MEAS Write Shop ~ Facilitation Plan
Dag #1

Wclcomc

ln~countr9 sponsors & MEAS facilitator

Introductions
Ask Participants to take a few minutes to consider the characteristics

of effective teaching materials.

Ask Participants to introduce themselves bﬂ sharing their name,job
title, organizatior\al affiliation, and writing one characteristic of
effective teaching materials, such as “know your audience” on the

Hipchart.

Facilitators begin bg introclucing themselves and each writing an

example on the ﬂipchart.
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When all have been introduced facilitator says:

We're here this week to create our own etfective tcachlhg materials. ..

* foreview materials t/73t have been a’evc/olocal [)y numerous

Iocolo/c in different countries.

o todetermine which materials can be aa’aptec/ and

incorloora ted into your work scﬁlhgs.

* tocreate course sg//abi, training manuals, | Postcrs, fact
5/7661‘5, FPower Point Presentat/bns, or other written

documents t/7at will be most usetul in the classroom or freld.

* fo givc and receive fccdback from i'/76 facilitators and Oi‘/?@l‘
write 5/7010 partlk://bants.

Logisti cs
 Fadilitator reviews the agcncla. . .Participants follow along on

their copy

* In-country sponsor informs group of:
Location and time of breaks
Location and time of lunch
Location of restrooms
Please turn off cell Phones

Ang other special information
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Our Desired Expcctations & Qutcomes
Facilitator reviews ﬂipcl‘iarts with Participarits:

Our Expectations of Participants:
= Attend and activelg Participate in all write SI‘IOP
sessions.
= Res pect the ciiversitg of opinions and experiences other
Participants bring to the write shop.
» Share and use the materials created cluring the write
shop with stuclents) co”eagues) and other Partner

organizations.

Our Expectations of Ourselves:

" Be Prcparcd and organizccl for each clag of the write
shop while at the same time being flexible when the need
arises.

" Be rcspccttui of the different oPinions) varying levels of
experience) diverse ieaming stgles) and unique
contributions each Participant brings to the write shop.

» Befellow learners cluringtl‘ie write stxoP‘ . .learning
from and with the Participants.

" Pe reccPtivc to suggestions for improving write shop

sessions to meet the needs of future Participants.

Our Desired Outcomes:
By the end of the week:
» Each Participant has created at least one document
ac]aPting the MEAS materials.
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" Participants are more familiar with and can access the
information and tools on the MEAS website for future
use.

. ParticiPants are committed to continue to work

toget

her

sharin

g

ideas
and
writte
n/elec
tronic
resou

rces.
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Ice Breaker — GrouP Juggle

Have three small balls handg‘ Gather group into a circle. Facilitator
tosses one ball to someone in the group saying his or her own name and
then the other Person’s name (e.g. Janto Albert)‘ Albert (Person who
receives the ba”) tosses the ball to someone whose name he knows (e.g.
Albert to Margaret). Margaret tosses to someone whose name she knows
and so on, saying both names all the way around the circle. The ballis
tossed to each person one time onlg until everyone in the circle receives the
ball and all names have been said. Participants put their arms behind their
backs once theg receive the ball. THEN, facilitator starts again and tosses
the balls to the same person (Janto Albert to Margaret, etc.) onlg this time
with two balls in succession (not at the same time) saging both names, both
times. Balls get tossed to the same People theg were origina”g tossed to;
first one ball, then the next, all the way around the circle stopping when
tlﬁeg get back to the facilitator. THEN, facilitator starts again on|9 with all
three balls this time. Saying names each time, all three balls get tossed, in
succession, in the same order until theg get back to the facilitator. By now
all names have been said so many times everyone should have a pretty gooc]
idea of who’s who and tlﬁeg are warmed up and readg to go. When someone
clrops a ba”) simplg gve him or her a chance to chase it down andjust Pick
up where you left off — no need to start over again. Groupjuggle for

several rounds. Conclude the acti\/it9 with the Fo”owing ques’cions:

1. What did you have to pay attention to when ’clﬁrowing or

receiving the balls?

2. What did you experience as the number of balls increased?
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3. How does this acti\/i‘cg relate to our clai|9 routine...of trging to
stay focused, Proclucti\/e, and effective whilejuggling many

tasks?

Reviewing MEAS Materials — Hard Copy

Hand out coPies Iisting the titles of all of the MEAS materials found
on the Participants’ flash drives. Ask Participants to quietlg review the list
Iﬁighlighting the titles that interest them. Allow aPProximatelg 30 minutes
for this activity.

Give each Participant a sheet of 85" x11” paper. Ask Participants to write
one or two words in all caps on their paper that clepict the general focus of
their interests: GENDER...CLIMATE CHANGE...EVALUATION...
PARTICIPATORY PROCESSES...ICT.

Have Participants walk around the room locating People with similar
interests. Ask Participants with similar interests to form a small group and
share their ideas for their writing Project. Facilitator to assist as needed to
form small groups. Conclude this ac‘civi’cg after aPProximatelg 30 minutes bg
asking each small group to share their ’copics and ideas with the Iarger

group.

| opextens | | Hosted By:

- USAID_ PILUNIS

supported BY: < e

Updated 12/8/2015 Page 6of17



LUNCH

Reviewing MEAS Materials — Flash Drive

Give Participants their own flash drive. Ask them to inciiviclua”g or with
a Partner(s} take aPProximatelg one hour to review the documents in the 15
main folders. Demonstrate how to use the “Find” function to locate specitic
documents related to their areas of interest. Encourage Participants to
take notes as tiieg review the documents. Facilitators assisting as needed.

COﬂClUCt cncrgizer ]DC‘FOI"C or aicter tl"\é ai:tCl"ﬂOOﬂ break.

Encrgizer - On Mg Farm
Gather the Participants into a circle. Ask each Participant to think of

a clailg chore theg Pertorm on the farm.. for example) weeciing the garcien.
All the Participants Pretencl to be weeciing the garcien. Move to the next
Participant and have him or her call out another farm chore, such as teecling
chickens... Participants Pretenci to be teeding chickens. Continue around
the circle with each chore acted out for 15-30 seconds before moving to the

next person. Conclude when all Participants have sharecl a chore.
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Sharing Writing Project Ideas

Have Participants write their area (s) of interest on a sheet of paper

using the Fo”owing example that gjives their name, the what) and the who:

Name:
MARGARET

W]‘lat:

NEEDS ASSESSMENTS
PARTICIPATORY METHODS

WhO:

2 credit hour course for unclergracluate students
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§~cla5 workshop for extension agents

Allow a few minutes for Participants to complete the assignment then have
them share their area (s) of interest bg Placing on the 5tic‘<9 wall.. .groul:)ing

similar areas of interest.

Dail y Review

Gather the Participants into a circle. Pass around slips of colored
paper asking each Participant to choose one Piece. Have the Participants
share their responses to the to”owing rec]uests clepencling on the color of

their paper.

Red: Best tning you cxpcr/énced today

: SOmct/ﬁng that surpriscd you todag
Blue: One t/ﬁng that would make t/7ings better tomorrow
Green: SOmct/ﬁng new you learned toa/ay

Conclude Day #1 at 4:§Opm, but allow Participants to continue working in

mccting room as long as desired.

Dag #2
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Allow Participants to begin working as soon as the9 arrive. Half way
tl"irough the morning. _.either before or after the break...ask Participants to
line up bg their birth month without talking. Then have them turn to a
Partner and share their writing Project iciea/ toPic.

v

Pioyen

UGANDA FORUM FOR AGRICULTURAL ADVISORY SE

Continue working inciiviclua”g or in small teams until lunch.
LUNCH

Half way througl*i the a‘rternoon...eitl*ier before or after the break. ..

facilitate an energizer.

Energizer ~Yoga Stretch

Do several simple yoga stretches...arms over l"ieaci, sway to IC]Ct, to
rigi‘it; touch knees, toes; twist to rig]*it, to left; iunge; warrior pose; mountain

POSC.

Continue working until 4:15Pm. Gather Par’cicil:)ants into a circle for
the ciaiig review. If a Participant has an even-numbered birthdate have
tl"iem resl:)oncl to trie i:o”owing question: Wha’c went well for you toclag? it a
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Participant has an odd-numbered birthdate: Name one person with whom
you will share the MEAS materials.

Conclude Day #2 at 4:§Opm, but allow participants to continue
working in mccting room as long as desired. Turn writing idea papers over

on stici<9 wall.

Dag #5

First tning in the morning have participants gatner around the stickg
wall either stancling or sitting, Ranciomlg select four or five participants to
Provicic an upclatc on their writing Projcct. . .bg turning over a paper on the
stickg wall one at a time. Then have participants continue woricing

inciiviclua”g or in small writing teams.

Michorning energjzer: Follow
the Leader — assign one Participant
to be the leader.. have this person
lead the group in a few exercises or
dance moves, such asjumpingjacks,
nopping onone lcg local
dance...then ask the leader to
choose another Participant to be the

Ieacicr. . .ClO a i:CW rouncis.

Before lunch gatncr the participants around the stici<9 wall and

uncover i:OUI" or i:iVC more Papers tor an upclatc.

Updated 12/8/2015 Page Il of 17



LUNCH
Rig]'\t after lunch gather the Participants around the s‘cickg wall and
uncover four or five more papers foran upclate. Then have Participants

continue working indiviclua”g or in small writing teams.

In the afternoon facilitate an energizer.

Energizer — Fruit Salad

Have the Participants sit in a circle with one member stancling in the
middle. The person in the middle announces that he or she sees someone
with “black shoes.” All the People wearing black shoes have to exchange
seats with each otherJ inclucling the person in the middle. One person will
not be able to find a seat, and that person becomes the person in the
middle of the circle te”ing the rest of the group what he or she sees (e.g.,
red scarf, glasses) black Iﬁair, etc.). When the person in the middle says

“Frurt Salad)” everyone must get up and exclﬁange seats.

Continue working until ‘Hﬁpm. Gather Participants into a circle for
the clailg review. Have the Participants form aline accorcling to how tlﬁeg are

Feeling about their progress using the Fo”owing scale:
Fantastic...‘.Prettg Good.....Could be Better..... Dreadful

Have the four options written on Pieces of paper and tapec] to tlﬁe Hoor.
Have a few Participants explain wlﬁg theg have chosen a certain location on
the line.

Conclude Day #3 at 4:§OPmJ but allow Participants to continue

working in meeting room as long as desired.
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Dag #4

First thing in the morning have Participants gather around the s’cickg
wall either stancling or sitting, Ranclomlg select four or five Participants to
Provicle an uPclate on their writing Project. . .bg turning over a paper on the
stickg wall one at a time. Then have Participants continue working

incliviclua”g or in small writing teams.

Facilitate an energizer in micl~morning: Group Juggle re-visited (tl*:row
and catch ball with non-dominate hancb

Before lunch gather the Participants around the s‘cickg wall and
uncover four or five more papers foran upclate. _this is the final sharing S0

uncover all remaining papers.
LUNCH

Gather Participants into a standing circle. Have Participants with
similar themes form into groups of two or three People. Ask each member
in the small group to share his or her writing Project. ..while receving
feedback and suggestions for improvement Have members show how their

Project reflects the “Characteristics of Effective Teachi ng Materials.”
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Continue working until 4:15Pm. Gather
Participants into a circle for the ciailg review.
Have the Particilaants say one word that
begins with the letter of their first name that
describes how tl"ieg’re Feeling about the
write snop. For cxampie) J Forjogiul; E for

encouraged ;S for stressed.

Conclude Day #+ at 4:50Pm, but allow Participants to continue

working in meeting room as long as desired.

Dag #5

Allow Participants to finish up their writing Projects for 2-% hours.

Then gatner the Participants togetiﬁer and brieiqg review the write snop bg
nighlignting the Hipciﬁarts Pos‘ceci tnrougnout the meeting room. Ask
Participants to line up two sets of chairs Facing one another...so each
Participant s clirec‘clg across from one other Participant. Using the

uestions in bold print displaged on a fli cnar‘t, unveil the first ORID
9 P piay P
c]uestion and have the Pairs take turns asking each other the ques’cion.
After 5~-7 minutes have Participants sitting on one side to move one seat to
the rignt. ..SO tneg now have a new Partner. Unvell the second ORID
c]uestion and repeat the process. Before unveiling the third and fourth
ORID questions have the one line of participants continue to move one

9 P P

seat to the rigiﬂt. .. alwags navinga new Partner.

An ORID Reflection
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WHAT - happened? (ijcctive Questions)

° W/?.at imagcs from write 5/70/[) are most mcmoraz’)/c’?
° W/?.at ca u‘g/n‘ your attention?

o What memories of the write s/:olo are most vivid?

GUT - how do you feel about what Iﬁappened? (Eeﬂectivc

Questions)

o Whatwasa /7{g/7 Iooint of the write 5/70/[)?

o Alow Pofnt?

e What didyou like most about the write sholo?
o What was difficult for you during the write 5/7010?

SO WHAT — difference does this make? ([nterpretive Questions)

o W/lat came tflrougfl to Yyou as very important during
the write 5/70P?

e Whatisa kcy ins[ght you had during the write 5/7010?

NOW WHAT - do we do? (Decisional Questions)

o What will you do di#crcnt{g in your work because of
Particl;oatlhg in the write 5/7010?
o What is a first stclo you will take to imlD/cmcntyour

work and cfforts ;[rom thc write shop?




Provide each Participant with a copy of the write shop

evaluation. ..allow ~15 minutes to complete...Place in manila envelope.

Gather the Participants around the tlipcharts. Review Our
Exloectations and Our Desired Outcomes Providing thoug]ﬁts and
reflections from the Participants. Then review the Characteristics of
Effective Tcac/ﬁng Materials with the Participants. . .asking how their

documents clispla9 the characteristics.
Review the tlipctiart with the ico”owirig content:

Our Commitment to Write SI‘IOP Participants:
= We Promise to ICO”OW-'UP via e-mail each Participant to review
their progress in using the materials developed cluring the write

Sl"lOlD.

= We Promise to create a sharing Plattorm online so Participants
can have access to the materials developed cluring the write

shop.
Certificates

Hand out the certificates and take Plﬁotos. Give a word of thanks and

aPPrCCIatIOI’L

Updated 12/8/2015 Page 16 of 17



_ vy ana NGos

Hosted By:

Page 17 of 17
updated 12/8/2015



