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Training is a lot more than the simple delivery of information to a room of people: training is about effectively engaging learners. Being an effective trainer requires many professional and personal traits in addition to expertise in subject matter for a specific topic. Being able to support people to learn effectively requires trainer skills.

A trainer must be organized to bring people together, have strong presentation skills, be able to ask critical questions to draw out information from the participants, use a variety of training approaches to keep the learners engaged, develop learning tools that are engaging for various types of learners, and be able to read participants to adapt accordingly in the moment.

As an individual trying to improve your effectiveness as a trainer, it can be quite daunting to consider so many different traits and characteristics. This framework will guide you through your professional development so you can become the best trainer that you can be.
This profile includes:

· A rubric of behaviours and knowledge expected at each level to indicate competency
· Three levels of progression for each competency
· Suggested activities to develop each competency
· A Learning and Development Plan
· A Training Experience Record
· A Trainer Feedback Form
· A Video Reflection Form

Please contact us for any additional information on how you can use this profile to support
your Water, Sanitation, and Hygiene (WASH) initiative to achieve greater impact.
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How To Use THis framework – THe CompeTenCy proCess
Our four-step competency process supports you in your progression to becoming a better trainer. As you expand your abilities, you will begin to master new competencies and your confidence will increase. The competency process is shown as a circle to represent ongoing professional development.

As a candidate, do a self-assessment before moving on to setting goals, connecting with a mentor, and getting a mentor to validate your competencies.

If you are managing a team of trainers and you are looking to support the development of your team, set goals for the level of progression required for each of the competency groups your program needs. Then, assess and validate the competencies of your staff.

begin







Begin

Assess

Set Goals
Validate

The first stage of the competency process is to read the framework, find a competency mentor or supervisor that can support you in your professional development goals, and commit time for both of you to participate in the process.

assess
At this stage, self-assess your competencies using the Competency Assessment tool to establish a reference point for your professional development. Also, consider getting your mentor or supervisor to observe you training and help you to complete your self-assessment.

You can assess your current ability against the described competency and decide if your skills and knowledge in that area meet the described criteria. Always considercarefully if theskills and knowledge can be demonstrated. It is very important to be honest about your true capabilities.
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[bookmark: _bookmark0]The assessment forms use a rubric to structure the different competency levels (see sample rubric below). A rubric is a scoring guide often used in education to communicate expectations to learners and to help provide the basis for assessment, reflection, and goal setting.

The table on the next page details typical components found within a competency assessment rubric.

Note: The organization of the competencies does not represent the order in which they should be completed. You can work on them in any orderyou choose, and you can work on differentcompetencies across all levels at the same time. While our process identifies specific competencies, our vision is to build the total capability of individuals to perform, grow, and contribute toward lasting change.

seT goals
The purpose of this stage of the competency process begins with setting learning goals for development. Work with your mentor or supervisor to identify strengths and areas for improvement using the Assessment Form and record them on a Learning and Development Plan. Next, read the Competency Development Activities that correspond to each competency and select the ones that are most appropriate for developing the specific competencies selected. Make sure you record both selections on your Learning and Development Plan.

Competency Development Activities
The Competency Development Activities include a mix of practical and academic reading suggestions to improve each competency. The lists are not complete. You are encouraged to add other activities to the lists as you fill out your Learning and Development Plan.

Learning and Development PlansC O M P E T E N C Y F R A M E W O R K 
Trainer

LEARNING AND DEVELOPMENT PLAN
This Learning and Development Plan will help you to plan and guide your development of specic competencies. Refer to the Assessment Form and the corresponding Competency Development Activities sections for what to include in this form. Be sure to update your Learning and Development Plan regularly as you achieve your goals.
Notes:

The Learning and Development Plan is a great way to guide and track your professional development for each competency selected for improvement. Record information from the Competency Assessment Forms, the Competency Development Activities, key points from discussions with a mentor, and your self-reflection.What competency do	What actvites will I do to  What support do I require? I want to improve?	improve this competency?
Goal 1


Goal 2


Goal 3











Sample Rubric for Competency Assessment

	Competency
	Foundation
	Intermediate
	Advanced

	
	This section describes a basic level of trainer competency.
	This section describes an intermediate level of trainer competency.
	This section describes a high level of trainer competency.

	

	Competency Development Activities

	This section describes a suggested trainer development activity.
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[bookmark: _bookmark1]ValidaTe
This stage of the competency process is to seek validation of existing competencies and gain recognition of achievement for your professional growth. The validation can happen in a few ways, using various tools. The simplest method is for a validator to observe you clearly demonstrating your competencies. You can also gain recognition by answering knowledge questions, using reflection forms to demonstrate self awareness consistently, and collecting peer feedback forms to include in your practice.

Observation
A validator needs to observe you demonstrating the competencies to verify them. A validator can refer to your assessment rubric, observe your behaviour, and work with you to decide which of the described competencies you have.

You can provide evidence of behavioural competency to a validator in a number of ways:

· By being observed while performing competencies on the job or during an exercise or simulation
· Using recorded video of you demonstrating the competencies
· Using peer feedback forms

Knowledge Assessment
Certain competencies can be validated through a discussion with a validator, mentor, or supervisor. These competencies correspond to a specific question that will be used to assess your understanding of training theory and your depth of knowledge. Validators will refer to a Validator Guide that lists expected responses to provide consistency for candidates in the assessment of knowledge-based competencies.

Self-Reflection
You have the option to use different self-reflection forms to create a portfolio to demonstrate specific competencies. By regularly completing and updating different forms, such as Experience Records and Learning and Development Plans, you can create a body of evidence to demonstrate growth across a variety of competencies within your training practice. This portfolio of evidence can be used for validation instead of observation.







Who are the Validators?
Validators are typically supervisors, managers, or mentors in an organization responsible for facilitating the competency process with others. We recommend that a validator should obtain certification in all three levels of the competency framework for the specific role they are supporting to strengthen credibility of the process and enable more effective coaching and mentoring of candidates.

Validators should also possess:
Knowledge of the:
Competency process
Reasons for developing competencies
Different ways of assessing competencies and when to use them
Importance of self- assessment
Ethics required of a validator
Principles of adult education
Record keeping requirements
Importance of
confidentiality
Skills in:
Assessing competence Managing records Communication Interpersonal relationships
Providing effective feedback
Ethical behaviour Completing forms correctly
Advising candidates during a meeting
Observation
Attributes including: Self-awareness Humility
Respect toward others Respect for confidentiality Tact
Desire to help others Friendliness
Approachability
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[bookmark: _bookmark2]Trainer CompeTenCy groUps
There are five categories of competencies for trainers: professional practice, training methodology, training delivery, inclusion, and logistics. Within each category, we have identified specific competencies at foundation, intermediate, and advanced levels. The following profile wheel illustrates the five key competency groups for being an effective trainer.

Professional Practice
Trainingisaprofessionandrequiresaprofessionalattitude. Thiscompetency group focuses on competencies that optimize the learning experience
for participants and facilitate the professional growth of the trainer.



Training Methodology
This competency group focuses on the application of adult learning theory and principles that contribute to creating high quality learning experiences for participants.

Training Delivery
This group contains competencies required for effective delivery of learning experiences. It includes the full spectrum of training delivery from presentation

Logistics





Inclusion

Professional Practice




Training Methodology

skills to group management.

Inclusion
A training can only be effective if participants feel safe. This competency group covers a trainer’s ability to create and promote an equitable learning environment for a range of participants.

Training Delivery


Logistics
To deliver a training, you need participants, a venue, materials, and time. This competency group covers key elements in planning for and management of learning experiences.









	Professional Practice
	

	Accuracy of information
	Debriefing and feedback

	Relationship building
	Mentorship

	Reflective practice
	

	
Training Methodology
	

	Learning relevance
	Learning environment

	Theory-based instruction
	Learning progression

	Lesson planning
	

	
Training Delivery
	

	Public Speaking
	Participant needs

	Active listening
	Co-training

	Questioning
	Group management

	Clear instructions
	

	
Inclusion
	

	Gender issues
	Cross-lingual issues

	Culture
	Barriers to participation

	
Logistics
	

	Training event organization
	Reporting

	Time requirements
	Computer literacy
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[bookmark: _bookmark3]professional praCTiCe

	Accuracy of information
	Foundation
	Intermediate
	Advanced

	
	Explains the importance of sharing accurate information
Acknowledges when they lack sufficient knowledge
	Researches unknown information to provide an accurate response to participant inquiries
	Verbally cites relevant sources of information during training
Corrects inaccurate information shared during training in a respectful way

	

	Competency Development Activities

	Before presenting, make a list of questions which might arise and think of answers to them Explain information as accurately as you are able
Practice slowing down. Sometimes people make mistakes when they are rushed Practice admitting when you do not know something
Read the participant and trainer manuals to ensure understanding of training topics
Read references from CAWST’s trainer essentials to increase your depth of knowledge on
specific content areas
Seek out books, papers, and journal articles on related content and spend time reviewing them
Refer participants to other resources that can answer their questions if you cannot
Subscribe to emails from the WASH, health, and education sectors and stay up-to-date on new developments and trends
Read Water Engineering Development Centre’s (WEDC) guides on water and sanitation Read reference materials from CAWST
Other:








professional praCTiCe

	Relationship building
	Foundation
	Intermediate
	Advanced

	
	Describes strategies for building relationships with participants in training
Engages actively with participants to encourage participation
	Explains ways that a trainer’s attitude can facilitate or hinder the results of the training
Uses a variety of strategies to build relationships with participants during training
	Providing support to participants post-training

	

	Competency Development Activities

	Practice building strong relationships with your colleagues
Attend conferences, workshops hosted by other organizations, and look for opportunities to network
Reach out to participants during breaks and at lunch
Make a point to ask participants about their goals and challenges on their projects or
programs
Find shared interests or objectives with participants
Maintain on-going dialogue with previous workshop participants and clients
Find a mentor and ask them to help you with your professional development goals Other:
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professional praCTiCe

	Reflective practice
	Foundation
	Intermediate
	Advanced

	
	Explains the importance of self- reflection for trainers
Explains the importance of planning for professional development
Reflects after training events on how to improve their training delivery
	Creates a professional development action plan
	Shows evidence of acting on professional development goals
Models reflective training practice for team members

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Goal Setting and Action Plans Read reference materials from CAWST
Read Water Engineering Development Centre’s (WEDC) guides on water and sanitation Create an action plan or professional development plan
Seek feedback from others on your performance and reflect on your strengths and areas for
improvement
Look for opportunities to join webinars, conferences, and workshops hosted by other organizations
Find opportunities to work with colleagues with different skills sets or backgrounds on different types of activities
Share your goals with colleagues or a supervisor and create accountability
Review your action plan regularly; schedule these into your calendar to help you remember Other:








professional praCTiCe

	Debriefing and feedback
	Foundation
	Intermediate
	Advanced

	
	Explains the purpose of
debriefing
Explains the importance of feedback for trainers
Seeks constructive feedback
	Gives constructive feedback with other team members during debrief sessions
Incorporates feedback into training delivery
Uses feedback to identify ways to improve training activities
	Leads debrief sessions Provides insightful
feedback to team
members
Creates a safe environment for giving and receiving constructive feedback

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Giving Effective Feedback Participate in regular feedback sessions with other trainers Stay open when receiving feedback from others
When giving feedback, remember to focus on behavior, not the person Balance your constructive and positive feedback
Be specific and timely in your feedback
Take leadership to establish debriefing sessions if others do not
Record important information from feedback and apply it to training practice or include it in training content for improvement
Other:
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professional praCTiCe

	Mentorship
	Foundation
	Intermediate
	Advanced

	
	Explains the value of mentoring
Describes the characteristics of an effective mentor
Identifies a mentor to
work with
	Identifies ways for others to support them in achieving their
professional development goals
	Supports team members in setting professional development goals
Supports team members in achieving their goals
Supports trainers to identify progress and areas for improvement in their professional development plans

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Qualities of an Effective Trainer Read CAWST’s Trainer Essential: Giving Effective Feedback
Give colleagues and other trainers timely and constructive feedback Recognize performance achievement and encourage success
Help colleagues and other trainers set meaningful goals Co-deliver training sessions with colleagues
Assign reasonable challenges to colleagues and determine what support they need to be successful
Share tips, wisdom, and things you have learned in your career Offer to help colleagues review their goals regularly
Other:








[bookmark: _bookmark4]Training meTHodology

	Learning relevance
	Foundation
	Intermediate
	Advanced

	
	Describes the importance of setting learning expectations with participants
Sets learning expectations with participants
Helps participants connect training content to their lives
	Clearly communicates the purpose of the training
Sets and negotiates learning expectations with participants
Creates opportunities for practice within training
Explains why it is important to utilize participants’ knowledge and experience
	Actively incorporates their own experiences into training to enhance relevancy
Actively incorporates participants’ experiences into training to enhance relevancy
Adds content to training when necessary to address participants’ needs and expectations

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Motivation
Define Specific, Measurable, Achievable, Realistic, and Time-bound (SMART) goals for your
training delivery
Communicate with clients and participants before training to understand their needs Revisit your training goal and objectives to ensure your training content is targeted to their
needs
Adapt your lessons to be more relevant and practical based on your audience
Be respectful to the context of participants and refrain from making judgments or assumptions
Ask for examples from participants’ lives or workplaces and connect them to your training material
Facilitate group conversations and knowledge sharing Other:
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Training meTHodology

	Theory-based instruction
	Foundation
	Intermediate
	Advanced

	
	Explains the importance of creating a participatory learning experience
	Differentiates between different learning theories
Adapts a lesson to align with a learning theory
	Selects methods best suited for achieving a given learning outcome
Creates lessons using different instructional methods

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Active Learning
Read CAWST’s Trainer Essential: Energizers and Icebreakers
Replace overuse of PowerPoint and lectures with more participatory activities Incorporate games and exploration activities into training sessions
Take an existing lesson or activity, and try new ways of delivering it Other:








Training meTHodology

	Lesson planning
	Foundation
	Intermediate
	Advanced

	
	Explains the purpose of a lesson plan
Describes the components of a lesson plan
Uses a lesson plan to deliver an activity or lesson
	Adapts a lesson plan to meet the needs of participants before delivering the training
	Adapts a lesson plan to meet the needs of participants during delivery

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Lesson Plans
Rehearse lesson plans you will deliver in advance of training sessions
Talk through lesson plan activities with a colleague to improve your memory of the lesson and explore concepts more deeply
Refer to your lesson plan if you are confused or feel that your facilitation is losing focus Practice decreasing the amount that you read from your lesson plan while training to
improve your confidence. Start with 1-2 activities, then an entire section, and finally the entire
lesson
Try changing something in a lesson you deliver frequently. Adapt an activity and try something new
Re-write a lesson plan with only the key activities and phrases. Write the lesson in large
letters so you can glance at it quickly to remember the overall flow
Other:
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Training meTHodology

	Learning environment
	Foundation
	Intermediate
	Advanced

	
	Describes the qualities of an effective learning environment and its importance for learning
Uses ice-breakers and introductory activities to create a safe learning environment
	Explains how to create a learning environment that addresses the needs of adult learners
Creates a safe learning environment for diverse participants
	Identifies issues that could disrupt a learning environment and ways to manage them effectively

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Creating a Safe Learning Environment Read CAWST’s Trainer Essential: The Four Things Learners Need
Practice using icebreakers with your colleagues or friends to build your confidence with
using them
Research different types of icebreaker activities and try new ones in your training Before training, review your training space and make adjustments to the physical layout
(chairs, tables, lighting, temperature) to ensure it is comfortable for participants
Before training, ensure essentials like food, water, and toiletries are provided as needed In your debriefs, discuss whether or not the learning environment was safe and
comfortable, and what you could have done to improve it Other:








Training meTHodology

	Learning progression
	Foundation
	Intermediate
	Advanced

	
	Provides encouragement for participants learning new skills and knowledge
	Explains how learners progress through stages of learning.
Explains how Bloom’s taxonomy can be used to sequence learning activities
Sequences learning activities to support participants and promote their continued development
	Provides different activities according to learning outcome complexity and prior
knowledge of participants
Recommends activities or resources outside
of training to promote continued growth and development of participants

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Stages of Learning
Write a list of different challenges participants coming to your workshop might face, and what you can do to support them
Begin lessons and workshops with easier activities and knowledge, and over time build to more complex things
Talk with other trainers about how to involve expert participants in training in a way which supports other participants who are newer to the information, and try several of the approaches.
Other:
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[bookmark: _bookmark5]Training deliVery

	Public speaking
	Foundation
	Intermediate
	Advanced

	
	Describes the impact of physical appearance and positioning, body language and voice on effective communication
Recognizes body language or distracting gestures that they personally need to improve
Identifies areas for improvement in voice control, distracting sounds and filler words when presenting
	Uses strategies to reduce distracting body language or gestures when delivering a lesson
Uses strategies to reduce distracting sounds and filler words when delivering a lesson
Finds ways to reduce personal stress or anxiety when training
Effectively controls voice (speed, pitch and articulation) during the presentation of a lesson
	Consistently models effective gestures and body positioning
Deliberately uses body language and voice as a tool to enhance facilitation

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Presentation Skills
Practice speaking in front of a mirror and look at your facial expression
Record yourself training and make note of your body language, posture, gestures, and voice.
Pay attention to your use of filler sounds, whether your voice is distracting, and your speed,
pitch, and articulation
Ask another trainer to give you feedback on your speech and voice quality and what you might want to improve
Look for opportunities to practice your presentation skills in public and increase your comfort level
Observe the body language of other trainers and look for things to incorporate or model in your own training delivery
Actively seek feedback from other trainers or colleagues on your presentation skills Other:








Training deliVery

	Active listening
	Foundation
	Intermediate
	Advanced

	
	Explains active listening and its importance for effective communication
Paraphrases some participants’ responses to clarify understanding
Makes eye contact when listening to participants
	Paraphrases and summarizes different participant responses to clarify, confirm, and expand upon ideas
	Uses active listening techniques to clarify, confirm and expand responses, guide discussion, and enhance participant understanding

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Active Listening
When listening to someone talk, focus on the person’s words and their meaning
Be curious when listening, and ask questions to find out more
Research tips on how to improve your listening skills
During debriefs, ask for feedback on your active listening skills, how you demonstrated them, and how you might improve them
Other:
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Training deliVery

	Questioning
	Foundation
	Intermediate
	Advanced

	
	Asks participants questions to encourage discussion
Rephrases questions to ensure participant understanding
	Describes different types of questioning techniques
Uses a mix of questioning techniques to communicate and confirm information
	Uses a mix of questioning techniques to enhance understanding and prompt participant contributions
Avoids the unnecessary use of leading questions

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Effective Questioning and Think Time When you ask participants a question, repeat it in different words to enhance
understanding
Write out key questions you want to ask in advance of training sessions
Count to five in your head after asking a question to ensure participants have adequate
think time
Try to use a mix of open, closed, and, when necessary, leading questions
Record yourself training and examine how you are currently asking questions and what you might want to improve
Ask a colleague or other trainer to observe your training and give notes on your questioning technique
Other:








Training deliVery

	Clear instructions
	Foundation
	Intermediate
	Advanced

	
	Explains the importance of clear instructions for learning
Gets the attention of all participants before giving out instructions
Explains the goal of activities and
different group work to participants
	Gives instructions in a clear, logical order
Checks for participant understanding after delivering instructions
Writes down complex instructions for participants
	Deliberately uses a mix of verbal, physical, and visual cues in the delivery of instructions
Uses clear, simple language when delivering instructions and rephrases to enhance understanding

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Giving Clear Instructions
When reviewing your lesson plans, identify activities that require written instructions Select a place where you will post your written instructions during your workshops Write down complex instructions somewhere visible for participants
Practice giving instructions with your colleagues or team
Repeat instructions with different words to enhance the understanding of participants If you tend to speak quickly or talk fast when nervous, create a reminder for yourself to
slow down
Record yourself training and examine how you are currently giving instructions and what you might want to improve
Ask a colleague or other trainer to observe your training and give notes on your instructions Other:
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Training deliVery

	Participant needs
	Foundation
	Intermediate
	Advanced

	
	Recognizes some nonverbal cues among participants and responds to them
Responds in a respectful manner to participants
	Describes the importance of recognizing non-verbal cues, emotions, and attitudes of participants
Uses energizers, games, and short breaks to respond to participant energy levels and needs
Responds constructively to participants when they do something incorrectly
	Consistently adjusts presentation style and activities to match participants’ changing energy levels and needs
Employs strategies for participants who display resistance, lack of interest, or disrupt training

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Responding to Training Challenges
During debriefs, discuss any non-verbal cues you or other trainers noticed, and how you might have responded to them more effectively
Respond to all questions respectfully
Ensure you respond to all participant responses. If it is not possible to respond, then acknowledge the question
Practice responding to training challenges with your colleagues or team
Ask a colleague or other trainer to observe your training and provide feedback on how you responded to participant needs
Other:








Training deliVery

	Co-training
	Foundation
	Intermediate
	Advanced

	
	Describes the advantages and limitations of training with others
Supports other colleagues while they are delivering training
	Respectfully corrects or adds to information shared by another trainer
Works collaboratively with other trainers to utilize different areas of strength
	Develops clear roles and responsibilities when training in pairs or groups

	

	Competency Development Activities

	With your colleagues, list your strengths and areas to improve as trainers. Compare each other’s strengths and weaknesses, and look for areas you can support one another
Identify opportunities where co-delivery would add to overall training quality Work with a colleague or co-trainer to divide lessons when training together
During debriefs, discuss how well you and your co-trainers fulfilled your different roles and
responsibilities and how you could improve in the future
Share any helpful resources you have on trainer skills or the subject matter of the training with your co-trainers
Find a colleague or mentor that you see as a good team player and ask them for advice on how to improve the way you can train more effectively with others
Other:
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Training deliVery

	Group management
	Foundation
	Intermediate
	Advanced

	
	Describes how group dynamics can impact the trainer and the learning experience
Organizes participants into different groups for activities
	Identifies strategies
to effectively manage problems that participants can experience when doing group work
Uses different groupings of participants to facilitate learning
	Consistently responds to different group needs and concerns during activities
Uses a variety of strategies to effectively manage group dynamics within training

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Responding to Training Challenges
Observe a colleague who effectively manages groups well and identify behaviours or strategies they use
Before training, consider different types of group formation to use in your sessions
Before training, discuss challenges that might occur with the group and different strategies you could use to respond to those challenges
During debriefs, discuss with the group any challenges that came up, how you addressed them, and what you might improve in the future
Other:








[bookmark: _bookmark6]inClUsion

	Gender issues
	Foundation
	Intermediate
	Advanced

	
	Defines gender
Encourages equal participation of men and women in training
	Explains the relationship between gender and the dynamics of participants in training
Explains the difference between equality and equity
Proposes strategies for promoting the equitable participation of men and women in training
	Creates opportunities for equitable participation in training by men and women
Describes how to constructively deal with expressions of sexism and gender stereotyping

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Creating a Safe Learning Environment Read CAWST’s Trainer Essential: Trainer Identity
Read WaterAid’s WASH, Gender, and Violence Toolkit Read WaterAid’s Inclusive WASH toolkit
Create opportunities to discuss issues of gender and how it relates to WASH
Before training, find someone from the local context who can brief you on customs and
beliefs about gender
Make appropriate changes to your training content and delivery if responding to issues of
gender
Evaluate your training content and delivery from a gendered perspective to assess if you reinforce gender stereotypes
Other:
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inClUsion

	Culture
	Foundation
	Intermediate
	Advanced

	
	Defines culture
Describes how cultural issues may affect a training environment
	Identifies culturally relevant information before training
Incorporates culturally relevant information into training and content areas
	Demonstrates cross- cultural respect and objectivity
Creates opportunities to ensure equitable participation of cross- cultural participants

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Creating a Safe Learning Environment Read CAWST’s Trainer Essential: Trainer Identity
Read WaterAid’s Inclusive WASH toolkit
Look for opportunities to discuss informally with peers about their experiences in different cultural settings
Create a reminder to be sensitive to assumptions you might make about people based on different backgrounds
Before training, review information about the local culture. Write down ways the culture may influence different training activities, such as how the participants may or may not participate in different types of activities
Before training, find someone from the local context who can brief you on customs,
attitudes, and beliefs
In debriefs, discuss ways in which the local culture influenced training activities and how
you could better prepare for that in the future Other:








inClUsion

	Cross-lingual issues
	Foundation
	Intermediate
	Advanced

	
	Defines cross-lingual
communication
Explains what a trainer can do to address the needs of participants whose first language is not the one being used during the training (cross-lingual participants)
	Identifies the needs of cross-lingual participants in training
Accommodates some of the needs of cross- lingual participants
	Uses a variety of strategies to address the needs of cross- lingual participants while preparing for and delivering training

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Creating a Safe Learning Environment Read CAWST’s Trainer Essential: Trainer Identity
Read WaterAid’s Inclusive WASH toolkit
Ask for feedback on the clarity of your speech from a person that does not speak the
training language as a first language
Before training, assess language needs and determine if you need an interpreter
If working with an interpreter, send them materials in advance for translation and discuss key terminology and concepts before training. Discuss in detail the topics from each lesson plan in advance
Other:
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inClUsion

	Barriers to participation
	Foundation
	Intermediate
	Advanced

	
	Self-reflects on how one’s own identity can impact training
Explains the barriers that may prevent someone from attending or participating fully in training
	Addresses issues of access and other barriers to participation when planning training
Identifies barriers to participation during training
Adapts some aspects of training to accommodate and meet the needs of diverse populations and individuals
	Demonstrates openness to and respect for different individuals
Uses a variety of strategies to reduce possible barriers to participation before and during training
Describes ways to constructively deal with expressions of prejudice

	

	Competency Development Activities

	Read CAWST’s Trainer Essential: Barriers to Participation Read CAWST’s Trainer Essential: Literacy and Essential Skills Read WaterAid’s Inclusive WASH toolkit
Discuss barriers to participation during debriefings and identify ways to better
accommodate participants
Confirm location and agenda with participants before training and check if changes are
required
Talk with people who were unable to attend your workshops and find out why. Consider
lessons learned when planning future training Other:








[bookmark: _bookmark7]logisTiCs

	Training event organization
	Foundation
	Intermediate
	Advanced

	
	Prepares handouts and required materials before and during training
Organizes the physical training space to create an organized and welcoming learning environment
Describes possible technical or logistical problems that could occur during training sessions
	Identifies key resources
needed for training
Makes necessary modifications to the environment or training material to respond to technical or logistical challenges
	Effectively leads the logistics and administration of the training, including
budgets, venue, materials, and trainers required
Documents lessons learned for future training preparation
Plans for possible logistical or technical problems, and mitigates challenges

	

	Competency Development Activities

	Talk with a trainer that is well organized. Ask them for any tips or tricks they use to stay organized
Look for different ways, systems, or online tools that can help you improve your organization
Create lists of your training materials and review everything is ready before you begin a workshop
Before delivering a lesson, review the materials section of the lesson plan and ensure nothing is missing
Ensure you have left enough time before you begin training each day to prepare everything you need
Debrief after training to discuss ways you could have improved your organization or preparation
Other:
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logisTiCs

	Time requirements
	Foundation
	Intermediate
	Advanced

	
	Explains the importance of effective time management in training
	Effectively manages time within training
Communicates and negotiates changes
to training content or schedule with participants
	Effectively manages timing of the overall workshop
Prioritizes key training content based on available time and participant needs

	

	Competency Development Activities

	Review lesson plans in advance of training and check the activities and their times to ensure estimates are accurate based on your judgment
If you are short on time in training, prioritize which content in a lesson is the most important. Cut out non-essential activities to make up extra time
Wear a watch or ensure there is a clock in the training area. Check the time frequently Designate another trainer to alert you ten minutes before you should be finishing the lesson Limit group discussions or group-work to specific time limits to stay on schedule
Find opportunities to continue discussions which had to be cut short or limited due to time Other:
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logisTiCs

	Reporting
	Foundation
	Intermediate
	Advanced

	
	Describes the components of a workshop report
Explains the value of participant evaluations
	Prepares a workshop report
Prepares a summary of workshop evaluations
	Analyzes the findings of the workshop evaluations for lessons learned
Mentors other trainers in developing workshop reports and participant evaluations

	

	Competency Development Activities

	Review templates of other workshop reports to see how they were written Collaborate on a report with someone more experienced to see how they do it and gain
insight into their process
Ask a colleague to review your report and provide feedback Other:
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logisTiCs

	Computer literacy
	Foundation
	Intermediate
	Advanced

	
	Uses word processing software to create training documents
Uses presentation software to create slides for presentation
	Uses the Internet to search information
Prepares reports using a template
Uses basic functions in Excel to record and compute data
Uses email as a communication tool with participants
	Uses computer software to create visually appealing learning materials
Uses computer-based educational technologies to enhance learning

	

	Competency Development Activities

	Take free Online keyboarding lessons
Take free Online training in Word at the Microsoft website
Take free Online training in PowerPoint at the Microsoft website
Try free courses at Coursera.org  Practice using a template in Word
Try a graphic design course at Lynda.com Read blogs on new educational technologies Other:
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Learning and Development PlanC O M P E T E N C Y   F R A M E W O R K 
Trainer

LEARNING AND DEVELOPMENT PLAN
This Learning and Development Plan will help you to plan and guide your development of specic competencies. Refer to the Assessment Form and the corresponding Competency Development Activities sections for what to include in this form. Be sure to update your Learning and Development Plan regularly as you achieve your goals.
Notes:

The Learning and Development Plan will help you to plan and guide your development of specific competencies. Refer to the Assessment Form and the corresponding Competency Development Activities sections for what to include in this form. Be sure to update your Learning and Development Plan regularly as you achieve your goals.What competency do  What actvites will I do to What support do I require?
I want to improve?  improve this competency?
Goal 1









o


G al 2


Goal 3





Training Experience RecordC O M P E T E N C Y   F R A M E W O R K 
Trainer

TRAINING EXPERIENCE RECORD

Name:
Workshop Date(s):
Workshop Title: Participant Description:

Part of being a competent trainer is to reflect on training practice in order to continuously improve. Use this Trainer Experience Record form after delivering training sessions to track your progress and master your new competencies.Lessons I facilitated


What I did well


What I didn’t do well and how I will improve it


Improvements I made since the last time I trained


Other comments (something new I tried, something I want to try next time, something I want to remember about the workshop, personal reection)






Training FeedbackC O M P E T E N C Y   F R A M E W O R K 
Trainer

TRAINING FEEDBACK FORM
Name of Trainer: Training:
Date:
Session(s):
Reviewer:
1 = Requires training 3 = Is consitant
2 = Requires practice 4 = Comes nautraly
Prepara�on and organiza�on
Prepares materials and logistics in advance. Creates/prepares effective visual aids. Adjusts to meet space and context demands
Lesson plan and �ming
Follows lesson plans. Good time management, able to adapt to meet participants needs

Learning environment
Creates a safe, comfortable learning space. Encourages participant interactions and team building

Building rela�onships and mo�va�on
Creates relationships with participants. Motivates participants with positive energy and enthusiasm

Par�cipatory and relevant learning
Encourages sharing of experience and knowledge; engages different learning styles; includes all participants

Eﬀec�ve ques�oning and think �me
Uses appropriate and effective questions to check understanding. Provides sufcient think time (5 seconds)

Ac�ve listening
Makes appropriate eye contact; Uses clarifying questions; Summarizes key points

Verbal presenta�on skills
Uses effective tone, speed, articulation, and pronunciation


Non-verbal presenta�on skills
Uses effective gestures, body language, posture

Clear instruc�ons
Gives instructions in logical order; Provides a small amount of information at a time

Responding to par�cipants
Responds appropriately to participant responses and energy level; modies activities to suit the needs of participants
Accuracy of informa�on
Able to respond accurately to technical and academic questions regarding the training subject. Acknowledges knowledge limits
Barriers to par�cipa�on and inclusion
Identies & addresses individual/ systemic barriers to participation including gender, language, literacy, culture, and identit

Trainer feedback and support
Provides specic and clear feedback

The Trainer Feedback Form is a simple tool to get feedback from your peers or mentor. It is broken down into different categories to make it easy for observers to identify specific competencies being demonstrated during a training session. Prior to delivering your session, discuss with your peer or mentor what you would like them to observe. Also, debrief with your peer or mentor afterwards to have them answer any questions and clarify their observations.
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Trainer
4
TRAINER VIDEO REFLECTION
Workshop Workshop Title: Date:
Location:
Participants
Number of Participants Men: Level of Education:
Familiarity with Topic:
Women:
What did you learn about how you teach from watching the video of your lesson? Please commenton the following:

Your peers and mentors cannot always observe you delivering a training session in person. Record yourself, using a camera in the training room. Use the Video Reflection Form to reflect on what you did well and what you can do to improve. Update your Learning and Development Plan afterwards with new ideas.What did you do to prepare for teaching this lesson?


Did you adapt the lesson from the original? If so, how?


a) The emotion, tone, articulation and speed of your voice:


b) Your body language:


c) The questions you ask and how you ask them:









For printable versions of these forms visit: cawst.org/learn





learning            and            deVelopmenT            plan This Learning and Development Plan will help you to plan and guide your development of specific competencies. Referto the Assessment Form and the corresponding Competency Development Activities sections forwhat to
include in this form. Be sure to update your Learning and Development Plan regularly as you achieve your goals.

	What competency do I want to improve?
	What activities will I do to improve this competency?
	
What support do I require?

	Goal 1
	
	

	Goal 2
	
	

	Goal 3
	
	


Notes:
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Trainer


Training experienCe reCord

	Name:
	Workshop Title:

	Workshop Date(s):
	Participant Description:


Lessons I facilitated
What I did well
What I didn’t do well and how I will improve it
Improvements I made since the last time I trained
Other comments (something new I tried, something I want to try next time, something I want to remember about the workshop, personal reflection)








Training feedbaCk

	Name of Trainer:
	

	Training:
	Session(s):

	Date:
	Reviewer:



1 = Requires training 3 = Is consistent

2 = Requires practice 4 = Comes naturally


 Preparation and organization
Prepares materials and logistics in advance; creates or prepares effective visual aids; and adjusts to meet space and context demands
Lesson plan and timing
Follows lesson plans; good time management; and able to adapt to meet participants needs
Learning environment
Creates a safe, comfortable learning space Encourages participant interactions and team building
Building relationships and motivation
Creates relationships with participants; and motivates participants with positive energy and enthusiasm
Participatory and relevant learning
Encourages sharing of experience and knowledge; engages different learning styles; and includes all participants
Effective questioning and think time
Uses appropriate and effective questions to check
understanding; and provides sufficient think time (5 seconds)
Active listening
Makes appropriate eye contact; uses clarifying questions; and
summarizes key points
Verbal presentation skills
Uses effective tone, speed, articulation, and pronunciation

Nonverbal presentation skills
Uses effective gestures, body language, and posture
Clear instructions
Gives instructions in logical order; and provides a small amount of information at a time
Responding to participants
Responds appropriately to participant responses and energy
level; and modifies activities to suit the needs of participants
Accuracy of information
Able to respond accurately to technical and academic questions regarding the training subject; and acknowledges knowledge limits
Barriers to participation and inclusion
Identifies and addresses individual and systemic barriers to participation, including gender, language, literacy, culture, and identity
Trainer feedback and support
Provides specific and clear feedback
































Trainer	A


Video refleCTion
Workshop

	Workshop Title:
	

	Date:
	Location:



Participants

	Number of Participants
	Men:
	Women:

	Level of Education:

	Familiarity with Topic:


What did you do to prepare for teaching this lesson?
Did you adapt the lesson from the original? If so, how?



What did you learn about how you teach from watching the video of your lesson? Please comment on the following:
a) The emotion, tone, articulation and speed of your voice:
b) Your body language:
c) The questions you ask and how you ask them:




Trainer	B



d) How you respond to participants’ answers:
e) The quality of your explanations:
f) How you demonstrate active listening:
g) The way you provide feedback to participants:
How did you use diffrent learning activities durring the lesson?
What was your biggest surprise? What did you discover about the way you teach that you didn’t know before you watched the video?
What did you learn from watching your lesson that you will apply next time you teach?
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To learn more about:
Delivering Effective WASH Training
Theory on adult learning principles, creating effective learning environments, reflective practice, lesson planning, effective questioning, giving clear instructions, presentation skills, and trainer identity.
It provides a unique opportunity for participants to receive constructive feedback from our trainers through delivering short training sessions.
Discussions on overcoming barriers to participation and managing challenging training situations.


Or:
Creating Effective WASH Training
Using the ADDIE model (Analyze, Design, Develop, Implement, Evaluate) for curriculum design, participants identify what the audience is expected to learn and be able to do by the end of the workshop.
You will design learning outcomes, develop engaging lessons, and build in strategies to assess learning.
Participants structure the flow of a workshop and consider how to evaluate the results. Through the process, you will explore different learning theories.

Visit: cawst.org/learn



We provide mentoring and coaching on the use of our education and training resources
To stay up-to-date and get support on:
The latest updates to this document
Other workshop and training related resources
Using this document in your work
Visit: resources.cawst.org
B12, 6020 – 2 Street SE
Calgary, Alberta T2H 2L8
Canada
+1 (403) 243-3285
resources@cawst.org cawst.org
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CAWST, the Centre for Affordable Water and Sanitation Technology, is a nonprofit organization that provides training and consulting to organizations working directly with populations in low and middle income countries who lack access to clean water and basic sanitation.
This document is open content and licensed under the Creative Commons Attribution-ShareAlike 4.0 International License (CC BY-SA 4.0). To view a copy of this license, visit: https://creativecommons.org/licenses/by-sa/4.0/
CAWST will produce updated versions of this document periodically. For this reason, we do not recommend hosting this document for download on your website.
CAWST’s directors, employees, contractors and volunteers do not assume any responsibility for, and make no warranty with respect to, the results that may be obtained from the use of the information provided.
You are free to:
· Share – Copy and redistribute the material in any medium or format.
· Adapt– Remix, transform, and build upon the material for any purpose, even commercially.
Under the following terms:
· Attribution – You must give appropriate credit to CAWST, provide a link to the license, and indicate if changes were made. You may do so in any reasonable manner, but not in any way that suggests that CAWST endorses you or your use. Please include our website: cawst.org
· ShareAlike - If you remix, transform, or build upon the material, you must distribute your contributions under the same license as the original.


[image: ][image: ]



























































image5.png
.




image20.jpeg
-





image21.png




image22.png




image23.png




image24.png




image25.png
@creative
commons




image26.png




image27.png
i




image6.png




image8.png




image9.png




image10.png




image11.png




image12.png




image13.png




image14.png




image15.png




image1.jpeg




image2.png




image3.png




image16.png




image4.png




image17.png




image19.png
53325

5
%

Y,

V

2
3
S





image7.png




image18.png




