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1. INTRODUCTION

No Child Left Behind is a Comenius European Project. Study Support or Extra curricular activities are universally recognised as a key tool, which cements a child’s formal curriculum learning, through informal out of hours learning programmes. It is a recognised way for students to learn to use their “free time” properly, to develop themselves as a “whole person”. These activities can and should be enjoyable activities that still have learning opportunities embedded within then and help to open their minds to becoming better people and better citizenship.
The extra curricular activities contribute to each child’s development in acquiring new skills and building on the ones they already possess.

Although the UK has developed systems at national level to ensure consistency and quality in delivery, similar efforts in Lithuania, Poland, Romania, Spain and Bulgaria, vary dramatically due to lack of local, regional and/or national support, co-ordination and funding. 

In a number of cases the initiative is supported by private schools to the detriment of the state system. In spite of this within each of these countries there is recognition at national level that study support must be implemented (or re-implemented) in order to support the raising of pupils overall achievement. 

This training program aims to equip and motivate teachers/volunteers and trainers, so that they are able to produce enriched study support curricula for their own school/NGO. Within the thread of the pedagogy, there will be woven an appreciation of the European dimension. 

The Course and supporting materials will be translated into the host languages of the partners: Romanian, Polish, Lithuanian and Spanish.  
1.1. Aims:

1.3.1 Provide students with highly competent teachers, deploying specially qualified staff, paid as well as those in the most reputable establishments.

1.3.1 Development of motivation, the ability to learn how to learn, basic knowledge and social skills,(for teachers) among students.

1.3.1 To help them to think on the wider context in which they act

1.3.1 To think about the wide possibilities in their organisation for promoting extra curricula activities 

1.3.1 To enable participants to present an Extra Curricular program
1.2. Methodology: 
1.2.1
Active: the participants will present, at the end of the training program, a planned proposal of extra curricular activities. Outlining their chosen communication method including, but not limited to, ICT tools; forum; chats etc.
1.2.2
Self learning: flexibility in the modules and support material so each participant can tailor the delivery of their training according to their own requirements. The modules chosen will be defined by the teacher and participant, as a part of non formal recognition European policy.

1.2.3. Groups: the training program will also compose of group work including but not exclusive to role play, group discussion and scenarios.

1.3. Modality 
1.3.1 CD ROM ( use of interactive features under consideration)
1.3.1 Face to face: some of the activities and theory are designed for classroom delivery
2.4 Schedule: 20-30 hours face to face and the rest individual work and/or workshops.
1.5. Beneficiaries Principal users of the guide will be teachers/volunteers and trainers who will be able to employ teaching/learning tools and methods to deliver and manage a programme of extra curricula activities as well as training others within their organisations; they will also be able to use various techniques and systems for measuring impact. The ultimate beneficiaries of the model used by teachers will be the students, as it builds on their skills and gain the opportunity to increase their awareness of their own self development and social responsibility.

The aims for the students will be self development; acquisition and improvement of social interaction skills and learning to use their “free time” in a productive way. 

1.6.  THE MODULES OF THE GUIDE
Module 1: Introduction to the training programme / An Overview of Informal / Non-formal Learning 

Module 2: Meeting young people’s needs to help them become life-long learners and good citizens / European Citizenship
Module 3: Raising Achievement: Learning outside school hours
Module 4: Management of activities and negotiation skills
Module 5: Developing and promoting Study Support program
Module 6: Evaluating the Impact of Study Support Projects

	MODULE
	TIME
	CONTENT
	RESOURCES
	OBSERVATIONS

	Introduction to the training programme / An Overview of Informal / Non-formal Learning
	
	
	Projector
Flip chart


	

	Meeting young people’s needs to help them become life-long learners and good citizens / European Citizenship
	
	
	
	

	Raising Achievement: Learning outside school hours
	
	
	
	

	Management of activities and negotiation skills
	
	
	
	

	Developing and promoting Study Support program
	
	
	
	

	Evaluating the Impact of Study Support Projects
	
	
	
	


Module 1: Introduction to the training programme / An Overview of Informal / Non-formal Learning
	Title of item
	Introduction to the training programme 

An Overview of Informal / Non-formal Learning 

	Short description
	The coordinator will introduce the course, referring briefly to each module.

At the end of this module the participants will be able to gain certain understanding of the main concepts of Study Support and why this activity is an important aspect in the education of the young and ultimately for society as a whole.

	Objectives
	· to outline the practicalities of how the training programme will be delivered

· to give an overview of issues concerning young people and the need for Study Support

· to offer a brief description of the content for each the module 

	Content
	· Training program outline, teaching methods and techniques
· Outline of Study Support / Informal Learning benefits

· Overview of the modules 

· M1 Introduction to the training programme / An Overview of Informal / Non-formal Learning
· M2 – Meeting young people’s needs to help them become life-long learners and good citizens 

· M3 –  Raising Achievement: Learning outside school hours  

· M4 – Developing a programme of Study Support 

· M5 – Management of the activities and financial issues / sustainability 

· M6 - Evaluation of the impact of the Study Support activity

	Skills
	Presentation skills

Communicative skills

Flexibility

	Estimated training time 
	2 - 4 hrs face to face

	Tools
	· Program of the training

	Methods and

Activities 
	· Icebreakers 
· Workshops, 

· Combination of individual and group work/ observation/ watching videos, guided practice (not learning), assessed self-study activities 

	Resources / Links
	Reference material as presented per unit 

Internet, 

Videos films Recordings
Glossary of terms used 

	Evaluation
	Explain to participants about how NCLB will evaluate the quality of the Training

	Tips
	· The key to successful activities – make them enjoyable 

· Inclusive approach, with special attention to young people with less opportunities or at a disadvantage

· Introduce each participant 


Module 2: Meeting young people’s needs to help them become life-long learners and good citizens
	Title of item
	Meeting young people’s needs to help them become life-long learners and good citizens

	Short description
	During the module the participants will debate key issues related to young people and how identifying needs of a child is relevant for meeting the objectives of life-long learning.  The module also looks at the European Policy of Citizenship and how these goals could be promoted to young people through the program.

	Objectives
	Gain an understanding of:

· how different types of intelligences and learning styles can be addressed

· the basic skills necessary for life-long learning 

· methods of empowering young people to play an active role in contributing to inclusive, well-informed and dynamic communities by becoming good European citizens

	Content
	· Basics of psychology of group processes

· Learning styles 
· Cultural / social identity issues (country-based / European dimension) with statistical support

· Life in a multicultural environment: main necessary attitudes 

· Active citizenship: definitions, values and behaviours, personal contribution to the society, volunteer conduct and actions

	Skills
	· Communication skills

· Presentation skills

· Creative and critical thinking

· Cultural awareness 

· Open mindedness
· Capacity to instil enthusiasm and motivate people

	Estimated training time
	6 - 8 hours 

	Tools 
	Demos

	Methods and

Activities
	· Workshops

· Group work 
· Project work
· Brainstorming about European citizenship policies and strategies

	Resources / Links
	CD Rom with activities

Materials on Learning styles, multiple intelligences, group psychology

EU Publications related to the theme

	Evaluation
	Feedback and reflection

	Tips
	Handouts / discussions  (work in progress)


Module 3: Raising Achievement: Learning outside school hours
	Title of item
	Raising Achievement: 
Learning outside school hours 

	Short description
	Main concepts of Study Support or informal learning and why it is an effective method to impact change.  It will also examine examples of good activities and good practice. 

This module also provides the key ethos of Study Support (Learning outside school hours) as a key to help students perform better in learning activities based on its main concepts: 

· choice of activities to do from a variety of options

· voluntary participation / pupil involvement
· commitment
· different from classroom experience
· student – assessment acknowledged and used

· presence of quality benchmarks

· clear identification of goals and stakeholders
· importance of measuring impact of Students’ activities

	Objectives
	By the end of the module trainees will be able to:

· Have a clear idea of what Study Support is

· Understand key issues such as the influence of the social environment: family, peers, school, community

· See the relevance of Study Support for young people’s achievement

	Content
	· Concepts related to Study Support / Informal learning / Non-formal learning

· values, skills, attitude, motivation, the role of the social environment, roles of parents, schools, volunteers and other stake-holders
· Identifying and understanding the different needs of young people and how to apply the concepts of Study Support.
· Case studies - Good Practices: objectives, target, skills and results

·  Roles of trainers (e.g. motivator, facilitator, organizer, initiator of fun and engaging activities)
· Key points to be considered to set up a Study Support programme.

	Skills
	· Ability to respond to different learning needs  

· Creativity

· Involving, enthusing, motivating  and flexible  personality

· Capacity to interpret and respond to feedback

	Estimated training time
	4-6 hours 

	Tools
	· Study Support – reference materials

· Examples of Good Practices – Case studies from different countries

· Template for power-point presentations

	Methods and

Activities
	· Workshops

· Group work - suggesting 3 extra-curricular activities, taking into consideration the age and social environment of targeted children.

· Role play: selection of 2 teachers/volunteers 

· Beginning the production of a working plan  

	Resources / Links
	Materials on Study Support / website

Case studies from partner countries

	Evaluation
	Feedback and reflection

	Tips
	Handouts / discussions  (work in progress)


Module 4: Developing and promoting Study Support program
	Title of item
	Developing and promoting Study Support program. 

	Short description
	Practical guide.

	Objectives
	· Keys on how to develop a wide variety of Study Support activities

· Learn ways to effectively promote Study Support activities to potential beneficiaries

· Learn how to plan, develop, deliver and evaluate activities involving young people 

· Learn how to adapt a flexible approach to feed back particularly from young participants

	Content
	· Synthesis of the main items to program a Study Support: Target; objectives; timing; resources; evaluation; profile of volunteers/teachers; budget (funding streams) ; materials; place; marketing; sustainability-how to find extra resources to keep the project running. 

· Presentations using electronic presentation methods (This should be highlighted in every module)

· Ways of evaluating projects

· Development of Study Support activities within the legal reference to each country.

	Skills
	· Project planning and delivery

· Practical competences

· Evaluation skills

	Estimated training

time
	12-14 hours

	Tools
	Templates and good practice model; examples of evaluation strategies and tools

Budget preparation and resourcing

Visit a study support activity

	Activities
	· Workshop

· Group presentation of the program

· Electronic presentations

	Resources / Links
	PLEASE INCLUDE THE BEST RESOURCES THAT WILL COMPLIMENT THE PROGRAMME

	Evaluation
	· Portfolio of activities

· Lessons learnt from the visit of the Study Support activity 

· Questionnaires and feedback etc.

	Tips
	Handouts / discussions  (work in progress)


Module 5 Management of activities and negotiation skills
	Title of item
	Management of activities and negotiation skills

	Short description
	This module will enable the trainees to project manage - including budget, coordinate and run Study Support activities, a programme of Study support and how to negotiate with partners and providers. 

	Objectives
	· Learn to run a Study Support project including administrative elements.
· Apply negotiation techniques 

	Content
	· Project management

· Types of management involved

· Negotiation strategies

	Skills
	· Interpersonal influence

· Marketing

· Observation

· Program management

· Problem solving

· Communication

· Team leadership

	Estimated learning time
	6-8 hours

	Tools 
	Case Study – examples of good practice

	Activities
	· Group work / role play on negotiation techniques 

· Brainstorming main issues of group management such as behavioural issues, child protection, ownership and commitment towards the programme.

· Simulations of problem solving case studies.

	Resources /Links
	TO BE IDENTIFIED WHILE DEVELOPING THE MODULE

	Evaluation
	Feedback and reflection

	Tips
	Consider the different level of knowledge of excel before dividing the participants into different groups. Handouts / discussion.  


Module 6: Evaluating the Impact of Study Support Projects
	Title of item
	Evaluating the Impact of Study Support Projects 

	Short description
	Drawing attention to processes between all actors of the activity environment, catching possible difficulties in the developing of the activity, funding solutions and improving the effectiveness of planning activities and the importance and techniques of evaluating outcomes. 

	Objectives
	

	Content
	Work in progress

	Skills
	

	Estimated training time
	To be determined

	Tools
	Evaluation report 

The impact of evaluation to a great extend depends on the interpretation of collected information and setting the steps that needs to be followed. The trainer reminds participants the purpose of evaluation and links it with the expected output of the evaluation – evaluation report.  

	Activities
	Focus group: 

· What is the impact of the project? 
· Why measure the impact?
· Is there evidence for this impact?

· Are there changes or improvements in any of the following levels of project operation?

	Resources / Links
	Work in progress

	Evaluation
	Feedback and reflection

	Tips
	Handouts / discussion  (work in progress)


2. GLOSSARY 
Aptitude 

Assessment
Attitude

Mission

Skills

Study Support / learning outside normal school hours
Values

Vision

3. SUPLEMENT MATERIAL: TOOLS
3.1. POWER AND INTEREST MATRIX
Duration: 35 min

Activities: Explanation, Presentation and Group Work

Materials: flipchart, markers, Annex 1

STEP 1: Lead in - discussion (duration – 15-30 minutes)

The session should start with discussion on the phases of Extra Curricula Activities (identification, formulation, implementation, evaluation).
During the discussion the trainer provides examples of failed Extra Curricula Activities, resulting from underestimating important of these phases. On the other hand, it is important to give space to participants for expressing their views and experience in coping with problem in their own activities.

The trainer draws the matrix on a board while explaining the meaning to participants. It is important to ask the participants to formulate the possible approaches to different stakeholders in individual parts of the matrix.
Note: 

When the matrix is completed and participants understand the function and system, it is again useful to discuss the importance and possible previous experience of participants asking “who were the key players in their previous Extra Curricula Activities…”. The trainer should emphasize the fact that this matrix does not deeply analyze either internal capacity or specific relationships among different groups. It is a very useful tool that suggests a particular way of thinking in initial phases of considering relevant target groups. 
STEP 2: Group work (duration – 15-20 minutes)

The trainer divides participants in groups -ideally not more than 3 to 5 people per group- and hands out a flipchart paper to each group. The groups then receive a short text – the case study; eventually they may decide to work on a “real” situation. 

The task: each group creates a matrix based on the example and identifies various stakeholders and which approach - in the context of a particular problem situation - they would decide to apply with regard to each of them. It is vital that they are able to explain why they chose a particular approach to a particular stakeholder and how it will influence their subsequent steps in the Extra Curricula Activities analyses and planning.
Closing: each group chooses one person to present the results. Time given for presentation should not exceed 5 minutes including discussion.  
Note:

The trainer makes sure that in case a group presenting results of their work has been dealing with a different problem/situation than other groups, at the beginning of the presentation it is briefly explained to the other participants in order for them to get acquainted with the topic. Otherwise the other participants may not pay attention to the presentation.
3.2. SWOT Analysis
Duration: 35 min

Activities: Discussion, Presentation and Group Work

Materials: case studies, template for SWOT, flipchart, paper, markers

STEP 1: Lead in - discussion (duration – 20 minutes)

Since this is a quite commonly used analytical tool, when presenting SWOT the trainer should briefly discuss with the participants their previous experience in using SWOT analyses. This will help avoid unnecessary repetition. 

Depending on this the trainer may choose between two possible approaches:

A) if the previous experience of participants is low, explain basic principles and also practice with the case study

B) if the participants are experienced in using SWOT, skip the explanation of the basic principles and instead discuss application of SWOT to their institutions or Extra Curricula Activities, highlighting the most common mistakes and problems they encountered.

Depending on the choice of above mentioned options, the trainer can decide whether to demonstrate the case study – a situation of problems in a city where an extra curriculum activity is not functioning, involving three major stakeholders: The parents, City Council, teachers.

Note:

The trainer may use 2 kinds handouts – one is an empty template of SWOT, the second is a template with the information from the case study. 

The most common mistakes on which a trainer should focus are the following:

· Confusing external and internal environment (STRONG with OPPORTUNITIES and WEAK with TREATS) 

· Not concentrating on one subject (e.g. their own institution) thus the SWOT is very confusing and has a low potential to be a helpful tool in project development

· Unclear formulation of statements, hard to identify the meaning

· Inserting not 100% relevant and verified information, very often causing the situation when one statement (e.g. in STRONG) is disapproved by another statement (e.g. in WEAK)

· Understanding of OPPORTUNITIES and THREATS as “future” that will happen after the project, or will be a direct result of planned project development  

It is important to highlight and discuss the possibilities and different approaches in using SWOT in designing Extra Curricula Activities strategies, e.g. eliminating weak points in order to be able to use an opportunity (as marked with arrows in the sample above).
STEP 2: Group work (duration – 20-30 minutes)

The trainer divides participants in groups -ideally not more than 3 to 5 people per group- and hands out a flipchart paper to each group. The groups then receive a short text – the case study, eventually they may decide to work on a “real” situation. 

The task: choose a subject and create a SWOT analyses. All the rules and potential problems have been discussed, so the trainer should not interfere in terms of guiding individual groups towards correct solutions. In this case the lesson can have a larger impact, provided participants discuss the incorrect formulations with active participation of all involved. Particular attention should be paid to the most commonly made mistakes mentioned above.

Closing: each group chooses one person to present the results. The time given for presentation should not exceed 5 minutes, including discussion, for each presentation

SWOT Analyses
 SHAPE 



3.3. Spider Diagram
Duration: 30min


Activities: Discussion, Presentation and Group Work

Materials: Spider diagram (toolbox),  

STEP 1: Discussion 

This analytical tool provides – similarly to SWOT – an opportunity to assess the capacity of a subject. It is important to compare these two instruments and discuss their similar and different features. The trainer can choose to use an empty template or use some examples from other.

Note: The areas of interest may be modified according to focus on a project and needs addressed. 

It is also important to discuss with participants how demanding, in terms of work creation, such analyses may be. It is important to stress that – in order to gather sufficient information, it is often necessary to carry out research among various target groups (students, parents, council, teachers, ...
STEP 2: Group work (duration – 20 minutes)

The trainer divides participants in groups -ideally not more than 3 to 5 people per group- and hands around a flipchart paper to each group. 

The task for each working group is to choose one company or institution (ideally their own) and create a Spider Diagram. It is possible that areas of interest will be modified if they can be replaced by more relevant ones.  

Closing: each group chooses one person to present the results. Time given for presentation should not exceed 3 minutes, including discussion, for each presentation. When discussing the results, the participants should be reminded that in a “real world” gathering relevant and verifiable information may be the most difficult part of this analysis. 

The participants should also bear in mind that this analysis assesses the internal capacity of a subject.

Spider Diagram


3.4. Venn Diagram

Duration: 30min


Activities: Discussion, Presentation 

Materials: Venn diagram (toolbox),  

STEP 1: Presentation 

The Venn Diagram is a suitable instrument for demonstrating relationships among different interest groups. The trainer should discuss the relationships of different actors in the Extra Curricula Activities.
STEP 2: Discussion 

There is no task assigned to this tool. The core point of discussion should be that the learners understand the possible practical uses of this instrument.
Venn diagram
 SHAPE 



3.5. Analyses of the Logical Framework Approach
Duration: 270 minutes

Activities: Presentation, Discussion, Group Work

Materials: flipchart, paper, markers, red, yellow and green cards, case study

STEP 1: Lead in - discussion (duration – 15-30 minutes)

The session should start with a discussion of the phases of the Extra Curricula Activities (identification, formulation, implementation, evaluation).  


Before starting to present the analyses, it is necessary to make sure the participants understand the reasons why they should analyse a situation before actually starting to prepare the activity. The trainees should be motivated to find out for themselves. Suggested questions to be discussed:

· What are the main reasons you decided to prepare an Extra Curriculum Activity?

· What do you do first?

· etc
STEP 2: Presentation of analytical tools (duration: 40 – 60 min)

At the beginning of the session the trainer presents to the participants the analytical tools using an example of an Extra curriculum activity. Ideally the analyses are presented using cards in the following order: 

1. Problem analysis (YELLOW)

2. Objectives analysis (GREEN)

3. Analysis of strategies (RED)

By using the cards, the participants may become more involved in the presentation and try to basically “assist” the trainer in presenting it. Eventually, a PowerPoint presentation can be used. However, using the latter makes the whole session less personal as the trainees more or less passively watch the presentation. The trainer should visualize the problems, objectives and strategies in the form of “trees”. 
3.6. Tree of problems

STEP 1: 

Define relevant problems. It is important that the trainer emphasises the fact that all the problems must reflect reality and cannot be unsupported assumptions.

STEP 2:

Find logical links among individual problems – define “cause and effect” relationships and visualize in the form of a problem tree.  

The trainer may start building the tree from the bottom or from the top, even in the middle, by starting with the “unsuccessful Extra Curriculum activity” card. However, the logical links within the “cause and effect” relationship must be always clear to participants during the presentation. It is quite effective if trainer creates incorrect links from time to time and asks participants to express their opinion. 

Note:

Constantly remind participants of the most crucial issues: 

· The primary stakeholder groups to be present when creating such analyses in a real environment 

· The time necessary to do this in a real environment

· The relevance of each “card“ – the necessity to support each statement by evidence (e.g. by research results) in order to avoid unsupported statements, the presence of which dramatically reduces the quality of analysis
3.7.Tree of objectives

STEP 1: Re-formulate the problem statements into positive formulations. This gives an opportunity to discuss the formulation of objectives with the participants. It is possible to mention the SMART principle in formulating objectives. However, it is up to the trainer and the previous experience of the participants how much time should be spent on discussion on formulation of objectives.

STEP 2: Check the logic of the Objective Tree – this time it is not a “cause an effect” relationship, but “means and ends”. Read the Tree together with the participants and explain the logic again.

STEP 3: Delete or add new objective statements if necessary. However, it is good to remind participants to be extremely careful deleting any statement in order not to lose logical steps in the tree. 

Note:

Participants should be constantly reminded of the issue of “time” expressed in the Objective Tree (what should be sorted out first and which objectives are dependent on those below them). For this purpose, precisely targeted questions to the trainees and discussion can be used. For example: How many possible Extra Curricula Activities do you see here? What do you think should be implemented as one of the first activity?
3.8. Analyses of Strategies

This is presented as the last step before the Extra Curricula Activities planning start. At this stage the trainees are usually able to define the strategies within the Tree of Objectives. However, the trainer makes sure that all the strategies are being marked.

This should be presented as a crucial step in decision making. When choosing a strategy, participants must realise that whatever they choose must be in line with the interests and capacities of the key players. 
Group work (duration – 210 min)

The trainer divides participants in groups-ideally not more than 3 to 5 people per group- and hands around a flipchart paper to each group. The groups then receive a short text – the case study.  Eventually they may decide to work on a “real” situation. 

Task 1: each group is given a flipchart paper and yellow cards and is asked to create a problem tree following the steps presented by the trainer. In order to avoid unnecessary and time-consuming problems in completing the task, the trainer should emphasize the following rules for groups:

· Use capital letters when writing on cards

· Do not use abbreviations

· Use short and clear formulations of problems

· Avoid vague formulations such as “lack of money…”, “the government is lazy…”

Time: usually 60 minutes should be sufficient time to complete the task  

Closing: each group chooses one person to present the results. Time given for each presentation should not exceed 10 minutes, including discussion.  

Task 2: After presenting their problem analysis, each group is given green cards and is asked to create an objective tree following the steps presented by the trainer. It is advisable to tell participants not to cover the yellow cards with the green ones during group work, but only re-formulate problem statements into objectives and cover them one by one while presenting the results. This way, people can get more familiar with objective formulating and see as many examples as possible. 

Time: usually 30 minutes should be sufficient time to complete the task  

Closing: each group chooses one person to present the results. Time given for each presentation should not exceed 10 minutes, including discussion.  

Task 3: Participants are given red cards to mark all possible strategies in the objective tree. The trainer should supervise the working groups, constantly provoking discussion on the involvement of stakeholders in the strategies being marked. The most common mistake in this phase is ignoring the information generated from the stakeholder analysis which reduces the feasibility of strategies.   

Time: usually 20-30 minutes should be sufficient time to complete the task  

Closing: each group chooses one person to present the results. Time given for each presentation should not exceed 10 minutes, including discussion. 
Note:

After setting the strategies it is a useful practice to summarise and then bring participants to a “real” perspective in terms of time and resources required for such analyses. This can be done through a closing discussion.

ANNEX

DEVELOPING THE EXTRA CURRICULA ACTIVITIES PLAN 

	Time
	Topic\Action
	Content
	Resources

	45 min
	Do’s and don’ts for writing an Extra Curricula Activity
	Defining basic rules 
	Flipchart, flipchart markers, trainer’s guide

	60 min
	Formulating Extra Curricula Activities objectives
	Defining objectives and outputs

Not confusing objectives (ends) with methods (means)

Formulating objectives and outputs in an appropriate way
	Trainer’s guide
Good practices presented by the participants, templates

	60 min
	Breaking down an Extra Curricula Activities idea into WP’s and tasks
	Gaining an insight in the definition of WP’s and tasks - working out WP’s and tasks
	Trainer’s guide
 templates

	65 min
	Budget
	Sections in the Extra Curricula Activities budget + exercise on how to make a balanced project budget
	Trainer’s guide
Templates, 

	50 min
	Summary
	Presenting how an Extra Curricula Activity summary should be composed
	Trainer’s guide

	60 min
	Developing the communication plan
	Explaining the objective of communication plan + exercise on how to develop the communication plan to market the Extra Curriculum Activity
	Trainer’s guide


Note for the trainer: 

Try to let the participants actively co-operate whilst giving the theory. There should be interaction and input from the trainees themselves.  

It might be that participants are coming up with other templates for formulating the proposal of the Extra curricula Activities; these can of course also be used. If not, show participants a real developing form of different types used by others organizations and countries. It is useful to provide a variety of different examples.

TEMPLATE OF WORK ACTIVITY WITH TASKS 
	Activity name. 
	

	Title:
	 

	Work activity
	
	

	Start month: 
	
	End month: 
	

	Total number of teachers 
	
	

	Total participants 
	
	

	Objectives and approach
Provide a concrete description of the objectives to be achieved within the work activity and how these objectives will be pursued. Use quantifiable and verifiable elements. Refer to the tasks to be carried out (See below).



	Tasks
List all tasks in the work activity. State the participant responsible for each task. State the amount of hours, per person and task. A table may be used.



	Deliverables

Detailed deliverable descriptions are not needed here.




10 PRINCIPLES OF WRITING LEARNER OBJECTIVES
 SMART
The first five are called the SMART principles. The origin is unknown, but the SMART principles are widely used in the management-by-objectives area.

1. The statement must be specific.

2. The statement must be measurable immediately or once they have returned home. Understand is not measurable. It is too vague.

3. The statement must be attainable.

4. The statement must be relevant to the material or information presented.

5. The statement must be timely. Allow enough time for the facilitator to meet the objectives.

6. The statement should describe the end (product), not the means (process). It is the results of the instruction.

7. Write a separate statement for each objective or outcome.

8. Write a statement that reflects the various levels of skill attainment. Do you want it to be at a basic level – such as discuss – or at a higher level such as write?
9. Start each statement with a concrete action verb.

10. Attitudes themselves cannot be measured – they can only be inferred from behavior.

Examples of Learner Objectives

· Discuss current theories of steroid replacement during the preoperative period.

· Identify anesthesia risks for patients with hyperthyroid and hypothyroid disorders.

· Describe the surgical and anesthesia implications of herbal drugs.

· Other examples of actions verbs:

Analyze 

Explain 


Differentiate

Compare 

Define 


Illustrate

Examine 

Demonstrate 

List

“Understand” is not measurable
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Threats
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Key: 0=unacceptable, change is necessary


1=bad situation, space for improvement


2=acceptable, however, there is space for improvement


3=excellent























Technical skills





Financial management














Personal management, motivation





Needs analyses





Planning





Links to other relevant organisations





Educational system





Accountability and transparency
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