Poor

lent

able

Very
Poor

Training hall

Food

Accommodation (for trainees
who stayed in the hotel only)

Seating

Comments on facilities:

7) To what extent has the training met your expectations?
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8) To what extent do you think that you will be able to apply learned
information in your job?

9) If a similar training course were given, would you apply? Yes No

Why:

10) Suggestions for improving the course:

a) Training content:

b) Training Materials:

c) Trainer{s):

d) Duration:

e) Logistics:
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ArPENDIX 3

SELECTED INTERNET RESOURCES

GENERAL SOURCES ON (NGO) MANAGEMENT

http://www.clearinghouse.net/
{Links to guides on Fundraising, Grants, Non-Profit Organizations, Public
Services, click sub-category Business & Employment).

http./f/www.fundsnetservices.com/main.htm
{Resources on Funding, Grant Wiiting, Non-Profit, Research and Educa-
tional Resources).

http:/iwww.not-for-profit.org/

(Nonprofit Resource Center with a comprehensive directory of links and in-
formation on issues such as Fundraising & Philanthropy; Volunteers & Hu-
man Resources; Advocacy & Public Relations; Board & Organizational Sup-
port; Management Consulfants; Publications; and Research & Policy Studies).

http://comnet.org/net/

(Gateway to sites for the nonprofit community, organized by resource fopics
such as Education, Govemment, Grants & Funding, Health Care Services,
Human Services, and Political Activism).

http://www.boardsource.org/main.htm
(Dedicated fo building stronger NGO boards and NGOs; focus on NGO Gov-
emance).

http:/iwww.escape.ca/~rbacal/articles.htm

{Online articles on Nonprofit Management Problems, Solutions & Issues;
Training, Development, Leaming & Human Resources; Defusing Hostility &
Cooperative Communication; Change Management: Teams & Team Devel-
opment, elc.).

http:/iwww.mapnp.org/

{The Nonprofit Managers' Library: information, matenials and links on topics
such as Administrative Skills; Boards;, Chief Execufive; Communication
Skills; Ethics for Managers; Finances; Fundraising/Grant Writing;, Market-
ing/Public Relations; Management & Leadership; Training & Development;
Personnel & Policies; Program Evaluation, Strategic Planning; Quality Man-
agement; and Volunteer Management).
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http:/ishortguides.com/monprofit

{Information and resources about Nonprofit Organizations, including Fund-
ing, Management, Technology, Philanthropy, Volunteer Activify, Programs
and Activities).

http:/iwww.fundraising.co.uk/
{Everything on Fundraising: information, links, strategies, agencies).

http://www.idealist.org/

(Huge database on NGOs worldwide, including publications, matenals, pro-
grams and links. See http://www.idealist.org/tools/tools.htm for a list of
useful resources for starting and managing a nonprofit organization.
Categories include Financlal Management, Foundatibns, Fundraising,
Govemment Relations, Lobbying, Management, Personnel Management,
and Public Relations).

http:/iwww.tmcenter.org/library/links.html
(Extensive list of links and resources for Nonprofit Organizations).

http:/ffdncenter.org/

(Includes an online library — see hitp:fifdncenter.org/onlib/onlib.html - with
links to nonprofif resources, including: Material on Grant Seeking; a Guide fo
Funding Research and Resources; a Proposal Writing Course; Literature on
the Nonprofit Sector; and Common Grant Application Forms).

http:/iwww.jsi.com/fidr/
(Links, information and reports from the Institute of Development Research,
an independent nonprofit research and education center).

http:/iwww.worldlearning.org/
{Educational services NGO working in Intemational Development, Training
and Capacily Building, NGO Management, and Democratic Participation).

http:fiwww.innonet.org/
(Free resources for Nonprofit and Public Agencies).

HUMAN RESOURCES

http:/iwww.nwlink.com/~donclark/hrd.html

{(Website for Human Development Resources, including articles, online
Training Guides, links fo Training, Human Resource Development, and
Learning Information).

http:/iwww.tcm.com/trdev/
{Training & Development Resource Center for Human Resources).

http:/lwww.astd.org/

{Website of the American Society for Training and Development with infor-
mation, fools, articles and links to training, performance, evaluation, efc.).
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TRAIN THE TRAINER

http:/Hregistry.com/home.htm
(Directory of trainers, training seminars & workshops, consulting services &
consultants, computer labs & classrooms and keynote speakers.)

http:/’'wrww.mapnp.orgllibrary/trng_dev/design/design.htm
(Links and tools for designing training methods, incl. leaming objectives,
methods, elc.)

http:/ivww.mapnp.org/library/trng_devidevelop/develop.htm
(Links and tools for developing training methods and materials, incl. facilities,
documents, graphics, efc.)

http://www.mapnp.org/library/trng_dev/evaluate/evaluate.htm
(Links and tools for evalualting training and results.)

http:/fww.mapnp.org/library/trng_dev/impiment/implment.htm
(Links and tools for implementing training/conducting training sessions.)

http:/fwww.nwiink.com/~donclark/hrd/hrdlink.htm)
{Contains a large online compilation of training and leaming subjects.)

http:/iwww2.edc.org/NTP/trainingdesign.htm
(Eight Steps fo Planning an Effective Training Event.}

http://www .osti.gov/html/techstds/standard/hdbk1074/hdb1074b.htm I#
2736
(Training design handbook, ocutlining training purpose, techniques, efc.)

http://icarbon.cudenver.edu/~bwilson/ID/index.html
(Establishes the foundations in leaming and instructions and provides
Instructional-Design Models, etc.)

http:/iwww.mser.gov.bc.calfoi_pop/TT_Manual/toc.htm
{Onfine Train-the-Trainer Manual.)

http:ifiti.acns.nwu.edu/slatranftrain.html
({Tips and information on training and developing the frainer, incl.
presentation, communication and facilitation skills, and adult leaming.)

http:/iwww.nonprofit-info.crg/npofag/keywords/2z.htmil
(A FAQ listing scores of items of information and advice about nonprofils,
incl. training issues.)

http:/ictb.Isi.ukans.edu/tools/EN/section_1105.htm

{Community toolbox with how-to articles on developing training programs for
staff.)
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http:fictb.Isi.ukans.edultools/EN/chapter_1012.htm
(Communily foolbox with how-to arlicles on providing training, including
designing and delivering training sessions, conducting a workshop, etc.)

http:/iwww.trainersdirect.com/
(Includes online resources such as assessment instruments, slef-study
modules, templates, articles, etc.)

http://www.reproline.jhu.edufenglish/5tocls/5tools.htm
{Matenals and leaming tools for free use or downioads, including ice-
breakers, activities, role-plays, checklists, efc.)

hitp:/iwww.enewall.worldonline.co.uk/htmlleducation___training.htm
(Lots of links for websites refated fo implementing training, adult leaming
etc.)

http:/fficis.oise.utoronto.ca/~smceachren/ctl1605/index.htmi

{Resource collection with an annotated list of links divided by the following
training tasks: fraining needs analysis, instructional design, instruction,
evaluation and coaching.)

http:/lwww.businessballs.com/
(Free training and team building ideas and materials.}

http://www.abctrainingsolutions.biz/

(Hundred free resources in ten subject areas, incl administration and
management of training, training needs analysis, lraining evaluation,
communication skills, and presentation skills).
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