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PREAMBLE

This Monitoring and Evaluation Training Manual is guided by NANGO’s Vision for “A proactive com-
munity of NGOs responsive and committed to the sustainable development needs of all people in Zim-
babwe and the full realisation of human rights, democracy, good governance and poverty alleviation.”
It is a Manual that is responsive to the demands of cross cutting issues such as gender, environment,
disability and HIV and AIDS. It shall provide the basis for the development of future Training Manuals.

This training manual is designed to guide the training of trainers on project life cycle, monitoring and
evaluation. The manual will primarily be used by CSOs to train other CSOs. The use of the manual will
result in: Improved standardisation of the Project Life Cycle, Monitoring and Evaluation (M & E) train-
ing, Sustainability of the training so that it can be replicated in future with less cost, Provide a guideline
for facilitators and others ,Ensures high quality and methods are being considered for monitoring and
evaluation training. This manual is intended for use during the training of trainers who in turn will use
it as a resource as they train other Civil Society Organizations (CSOs).

The Manual is a product of a highly participatory and inclusive process involving stakeholders with
in-depth knowledge in monitoring and evaluation of developmental programmes. The Manual was
developed under the Results Based Management (RBM), an approach which in essence advocates for
the accomplishment of a project through timeous completion of set milestones within a given time
frame.

This Manual document demonstrates that through collaboration and dedication, success can be
achieved. The National Association of Non-Governmental Organizations is deeply indebted to all the
participants who made the exercise a success.

On behalf of NANGO

Leonard Mandishara
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PURPOSE OF MANUAL

This training manual is designed to guide the training of trainers on project life cycle, monitoring and
evaluation. The manual will primarily be used by NSAA consortium members to train other CSOs.
The use of the manual will result in:

« Improved standardisation of the Project Life Cycle & Monitoring & Evaluation (M & E) training

« Sustainability of the training so that it can be replicated in future with less cost.

« Provide guideline for facilitators and others

» Ensures high quality and methods are being considered for monitoring and evaluation training.
This manual is intended for use during the training of trainers who in turn will use it as a resource as
they train other Civil Society Organizations (CSOs).

HOW TO USE THE MANUAL?

The training manual is designed for use by trainers of trainers and it gives the purpose and objectives
to be covered within the suggested time period. Methodologies to be used are also suggested. It is
important to note that these are guidelines and actual time to be taken and the methodology might
have to be varied considering the background of the group participants, size of the group etc. It is how-
ever recommended that participatory training techniques are employed and these are explained below.
These are effective in training adults as they work on the basis that adults are bringing their experienc-
es to the learning processes. Broadly, each chapter will tap on the participant’s experiences to develop
an understanding of the topic, equip the participants with skills of analysis for that topic, give the par-
ticipants ways of practicing using the tools and link the exercise to how monitoring and evaluation is
essential in organizations and in project.



Chapter 1 — The Facilitator

1.0. Introduction

This chapter focuses on the basics of adult learning
and workshop facilitation methods aimed at
adorning the facilitator with key skills for a
successful management of the training workshop.

1.1. What Is A Facilitator?

A facilitator is the person who guides a process. In
this case the facilitator will be moderating a train-
ing process. Facilitation has three basic principles:

A facilitator is the guide to help people move
through a process together, not the seat of wisdom
and knowledge. That means a facilitator isn't there
to give opinions, but to draw out opinions and
ideas of the group members. Facilitation focuses
on how people participate in the process of learn-
ing or planning, not just on what gets achieved. A
facilitator is neutral and never takes sides.

A facilitator does their job through:

« Making sure everyone feels comfortable partici-
pating

+ Developing a structure that allows for everyone's
ideas to be heard

« Making members feel good about their contribu-
tion to the meeting

« Making sure the group feels that the ideas and
decisions are theirs, not just the leader's.

« Supporting everyone's ideas and not criticizing
anyone for their contributions.

1.2.How Do You Plan A Good Facilitation
Process?

A good facilitator must plan ahead making sure all
is in place before a training session. Focus must be
on:

+ Climate and Environment
 Logistics and Room Arrangements
« Ground Rules

1.3. An enabling workshop environment
The environment and general "climate" of a
meeting or planning session sets an important
tone for participation. As a facilitator one then
needs to be pre-occupied by the steps to take
towards creating an enabling environment for
each training session.

Key questions to ask yourself as a facili-
tator include:

1. Is the location a familiar place, one where
people feel comfortable? A comfortable and
familiar location is key.

2. Is the meeting site accessible to everyone?
Another reminder: can people with disabilities
use the site as well?

3. Is the space the right size?

1.4.ADULT LEARNERS
1.4.1. Principles of adult learning

Adults learn best when they participate fully in
the training. This may seem obvious, but attend-
ing a training event does not mean the same as
participating in it. Participatory training means
that everyone is involved and active. It’s good to
remember the following guidelines when deliv-
ering training to adults.

+ Adults need to know why they need to learn
something

+ Adults need to learn by using their own experi-
ences

 Adults approach learning as problem-solving
o Adults learn best when the topic is of immedi-
ate value

« Adultlearning is an active process of reflection
and discussion



Table 1: Participatory Methodologies

1.1.1. Participatory Learning Methods

Participatory training
method

Main uses

Advantages

Disadvantages

Discussion method

Problem solving
Forming or moulding attitudes

Reviewing /consolidating
other learning

Learner activity can be
high

Interest can be quickly
aroused

Time consuming
Needs to be extremely well controlled

To run well learners must know or
have opinions about the topic

Exercises

Develop
interactive/interpersonal skills
and team building activities

Highly participative

Learners are usually
highly motivated

High trainer skills are required

Failures may lead to frustration

Brainstorming

Problem solving

Consolidating previous
learning

Uses participants’
experience and ideas

Very active
participation

Time consuming
Higher trainer skills required

Some learners may not participate

Small groups

Permits more engagement by
participants

Allows for increased personal
engagement between
facilitator and individual
participants

To generate a variety of
ideas in a short period
of time

Limited diversity

Sorting cards

Showing differences between
two similar issues, re-
arranging latent knowledge
which participants might have

Uses participants
previous knowledge of
the topic, engages all
senses (visual, captive,
communicative)

Lectures and
presentations

Essential in speaking to a
group as an audience

Useful when explaining
something

Participants are not involved directly

1.5. Conclusion

A facilitator makes or breaks any learning engagement, as highlighted above it is the skill of the facilita-
tor that guarantees successful learning outcomes. Anyone can become a good facilitator with enough
practice and adherence to the above mentioned core principles in facilitation.



Chapter 2 — Management of a training Event

2.0. Introductions

For any successful training, the facilitator needs to
ensure that participants feel comfortable, under-
stand the goals of the training and agenda of the
day before starting with the actual training.

2.1. Commencement of a Training Event

Step 1: Welcoming participants & short introduc-
tion of facilitators

Step 2: Get to know the participants, eg with a
small game.

Step 3: Expectations setting & workshop rules

Step 4: Presentation of Agenda and objectives of
the training.

Time Needed
30 - 45mins depending on the size of the group

Materials Needed
Moderation cards
Markers

Agenda

Flip charts
Projector

2.2. Aims of the training:

At the end of the training, participants should
know the following;

« importance of monitoring and evaluation in their
organizations and projects

« understand project life cycle

« the difference between Monitoring and Evalua-
tion

« understand the relevance of M&E for their orga-
nizations and projects

» have an overview of tools that can be used for
monitoring and evaluating in an organization

« how to develop: Key Performance Indicators
(KPIs), Logframes, and Specific, Measurable,
Attainable, Relevant and Time bound (SMART)
indicators

« how to employ acquired monitoring and evalua-
tion skills in their organizations and projects.

2.3. Ground Rules

To ensure a smooth flow of participation and for
participants to really feel invested in following
the workshop ground-rules rules, the best way is
to have the group develop them as one of the
first steps in the process.

Common ground rules are:

 One person speaks at a time

« Raise your hand if you have something to say
« Listen to what other people are saying

« No mocking or attacking other people's ideas

« Be on time coming back from breaks (if it's a
long meeting)

« Respect each other

2.4. Facilitating a Session

Here are the basic steps that can be your facilita-
tor's guide:

1. Start the meeting on time

2. Welcome everyone

3. Make introductions

4. Review the agenda, objectives and ground
rules for the meeting

5. Encourage participation

6. Seek commitments

7. Bring closure to each item

8. Respect everyone's rights

9. Be flexible

10. Summarize the meeting results and needed
follow-ups

2.5. Room Arrangements

 Chair arrangements: Having chairs in a circle
or around a table encourages discussion, equali-
ty, and familiarity.

« Places to hang newsprint:

« Sign-In sheet: Is there a table for participants
to use?

» Refreshments: If you're having refreshments
ensure that arrangements are in place to avoid
any disruptions

« Equipment: If you are using any equipment,
set up and test the equipment before you start.

« Participants accommodation and transport
arrangements



2.6. Training Programme
The following is a proposed programme that will cover this manual over a period of one day (under a
compressed programme).

2.7. Conclusion
Imagine a workshop without chairs or rest rooms.

Success in any training endeavour is premised on good preparatory work. The results of a training are
dependent not only on the quality of the facilitator, content of the training but also on the process
preparedness.




Chapter 3 - Monitoring and Evaluation: What is it all about?

3.0. Introduction

Monitoring & Evaluation M&E is an embedded
concept and constitutive part of every project or
programme design (“must be”). M&E is not an
imposed control instrument by the donor or an
optional accessory (“nice to have”) of any project
or programme. This chapter explores monitoring
and evaluation and discusses a few common con-
cepts on monitoring and evaluation.

3.1. Why Monitoring and Evaluation

Why do we expend so much resources and effort
in the pursuit of M & E. Osborne & Gaebler,
(1992) state that the Power of measuring results
manifests in many ways that include but are not
limited to the following;

« If you do not measure results, you cannot tell
success from failure.

« If you cannot see success, you cannot reward it.

« If you cannot reward success, you are probably
rewarding failure.

« If you cannot see success, you cannot learn
from it.

e If you cannot recognize failure, you cannot
correct it.

« If you cannot demonstrate results, you cannot
win public support.

3.1.1. STEP 1: Defining Monitoring & Eval-
uation

1. Ask participants to discuss in pairs what they
understand by the terms Monitoring and Evalua-
tion? (Time: 2 minutes)

2. Ask the participants to share what they would
have discussed in pairs (one of the pair members
can present)

3. Share with them the definition contained in
this manual and try to match their responses and
the definition provided in the manual. Figure 1
below shows a facilitator pre-written definitions
on flipchart.

Time Needed
15 minutes

Materials needed

Sets of different colored moderation cards

Sticky stuff/ pins to pin up correct version of cards
Flipcharts or projector

Figure 1: Definitions of Monitoring and Evaluation on flipchart

3.1.1.1. Suggested Definitions

What is Monitoring? - The South African Manage-
ment Development Institute (2007) defines moni-
toring as an integral part of day-to-day operational
management to assess progress against objectives.
Monitoring is the routine process of data collec-
tion and measurement of progress toward pro-
gram objectives.




What is Evaluation? - The Organization for
European Cooperation and Development (OECD)
(2000a) cited in Kusek and Rist (2004, p. 12)
defines evaluation as the systematic and objective
assessment of an ongoing or completed project,
program, or policy, including its design, imple-
mentation, and results. The aim is to determine
the relevance and fulfilment of objectives, devel-
opment efficiency, effectiveness, impact, and
sustainability. An evaluation should provide
information that is credible and useful, enabling
the incorporation of lessons learned in the deci-
sion making process of both recipients and
donors. In summary, evaluation is a systematic
assessment of the strengths and weaknesses of the
design, implementation and the results of com-
pleted or ongoing interventions.

Thus monitoring and evaluation are different but
complementary. In simplest words monitoring
involves checking adherence to pre-agreed imple-
mentation procedures and standards, progress on
implementation and achievement of goals, while
evaluation entails assessing or analysing the
extent of implementation, achievement of set
goals and impacts made as a result of the interven-
tion.

3.1.2. Step 2: Differences between Monitor-
ing and Evaluation

1. Prepare moderation cards with characteristics of
both monitoring and evaluation in different
aspects (see below). Mix the cards.

2. Ask the participants to sort the cards according-
ly so that each aspect is described for both moni-
toring and evaluation. (if there are more than 6
people, make multiple groups and hand one set of
cards to each group)

3. After groups have sorted their cards, let them
explain their choices and correct where necessary

Figure 2 shows a flipchart of arranged cards
depicting the differences between

monitoring and evaluation.

Time needed:

2 minutes to explain task and hand out mate-
rials

5 minutes for each group to sort the cards
5-10 minutes for debriefing of correct version

Materials needed:
Sets of different coloured moderation cards

Sticky stuff/ pins to pin up correct version of
cards

3.1.3. Step 3: Discussion on the relevance
of Monitoring and Evaluation

Ask participants to discuss in groups the relevance of
Monitoring and Evaluation in their organizations.

1. What can be monitored and what can be eval-
uated in their organizations.

2. What can be monitored and evaluated in
NSAA project.

3. How can it best be monitored or evaluated.

Following the group work ask the participants to;

1. Present what they would have discussed in
pairs (one of the pair members can present)

2. Let other members comment on the presen-
tation given.

3. As the facilitator add to what has been given.

Time Needed

5 minutes to explain the task and distribute
materials to groups

15 minutes for group work
5 minutes per group to present

Materials needed
Flip charts, markers
Sticky stuff/ pins



3.2. Comparative chart for Monitoring and Evaluation

Figure 2: Comparative table on Monitoring and Evaluation

3.3. Conclusion

The chapter introduces trainees to M & E and capacitate trainers on modalities in rolling-out training
onM & E.




Chapter 4 - Project Life Cycle

4.0. Introduction

The section explores the concept of project life
cycle, its tenants and to demonstrate how the con-
cept of monitoring and evaluation is integrated in
projects.

4.1.2. Some characteristics of a project
 unique venture with a beginning and an end
» established goals

« parameters of cost, schedule and quality (per-
formance) goals

« set of people and other resources temporarily
assembled to reach a specified objective

« fixed budget

4.1. Step 1: What is a project and pro-
gramme

1. Ask participants to discuss in pairs “what is a
“project” and “programme”

2. Ask the participants to share what they would
have discussed in pairs (one of the pair members
can present)

3. Share with them the definition contained in
this manual and try to match their responses and
the definition provided in the manual.

4.2. Step 2: Understanding the project
Life Cycle concept

1. Get into groups of 3 — 4 people, explore the life
cycle concepts

2. Each group gets one life cycle allocated by the
facilitator (Biological, family, enterprise, product
and project 1 life cycles

Time needed
2 minutes’ discussions in pairs
5 minutes debriefing

3. Hand out materials to participants
4. Draw the life cycle in your group
5. Share and compare life cycles

Materials needed Time needed

Flip charts 30 minutes

Power point presentation with definition

Materials needed

4.1.1. Definition of project. Flip charts
A project is a unique venture with a beginning Markers
and an end, conducted by people to meet estab- Crayons

lished goals within parameters of cost, schedule
and quality (Buchanan and Boddy, (1992, p. 8).

A project is a set of people and other resources
temporarily assembled to reach a specified objec-
tive, normally with a fixed budget and with a
fixed time period. Projects are generally associ-
ated with products or procedures that are being
done for the first time or with known procedures
that are being altered (Graham, 1985, pp. 1-2
cited in Buchanan and Boddy, 1992).

Programmes are broader than projects in that a
programme might be a department, function or a
portfolio of ‘projects’ in an organization.

) &«

We define a programme as a ‘basket’, “portfolio”,
“family” or collection of projects—two or more.




4.2.1. The Project Life Cycle Models

There are as many project life cycle models hence “there is much discussion about whether there is only
one ‘true’ model of a project life-cycle or many, and whether these are accurate descriptions of what hap-
pens in real life” (Field and Keller, 1998, p.61).
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Facilitator Notes

Every project has certain phases of development. A clear understanding of these phases allows manag-
ers and executives to maintain control of the project more efficiently. By definition, a project has a
beginning and an end and passes through several phases of development known as life cycle phases.
These phases are varied depending upon the industry involved but all follow the same basic steps. It is
important to realize that the project life cycle for each project may differ, in both the number of phases
it may have and the detail within each of these phases.

The five main phases of the project life cycle are as follows:

START-UP This phase is where the project objectives are defined and the conceptual aspects of the
project agreed. This may be the phase where a problem is identified and potential solutions suggested.

DEFINITION Once the project objectives have been clearly defined then the appraisal of the solu-
tions is conducted in terms of risks, financial commitment and benefits. The scope of work is now
defined in detail. (6 Important considerations when defining your Project)

PLANNING This phase is where the project is broken down into manageable areas of work and
planned in terms of time, cost and resources. This is a continuous process and will extend throughout
the execution phase of the project. (6 Helpful hints when Planning your Project)

EXECUTION During this phase the work is implemented, controlled and monitored.

CLOSE-OUT The final phase of the project life cycle is close-out and demobilization, where resourc-
es are reassigned, the project is handed over and the post-project review is carried out. (Project
Close-out and handover — a general overview)

It is important to ensure the project life cycle used on your project is appropriate to the work being
carried out and split into distinct and manageable phases. The project life cycle also allows for the gate
procedure to be used. This is a tried and tested method for delivering projects on time, within budget
and to the expected quality targets. At each stage, approval is generally required from outside the proj-
ect team before proceeding to the next stage.

4.3. Conclusion

The project life cycle is critical for any managers hoping to deliver projects to clients successfully. The
chapter explored project cycle variations and key issues for noting in capacity building.
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Chapter 5 - Monitoring and Evaluation Tools

5.0. Introduction

There are many tools that can be used for monitoring and evaluation however this chapter focused on
the following: -

5.1. Tool No.1: Theory of Change

5.1.1. What is a theory of change?
1. Get together in groups of 3 -4

2. Develop a theory of change for a Proposal on child marriages (or any other possible project you work
in)

3. Make presentations of group discussions

Time needed
Preparation time: 15mins
Presentation time: 5mins

Materials needed
Flip charts

Markers etc




What does a theory of change look hike?

Supported by narrative including:
Assumptions (incl, sphere of accountability)
- Raticnale
Indicators

Figure 4: Theory of change framework

5.1.2. Levels of Theories of Change

overarchingsocietalgoal [Livelitmﬁofrum“m in}

@ of the project Zimbabwe have improved
w Indirect (expectedresutts| | Women increasinglydemand
ofthe activities L theirrightswithRDCs
Directresutsofthe | [ More womenknow about )
activities  their constitutionalrights
Activitieswithinthe | [ Training onconstitutional “
project L literacy forwomen

Figure 5: Levels of Theory of Change




5.2. Tool No. 2: Logical framework (Logframe)

The LFA takes the form of a four-by-four project table. The rows represent types of events that take
place as the project is implemented: Activities, Outputs, Purpose and Goal.

Columns represent types of information about events: a narrative description, Objectively Verifiable
Indicators (OVIs) of those events taking place, Means of Verification (MoV) where information
will be available on the OVIs, and Assumptions are external factors that could influence, ether posi-
tive or negative on the events described in the narrative column.

SMART Meansof Risksand
Indicators verification assumptions

Outcomes SMART Meansof Risksand
Indirect (expected)resus | | Indicators | | verifiation | | assumptions

Outputs SMART Meansof Risksand
s e (s

Inputs

SMART Meansof Risksand
Indicators verification assumptions

Figure 6: Logical framework model




5.2.1. Indicators - What is an indicator?

It is a measure, guide, marker, pointer or gauge
of something

Indicators, targets, goals should always be
SMART

S — specific

M — measureable
A — achievable

R — relevant

T — timely

5.2.2. Types of indicators
Quantitative and qualitative indicators
Process and outcome indicators

5.2.3. Development of logframe
1. Get back into your groups of 3

2. Add the logframe for the constitutional
literacy proposal, i.e. SMART indicators,

means of verification, risks & assumptions

Timed needed (20 minutes)
Preparation time: 15mins
Presentation time: 5mins

5.3. Tool No. 3: OECD — Development
Assistance Committee (DAC)

For over 50 years, the Organization for Economic
Cooperation and Development (OECD) through
the Development Assistance Committee (DAC)
has grouped the world’s main donors, defining
and monitoring global standards in key areas of
development. The DAC supports the UN in
ensuring the success of the Sustainable Develop-
ment Goals (SDGs). These were first developed
and approved in 2006.Key attributes of the DAC
are:

 Key pillars needed for a quality evaluation have
been prepared by DAC members in order to
define member countries’ expectations of evalua-
tion processes and evaluation products.

« Are not binding on member countries, but a
guide to good practice and aim to improve the
quality of development intervention evaluations

« Are intended to contribute to a harmonised
approach to evaluation in line with the principles
of the Paris Declaration on Aid Effectiveness.

5.3.1. OECD Criteria

Relevance: The extent to which the aid activity
is suited to the priorities and policies of the target
group, recipient and donor.

Effectiveness: A measure of the extent to which
an aid activity attains its objectives.

Efficiency: Measures the outputs -- qualitative
and quantitative -- in relation to the inputs.

Impact: The positive and negative changes
produced by a development intervention, directly
or indirectly, intended or unintended.

Sustainability: Sustainability is concerned
with measuring whether the benefits of an activi-
ty are likely to continue after donor funding has
been withdrawn.

17



5.3.2. Plenary discussion

Discuss why are the OEDC Criteria essential in an organization?

Time needed 15 minutes




5.4. Tool No. 4: Key Performance Indicators

Key Performance Indicators (KPI) need to cover the most important areas and goals of the organization.
They are:

« linked to Strategic Plan / Priorities
« linked to organizational departments
« linked to other key areas without which the organization cannot survive

5.4.1. How to develop KPIs

« Identify the results you expect. What is your organizational goal in each area?
« Add numbers to each goal that you want to achieve.

« Collect the past and current numbers (baseline) for each goal.

« Compare changes in percentage for each goal over the past years / months. How much have we
already improved or reached?

 Agree on how frequently each KPI will be reviewed / monitored, i.e. daily, weekly, monthly, quarterly,
annually?

5.4.2. Group work
Get together in groups of 2-3 with people from your own organization and:

« Discuss which areas of your organization are most vital and should thus be constantly monitored with
a KPI?

« List and elaborate the 5 most important KPIs which your organization should monitor and how.
 Present to the plenary

Time Needed

(1 hour)

30 minutes to prepare presentation

30 minutes to present to the larger group

Materials needed
Flip charts
Markers etc
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5.5. Tool No. : Kirkpatrick’s Training Evaluation

5.5.1. How can we best evaluate our trainings based on
the Kirkpatrick model? Time needed

1. Discuss with your neighbor how best we can evaluate trainings Discussion time: 10mins

sant? g g g g
on any project: Presentation time: 2 mins per pair

2. How are we already evaluating our trainings? Which Kirkpat-
rick levels are we covering and which ones are we not covering?
Why?

3. What do we need to do differently in the future?

Materials needed
Flips charts
Markets etc



THE KIRKPATRICK MODEL

Level 1: To what degree participants react favorably to the learning event
Reaction

Level 2: To what degree participants acquire the intended knowledge, skills
eg d el ) 2
L“mi"g and attitudes based on their participation in the learning event

Level 3: To what degree parlicipants apply what they learned during training
Behavior when they are back on the job

Level 4: To what degree targeted outcomes occur as a result of leaming
Results event(s) and subsequent reinforcement

D 10-2013 Erkpatrick Partners, LLC. Al rights resenyed. Used with pammission. Visit kirkkparickpariners com for mane informaian

[ Fiobart Brinkeehoff [2008)
Gary Becker (1564, 1903)

[Mary Both ONeal (2007)
Jack Prillis [1966)

[Arthony Haemiblin (1974)
CIRO (1970)
Donald Kirkpatrick {1954)

Level 1
Reactions

10 Pacilitson.crg ok 2000

Figure 7: Kirkpatricks Training Evaluation Model

5.6. Conclusion

The above mentioned examples are but only a few of many tools available for use in M & E. It needs
however to be mentioned that the above selected are amongst some of the most commonly used in
development work M & E.




Chapter 6 — Ending a training session

6.0. Introduction

Any good training session needs to have a planned ending that brings closure to the entire process and
also gives guidance to participants for next steps, checks for possible follow-up sessions, success of the
training and feedback on the training. This chapter will give a guide for the trainer on how to plan for
and execute the training session ending.

6.1. Closing and Evaluation of the training
1 Review the agenda and remind participants of all of the things which were covered

2 Review the goals of the training and ask participants to vote whether or not we achieved all goals
during the day

3 Review participants’ expectations and ask them to tick off which expectations were achieved. Com-
ment on why some where not achieved and ideally give further reading / send information later or
follow up on those not achieved

4 Ask participants to evaluate your training by giving you anonymous feedback on RED and GREEN
moderation cards. RED cards = what I didn’t like about the training, what we don’t need to keep next
time. Green cards= what they liked about the training, what they are taking with them from the training.
Prepare 2 flip charts, one for each colour of cards: one flip chart with a “dust bin” (red cards) and one
with a “suit case” (green cards)

6.2. Alternative:

Prepare evaluation forms (Kirkpatrick level 1) for participants to anonymously evaluate the training
and give you feedback. See example of ----- workshops.

6.3. Vote of thanks

At workshop preparatory stage identify from key stakeholders a person with intimate knowledge of the
project, its aims and objectives to prepare beforehand some welcoming remarks. For the closing
remarks they need to be able to fuse the objectives of the workshop, what transpired in the workshop
and summarise all to guidance on next steps.

6.4. Conclusion
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