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Introduction

 

This training kit can be used as:

 

· a guide for trainers  to help  activity providers  in developing and running high quality non formal learning programmes for young people

· a self learning tool for teachers or anyone involved in providing learning activities outside school hours to use when planning a programme for their school or organisation

· a reference for teachers, trainers, project co-ordinators and others who have already gone through the training or for those who are already familiar with non formal learning techniques

 

The materials included in the training kit are all adaptable and we encourage trainers to use their own examples which they consider to be relevant to the audience.  The trainers should also remember that the participants will also have a varied range of experiences of their own which can be drawn upon to enrich the training session.

 

The outlines for each stage summarise the overall objectives and content for that stage. The estimated time it will take to deliver that particular material is also highlighted.

Materials 

Guidance Notes provide a suggested structure for the trainer.  Each stage has its own specific guidance notes that refer to activities and handouts that can be used to support the training delivery of that stage.  You can access these materials directly from the 'Guidance Notes' or through the 'resources' area on the CD ROM and the web.  

Support Materials (SM) are specific information and guidelines for the delivery of key principles, concepts or activities. If you choose to follow the structure we have created, we suggest that you go through the support notes thoroughly as they will help you understand the contents in full.  

Handouts (AS) are materials to be given to participants.  They can be in relation to an activity or key content.  Participants should keep the handouts and include them in their personal development portfolio for future reference.   The 'Guidance Notes' or associated 'Support Materials' will indicate suggested timing for giving out the handouts.

Personal Development Portfolio is a suggested folder that each participant is asked to keep as a record of their training.  They can collate their ideas, record their observations and include the handouts.  Throughout the stages there are suggested exercises for the participants to do within their personal learning time.

The Training Kit covers approximately 22 hours of training, including the time individual participants are expected to spend working on their Personal Development Portfolios and on further reading (4 hours).

We thank you for engaging in the further development of non formal learning activities as an important tool for raising young people’s achievement levels and for additional resources to support the delivery of your training please visit the project website: www.nochildleftbehind.eu
	WELCOME

	0
	OBJECTIVES

· To welcome participants and prepare them for the programme

· To outline the purpose and practicalities of the training programme


	
	CONTENT

· Introductions and icebreakers
· Agenda and ground rules

· Timings for breaks etc.

· Use of mobile phones etc.

· Review of participants’ expectations
· Presentation of resources for the training and how the training material will be used in the training


	STANDARD EQUIPMENT

· A-board/flipchart |  Overhead projector  |  Laptop or PC 


	
	TIMING

45 mins


	


	0
	GUIDANCE NOTES
1. General introductions and use of icebreakers to energise the atmosphere.  (10 mins) 

2. Trainer will outline the areas that will be covered according to the agenda and present the ground rules, such as the switching off of mobile phone, listening when others are talking, location of toilets and fire exits. (10 mins)
3. Participants introduce themselves, sharing their experiences and stating their expectations of the programme.  Trainer may wish to write the expectations down on an A-board for discussion and these expectations can be revisited again at a later time during the training session. (20 mins)
4. The trainer will summarise the observations. (5 mins)



	STAGE 1 - NON FORMAL LEARNING: KEY PRINCIPLES

	1
	OBJECTIVES

· To gain an in depth understanding of the key principles and practices that can make learning outside school hours an enriching instrument for raising achievement



	
	CONTENT

· Terminology and aims
· The key principles

· The role of non formal learning in raising pupil achievement 

· Good practice examples

· Case studies
· Visit (Optional)
· Key characteristics of effective non formal learning programmes
· Role of a good activity provider


	RESOURCES

· Presentation (P1)
·  Support Material (SM1): Benefits of non formal learning

· Handout (AS1a): Main Areas 

· Summary of Good Practice Case Studies 


	
	TIMING

4.5 hrs
	


	1
	GUIDANCE NOTES
1. START: Use icebreaker or energising exercise to start session.   (15 mins) 
2. PRESENTATION: Introduce terminology used in different contexts with reference to structured learning activities that take place outside school hours (non formal learning, Study Support in UK, or others, according to the countries, as opposed to informal learning, which does not take place in an organized context).  Then cover the key characteristics of non formal learning.  Use pages P1.1 to P1.8 of presentation (P1).  (45 mins)
3. DISSCUSSION: Show presentation (P1) page1.9 and then introduce the group discussion. In small groups discuss; what a good non formal learning programme should be like and its possible benefits.  Ask each group to report back as part of a discussion.  Refer to Support material (SM1): ‘Benefits of non formal learning’ to compare with the group results. After the feedback display presentation P1.10 to P1.12 (30 mins). 

4. ACTIVITY: Read (AS1aT) which explains how to do activity (AS1a) ‘Main Areas’.  Give out (AS1a) and participants will compare results with other groups, what are the similarities and differences. (30 mins)
5. BRAINSTORM: How can non formal ways of learning work with individual pupils to raise-achievement?  What are the formal ways in which this is being done? Record responses on an A-board and summarise the observations.  (30 mins)

6. GROUP WORK: This is an optional activity based on a selection of good practice case studies chosen from the ‘Summary of Good Practices’.  For the complete version refer to ‘Good Practice Case Studies’ in English.  Participants work in small groups reading through a good practice case study.  Each group presents their findings and open discussion follows.  (45 mins)  
7. PRESENTATION:  Open discussion on the ‘Roles of the provider’ of non formal activities.  Record ideas on a flip chart and afterwards compare with presentation (P1) page 1.13 (15 mins)
8. Personal Development Portfolio: Participants are asked to make notes in their personal development portfolio and identify good practice examples from their own experience.  Sharing of ideas is encouraged. 


	STAGE 2 - EXPLORING THE CURRENT SITUATION

	2
	OBJECTIVES

· To elicit issues concerning young people in our communities and the need for non formal learning



	
	CONTENT

· Assessing your school or organisation in terms of non formal learning
· Identifying the needs of the young people within your school or organisation 

· Practice of non formal learning in partner countries 

	RESOURCES

· Presentation (P2)
· Support material (SM2): SWOT Analysis model

· Handout (AS2a): Audit Tools - Young People’s questionnaire

· Website link: Results of Young persons’ questionnaire 

· Handout (AS2b): Audit Tools- questionnaires for Schools and NGOs. www.nochildleftbehind.eu/doc.html

Website link: Non Formal learning practice in Five Countries. www.nochildleftbehind.eu/doc.html

	
	TIMING

4.5 hrs


	


	2
	GUIDANCE NOTES
1. Use icebreaker or energising exercise to start session.  Include a revision of key points covered during stage 1, if delivered on a separate day.  (You may wish to allow extra time for this).  (20 mins) 

2. BRAINSTORM: What are the social problems affecting young people and our communities today?  What are the factors that have contributed to the development of these issues?  How can non formal learning help to deal with these issues?  (30 mins)

3. OPEN DISCUSSION: Work in pairs to assess the need to deliver non formal activities in your own organisation or schools.  What types of activities are delivered? Why is this the case?  Who are the main beneficiaries?  Discuss and get individuals to share their opinions. (30 mins) 
4. PRESENTATION: Introduce ‘The Different Levels of Involvement in Non Formal Education’ P2.1 to P2.3 of presentation (P2).  Follow this with a comparative discussion on how the participants’ organisations fit into this framework.  (30 mins)

5. ACTIVITY: Ask participants to assess their organisations strengths and weaknesses.  A SWOT analysis tool is suggested.  An introduction on how to use the tool may be required.  Read (SM2) ‘SWOT analysis’ and show the SWOT analysis presentation (P2) P2.4.  Ask participants to copy the diagram and record their results.  Discuss the findings; what are the variations found?  How does each organisation fit into the framework?  Can participants foresee any issues? (40 mins)
6. DISCUSSION: How can young peoples needs be assessed? Discuss and collate responses. Read Handout (AS2a) ‘Audit Tools - Young people’s questionnaire’ as a suggested tool.  Visit the project website to view the results from the partner countries and compare. www.nochildleftbehind.eu/doc.html  (30 mins)  
7. PRESENTATION: Present the tools used by the partners used for a ‘Needs Analysis’, Handout (AS2b): ‘Audit Tools-  Questionnaires for Schools and NGOs’.  Have an open discussion on the usefulness of such instruments.  You may wish to refer to the survey results for the partner countries based on these questionnaires on the website in English, ‘Survey Results’; www.nochildleftbehind.eu/doc.html  (30 mins)
8. PERSONAL DEVELOPMENT PORTFOLIO: Participants work on their personal development portfolio specifically thinking about ways they can potentially solve the issues identified in their SWOT analysis. 




	STAGE 3 - EXPLORING YOUNG PEOPLE’S POTENTIAL TO BECOME LIFELONG LEARNERS

	3
	OBJECTIVES

· To give an overview of the importance of different intelligences and different learning styles with non formal learning

· To gain an understanding of the basic skills for lifelong learning



	
	CONTENT

· Different types of intelligences

· Different types of learning styles

· Encouraging positive attitude to learning 

· EC competences for life long learning

· The role of non formal learning in developing EC directed competences


	RESOURCES

· Support Material (SM3) Diagnosis activity 
· Presentation (P3)
· Handout (AS3a):  Activities on multiple intelligences
· Support Material (SM4):  ‘I see. I hear’ 
· Handout (AS3b):  ‘I see. I hear’ 
· Handout (AS3c): Attitude Counts

· Good Practice: Reading club video www.nochildleftbehind.eu
· Handout (AS3d): Lifelong learning competences

	
	TIMING

4 hrs
	


	3
	GUIDANCE NOTES
1. Use icebreaker or energising exercise to start session.  Include a revision of key points covered from previous stage, if delivered on a separate day.  (You may wish to allow extra time for this).  (10 mins) 

2. ACTIVITY: Participants look at the different ways we react to various types of activities according to our own inclinations and preferences.  ‘The different ways in which we are smart’.  Take participants through the Support Material (SM3) ‘Diagnosis activity’ (20 mins)

3. PRESENTATION:  Presentation (P3) P3.1 to P3.2 to introduce the 7 types of multiple intelligences as identified by Gardner starting with his quotation.  Open discussion follows on differences in children’s potential (the ways they are ‘smart’ and how teachers/trainers can build on that. (30 mins) 
4. ACTIVITY: In smaller groups or pairs ask participants to come up with ideas which could be engaging for each category of the 7 types of intelligences initially identified by Gardner.  Make use of Handout (AS3a) ‘Activities on multiple intelligences’. (30 mins) 
5. ACTIVITY: Using the suggested NLP (Neurological Linguistic Programming) technique the different learning styles can be explored further (read SM4).  Use Handout (AS3b) ‘I see. I hear’.  After completion examine which list is longer.  The results points to the type of learner you are: Visual (I see), Auditory (I hear), Kinaesthetic (I smell, I taste, I feel) or a combination.  Discuss how this is reflected in the teaching-learning process. (20 mins)
6. ACTIVITY: Introduce Activity (AS3c) ‘Attitude Counts’ and give participants time to discuss and record suggestions. (30 mins)

7. PRESENTATION: Present (P3) P3.3 to P3.4 followed by an open discussion on ‘Lifelong learning’.  Introduce the recommendations with reference to the eight key competences as defined by the EU and ask participants to discuss which of these competences can be addressed better through non formal activities and in what ways. Give handout (AS3d) on EU citizenship.  (30 mins)
8. GOOD PRACTICE: Participants watch the video of the Reading Club, Romania; which shows two reading club activities.   (20 mins)
9. PERSONAL DEVELOPMENT PORTFOLIO: Participants illustrate other activities that can contribute to developing lifelong learning competences.  


	STAGE 4 - ENCOURAGING GOOD CITZENSHIP

	4
	OBJECTIVES

· To develop an understanding of active citizenship as a way of empowering young people to contribute to inclusive, well-informed and dynamic communities and become good European citizens 



	
	CONTENT

· Encouraging good citizenship
· Different ways in which young people can contribute to their communities

· Volunteering 

	
RESOURCES

· Presentation (P4)
·  Support Material (SM5): Good Citizenship
·  Support Material (SM6): Volunteering

· Handout (AS4a) ‘Qualities of a Volunteer’



	
	TIMING

4 hrs


	


	4
	GUIDANCE NOTES
1. Use icebreaker or energising exercise to start session.  Include a revision of key points covered from the previous stage, if delivered on a separate day.  (You may wish to allow extra time for this).  (15 mins)
2. PRESENTATION: Use pages (P4) P4.1 to P4.2 of presentation to illustrate the key principles and tips for enabling active citizenship. (15 mins)
3. DISCUSSION: Ask participants to talk and agree upon what is meant by community and jointly agree where and what their local ‘communities’ are.  There is no right or wrong answers as the term is a concept with different meanings.  (20 mins)
4. IN GROUPS: Encourage participants to brainstorm ideas they can implement to improve their local communities.  This is an exercise that can also be used directly with young people to get them to think about ways they can actively change things within their communities for the better.  The results can be collated in a poster format, for presentation and discussion. (45 mins)
5. ROLE PLAY: See Support Material (SM5) on ‘Good Citizenship’.  Encourage a discussion based on the results found.  (30 mins) 

6. PRESENTATION: Use pages (P4) P4.3 to P4.4 of presentation to introduce how members of the local community can demonstrate active citizenship through volunteering and the supporting of non formal learning activities. (15 mins)
7. ACTIVITY: See Support Material (SM6) on volunteering. See Support Material (SM6) on volunteering.  Participants do Handout (AS4a) ‘Qualities of a Volunteer’.  Lead the group through a discussion on the different roles a volunteer could adopt as part of a programme.  What are the main advantages of working with volunteers?  What are the potential issues with working with volunteers? (30 mins)

8. PERSONAL DEVELOPMENT PORTFOLIO: Write up ideas on how non formal activities can impact the wider community.  


	STAGE 5 - PLANNING AND MANAGING YOUR PROGRAMME 

	5
	OBJECTIVES

· To identify the key elements required to plan, develop and run high quality and measurable non formal learning programmes


	
	CONTENT

· Stages in developing an effective non formal learning programme
· Planning and sustainability
· Child Protection and Health & Safety

	RESOURCES

· Presentation (P5)
· Handout (AS5a): Local tourism plan example
· Handout (AS5b): Planning an activity
· Handouts (AS5c) ‘Budgeting’

· Handout (AS5d) Pupil questionnaire 

· Handout (AS5e) ‘Parent Questionnaire’  
· Handout (AS5f) Child protection



	
	TIMING

5 hrs
	


	5
	GUIDANCE NOTES

1. Use icebreaker or energising exercise to start session. (15 mins)

2. PRESENTATION: Present the suggested outline of a programme - Presentation (P5) P5.1 to P5.3 taking participants through all the aspects step by step.  Build on the materials covered in the previous stages.  (45 mins)
3. GOOD PRACTICE: In pairs or small groups the participants work through the outline for the programme on Handout (AS5a) ‘Local tourism plan example’ and Handout (AS5b) ‘Planning an activity’.   Discussion on what was good and what could be improved in the examples.  Participants may develop their own outline for their personal development portfolios.  (45 mins)
4. GROUP WORK: Invite participants to work in groups to identify ‘efficient ways of promoting a programme‘.  Encourage the use of flip chart paper to display their ideas.  (30 mins)

5. ACTIVITY: Using model Handouts (AS5c) on ‘Budgeting’, ask participants to work in pairs or groups to compare the budget sheets with budget sheet they have used before or to make comments on the usefulness of the models provided.  (30 mins)

6. PRESENTATION: Presentation (P5) P5.4 to P5.5 which looks at planning with a focus on sustainability (20 mins).
7. DISCUSSION: Working with the wider community.  Ask participants to suggest ways of engaging NGO’s, businesses and community groups within their communities.  What are the benefits for such organisations to get involved in such programmes? (30 mins)
8. ACTIVITY: Present an example of ‘monitoring and evaluation’ tools: Handout (AS5d) Pupil questionnaire and Handout (AS5e) ‘Parent Questionnaire’.  Then ask the participants to review them. (20 mins)
9. PRESENTATION: Introduce (P5) P5.6 on child protection and safety issues and give handout (AS5f) Child protection. Highlight the need to refer to national laws and guidelines.  Conclude this stage with Presentation P5.7 on the Do’s and Don’ts of running a programme (30 mins).
10. PERSONAL DEVELOPMENT PORTFOLIO: Plan a programme of activities drawing from the 5 stages – researching local and national policies, procedures etc.


