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I .  I T R A I N  I N S T R U C T O R  N O T E S  

The following notes have been written for instructors of ITrain courses. They will 
help you to understand the ITrain programme, plan, prepare, conduct and evaluate 
ITrain sessions. 
 
The ITrain programme is committed to effective interactive training, incorporating  
gender and culture in all aspects of this learning process.  These instructor notes will 
explain the use of the materials and help you prepare to conduct the ITrain courses in 
line with our approach. 
 
These instructor notes are divided into five sections: overview, planning, preparing, 
conducting and evaluation. The overview section explains the purpose of ITrain, 
project partners, the components of the programme and how to obtain more 
information about ITrain. The planning section will help readers appreciate several 
critical training issues, including learning styles, the role of gender and culture in 
training, and interactive learning. The preparing section leads you through some 
twenty areas to consider before the training session starts to make it interactive and 
effective. The conducting section includes twenty tips to deliver your training 
effectively. Under evaluation we discuss key concepts to consider in evaluating 
ITrain events. 
 
Throughout the materials we recommend ways to address gender and culture in your 
training practice. 
 
Users of the ITrain materials, instructors and students, are invited to join the ITrain 
mailing list for discussions about the use, customisation, and adaptation of the ITrain 
materials. To subscribe to the mailing list, send a message to <subscribe-itrain-
l@lyris.idrc.ca>  
 
You can send your evaluation of the ITrain materials as well as other information 
requests concerning the ITrain project to itrain@unganisha.idrc.ca or to Steve Song 
at the International Development Research Centre, P.O.Box 8500, Ontario, Canada, 
K1G 3H9. Tel. +1 613 236 6163 or Fax. +1 613 567 7748 
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A. An overview of the ITrain programme 

1. What is ITrain? 
ITrain, derived from Internet training, refers to both the  approach to Internet training 
and the training materials themselves.  The ITrain manuals include both leader-led 
and self-study materials. The approach to training is interactive, meaning students are 
engaged in the learning process. It is also practical, meaning that students are 
provided opportunities to apply the knowledge they are learning to their personal 
situations. Although the training materials are specific and at first glance they might 
seem prescriptive, the intent is that they be flexible. Trainers are encouraged to 
customise ITrain materials to meet local needs and circumstances. 

2. Why ITrain? 
The goal of the ITrain programme is to create consistently effective training about the 
Internet. The ITrain manuals lay out courses that endeavour to achieve effective 
training through interactive approaches. For example the course materials explain 
ways to engage learners and help them see the relevance of the Internet to them. 
Another way that the ITrain courses generate effective training is by covering a wide 
range of key topics. Although there may not be enough time to cover all of these key 
topics in a course, they are covered in the handout materials so that students can 
study them later. 

3. Who developed ITrain? 
The ITrain materials were initially developed to meet the needs of researchers 
associated with Canada’s International Development Research Centre. ITrain was 
developed with the partners listed below. 

4. Project partners 
Project partners were selected to represent a broad range of Internet experience and 
background. The following individuals and organisations participated in the training 
needs analysis phase of the course development, some participated in field testing of 
materials and most participated in a three days meeting to revise the materials after 
they were field tested. Partners made substantial contributions throughout. 
 
The ITrain partners are: Anriette Esterhuysen, Southern African NGO Network 
(SANGONET); Brooke Broadbent, Friesen, Kaye and Associates, Canada; 
Christopher Geerdts, IDRC's Connectivity Southern Africa Project, Johannesburg; 
Jeff Cochrane, Africalink, USAID, USA; Karin Delgadillo Poepsel, The Association 
for Progressive Communications (SU-APC), Ecuador; Maja van der Velden, APC 
Women's Networking Programme, The Netherlands; Rachna Shrestha, The 
International Centre for Integrated Mountain Development (ICIMOD), Nepal; Riff 
Fullan, Bellanet, Canada; Sangeeta Pandey, The International Centre for Integrated 
Mountain Development (ICIMOD), Nepal; Shahid Akhtar, The International Centre 
for Integrated Mountain Development (ICIMOD), Nepal; Simone Shall, Southern 
African NGO Network (SANGONET); Steve Song, IDRC, Canada; Martha Melesse, 
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IDRC, Canada; Zbigniew Mikolajuk, IDRC, Canada; and Koshin Fukushima 
(AITEC), South Africa.  
 
The project manager was Steve Song.  The instructional designer was Brooke 
Broadbent.  
 

5. Where can you find the ITrain materials? 
The ITrain materials can be found on the World Wide Web at 
http://unganisha.idrc.ca/itrain.  The are available there in Microsoft Word 6 and 
Adobe Acrobat PDF format.  Alternatively, if you don’t have access to the World 
Wide Web, you can obtain the materials by sending an email to 
itrain@unganisha.idrc.ca or by contacting Steve Song at the International 
Development Research Centre at the following address: 
 

International Development Research Centre 
P.O. Box 8500 
Ottawa., Ontario 
Canada, K1G 3H9 
Tel. +1 613 236 6163 
Fax +1 613 567 7748 
 

6. Who can use ITrain materials? 
ITrain materials are distributed under the Open Content License which can be found 
at http://www.opencontent.org./.  From the OpenContent website: 

 
“In plain English, the license relieves the author of any liability or 
implication of warranty. It grants others permission to use the 
Content in whole or in part and insures that the original author will 
be properly credited when Content is used. It also grants others 
permission to modify the Content if they clearly mark what  changes 
have been made, when they were made, and who made them. Others 
are free to redistribute this modified Content. Finally, the license 
insures that if someone else bases a work on OpenContent, that the 
resultant work will be made available as OpenContent as well.” 

 
Full text of the license can be found in Appendix in Section F on page 27. 
 

7. Components of the ITrain programme 
The ITrain programme includes instructor and student manuals for the following 
subjects: 

a) An Overview of the Internet:  
The purpose of this course is to give a very general introduction to the Internet and its 
use.  This half-day course deals with Internet myths and realities; the physical 
Internet; Internet services; components of the Internet;  uses of the Internet; and 
demonstrations of the Web, email, and mailing lists. 
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b) Using email 
The purpose of this course is to help students learn how to use email in their work 
and how to perform key functions in one email software application. This one-day 
course covers email issues and software functionality including uses of email, 
qualities of good email messages, understanding email addresses, and other key email 
features. It also includes information about mailing lists. Initially, the course comes 
in two versions: one for Eudora Light 3.0 and the other for Pegasus Mail 2.5. As 
other email courses are made available, they will be distributed through the 
Unganisha Web site, listed below. 

c) Navigating the Web 
The purpose of this course is to help students learn how to use a browser in their 
work and how to perform key functions in one browser software application. This 
one-day course explains uses of the Web, understanding Uniform Resource Locators 
(URLs), and over 15 Web features, including the qualities of a good Web site. The 
initial version of the browser training is based on Netscape Navigator 3.x. 

d) Computer handbook 
The ITrain programme also includes a 30-page handbook about computer basics. It 
explains key elements of Windows 95 and provides tips on such topics as computer 
viruses, optimising your hard drive, managing files, and healthy computing. It 
contains a comprehensive glossary of terms. 
 
The courses and handbook are completely flexible. Although each course is separate 
and can be conducted as a stand-alone entity, courses can be joined in different 
combinations. For example, a two-day course could be built from the two and a half 
days of training. Likewise,  the overview course can be given as a half-day session, 
independent of the other courses. The use of the handbook is also flexible. It is 
designed as a self-study manual; however, an instructor could use the materials as a 
basis for a course or in a coaching session.  

8. To obtain more information 
These courses have been designed with the financial assistance of  the Unganisha 
(Connectivity) Project of Canada’s International Development Research Centre 
(IDRC). You can download course manuals and other materials at 
http://unganisha.idrc.ca/itrain/. You can learn more about the project at 
http://www.idrc.ca/unganisha/. 
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B. Planning ITrain courses 

This section explains several principles underlying the ITrain materials. It contains 
useful guidelines on how to prepare to deliver Internet training.  These ideas are 
further expanded in the preparing, conducting and evaluation section that follow. 

1. How to use this manual 
We recommend that you start at the beginning of these notes and read to the end, 
skimming over areas that you are already familiar with. For a quick overview, consult 
the table of contents at the beginning of this document. 

2. Preparation checklist  
We have placed a forty item checklist at the beginning of each ITrain manual. These 
checklists summarise the recommendations we will explain below under preparing 
and conducting ITrain sessions. 

3. Leader-led and self-study components of the ITrain courses 
The approach used in developing the training materials is a combination of “leader-
led” and “self-study” approach.  Courses start in a leader-led mode. As the instructor, 
your role is to get the ball rolling — to establish what will be taught, to be 
enthusiastic about the advantages of the Internet, and to help students identify why 
they should learn the material. Later you change roles. You become a coach. The 
manuals become self-study materials and people work ahead at their own speed. Your 
role is to speak to people individually, to observe how well they are doing with the 
exercises, to help them and to encourage them. To facilitate student participation, we 
recommend that the training allows sufficient time for students to use their 
computers.   If you do decide to ‘teach’ several sections, be aware that there may still 
be sections that people can do on their own, especially after they have built up their 
confidence by successfully completing some exercises of the course. 

4. Learning styles 
The ITrain programme provides opportunities for students to experience several ways 
of learning. In the first part of the overview, email and browser courses, the instructor 
leads activities. This appeals to people who prefer a structured, leader-led learning 
experience. Later, students are on their own, with the instructor, or additional 
coaches, available to help as needed.  This is especially true of the email and browser 
courses. This appeals to people who prefer to learn by doing. There are exercises; 
there are opportunities to read, to listen, to explore. 
 
Dealing with preferred learning styles can create challenges for instructors. The first 
challenge is to know your own style. Why? Because, you will have a tendency to 
favour it when you teach. In other words, if you prefer to learn by doing, you will 
tend to want to use this technique when you instruct. Beware. Not all your students 
will favour this approach. The solution is to ensure that you accommodate several 
learning styles in your choice of materials and techniques. The information explained 
below will help you do this. 
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5. Questioning students 
One of the underlying ideas behind the ITrain programme is that questions (posed by 
the instructor) are essential for creating interaction with students. We have included 
two types of questions in this course: ‘what-questions’ and ‘why-questions’. ‘What-
questions ask learners what does this mean. (An example is, ‘What is email?’) These 
questions help to ensure that listeners are focused on the subject that the instructor is 
addressing. Likewise they help to ensure that everyone is assigning the same meaning 
to words. What-questions are important to the flow of teaching because answers are 
building blocks for understanding what is being discussed and helping people focus 
on it.   
 
Why-questions are another building block of this course. Questions such as ‘Why 
would you want to learn about email?’ establish the rational for the session. Why 
questions help learners identify what they personally stand to gain from the material 
to be taught. To that extent, why-questions can help to ‘motivate’ learners.  
 
Examples of what-questions and why-questions appear in the manuals for instructors 
and students.  The objective is not to get the correct answer from students but rather 
to  stimulate thought and to get them involved. Answer material for what and why 
questions is included in the instructor manual. 
 

6. ‘What’ and ‘why’ questions in all sections 
‘What’ and ‘why’ questions are the key tools for sparking student interest and 
fostering interaction. We include some examples in the first sections of ITrain 
courses — where the instructor asks questions to set the interactive tone of the 
course. In later sections, the ones where we recommend self-study (with coaching) 
we have not included what and why questions. If you do decide to ‘teach’ these 
sections in a leader-led mode, we strongly recommend that you include what and why 
questions.  
 
Some examples of ‘what’ questions would be: What does this word mean? What does 
this concept mean to you? Have you run across this term before? Some examples of 
‘why’ questions are. Why is it important to learn this? How would you use this 
information on the job? Why is this important to you? Why is this important to 
someone learning about the Internet? 
 

7. Presentation, application and feedback 
The ITrain course materials are built around the simple process of presentation, 
application and feedback.  
 
In the presentation phase, the instructor or the self-study manual conveys information 
to the learner. Learners absorb this information better if the instructor links it to their 
work, current way of performing tasks or to other knowledge they have. A good way 
for an instructor to establish interest in a topic is to establish very clearly what the 
topic means. This can be best achieved by asking a ‘what’ question, as described 
above. Another effective way to establish interest is to establish a ‘what is in it for 
me’ question. A simple way to establish ‘what is in it for me’ is by asking students 
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questions such as “why would you want to learn this?” “How would you use this 
information?” “How would you personally benefit from learning about this topic?”  
 
A good way to end the presentation phase, is to check for understanding. An example 
of this occurs when you are teaching how to compose an email message. First you 
would demonstrate the steps, next you would ask learners to state the steps — before 
they do them. This check for understanding is a chance to ensure that learners 
understand a process before they do it. If they understand it and can state the steps, 
chances are, they will be able to do it successfully.  
 
In the application phase, learners use the information they have acquired in the 
presentation phase. This is a very important phase in learning about computers. Using 
computers is a skill, and to learn a skill one has to do it — to practice. Secondly, self-
confidence plays a major role in learning to use computers and the Internet. If 
learners think they can learn something to do with computers, they are probably right, 
for confident learners try new approaches, stays patient and, most times, succeed. 
Instructors should also be available as coaches in the application phase to help 
learners solve problems.  
 
In the feedback phase, students  learn whether they have succeeded in using the 
software they are learning. Simple exercises are included in the training materials to 
help ensure that students successfully perform the application phase. When the 
computer successfully performs the task the learner is trying to complete, then the 
learner receives direct feedback that  he/she succeeded. When instructors are giving 
feedback they should make their feedback comments specific, immediate and 
constructive. 
 
The three steps explained above, presentation, application and feedback, help to 
engage learners, create interactive learning and eventually lead to effective learning. 

8. Context and connection 
Orienting training to the needs and expectations of students enhances effective 
training. An excellent way to do this is to concentrate on context and connection.  
 
When training information is presented in context, it is immediately clear to learners 
what the material is and why they should learn it. For example, asking students to 
identify what communication systems they now use and explaining to them how they 
can use email to supplement or replace their current communications methods makes 
the training relevant to their needs. Whenever possible, context should be established 
when a new concept or topic  is introduced. 
 
Connection is similar to context. When connection is built into training, students see 
how they will use the material. It is helpful to use connection at the end of a segment 
of training to ensure that students connect the material they are learning to their 
reality. An example of connection would be to engage students in a discussion about 
how they are going to use the information they are learning — after the training.  

9. Why interactive learning works  
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The preceding sections about questions, presentation, application, feedback, context 
and connection are essential elements of the interactive approach to learning. You 
might wonder why interactive training works. 
 
A few facts about human nature, supported by common sense and research explain 
why interactive learning such as we have described above — is effective. First of all 
the human brain functions five or six times faster than instructors speak. If an 
instructor limits messages to facts, students’ minds working faster than the instructor 
is speaking, will start to draw their own conclusions, and perhaps ‘daydream’ about 
subjects not related to what the instructor is teaching. When instructors take into 
account the fact that students are processing information faster than instructors speak, 
and provide their listeners with a broader context in which to consider the topic, their 
listeners will stay focused on the topic being addressed. The ‘what’ and ‘why’ 
questions cited above help to create this larger framework and keep learners focused. 
 
Another truism about humans is that we are social animals. As social beings, we 
perform best when other humans nurture us — when others acknowledge us and 
provide positive feedback. Interactive instruction creates the perfect environment for 
nurturing. 
Another commonly quoted ‘fact’ is that humans convey more messages by their non-
verbal behaviour (what they do) than by their verbal behaviour (what they say). Some 
authors suggest that up to 93% of communication is at the non-verbal level. 
Interactive instruction with its emphasis on eye contact, listening and dealing with 
individuals — generates positive non-verbal communication that engages and 
encourages learners. 
Interactive learning also works because the human brain remembers what it 
processes, or uses. Asking questions, discussing and applying information in other 
ways forces people to use information and thus to retain it. 

10. Customisation 
You can enhance the quality of the sessions you teach by modifying the materials to 
reflect local situations, technology and generally the experiences that students have 
had with the Internet or will have. In ITrain materials, we call this process — 
customisation. 
 
Customization is an important principle of the ITrain materials. The word processed 
version of this document available on the ITrain Web site 
(http://unganisha.idrc.ca./itrain/) for use by anyone to customize training content. We 
have also indicated areas in the manuals that are particularly appropriate for 
customisation. You might add local examples where we discuss customisation — or 
elsewhere. You decide. Adding local situations and concerns will enhance the quality  
of your training and help students learn to function effectively in their local 
environment. Copyright restrictions that apply to customisation are explained at the 
beginning of each manual. 
 
If your Internet platform and software are not the same as those used in the ITrain  
materials, we can also offer help. An MS-Word template is available that you can use 
to produce training materials for any software and about any platform you wish. You 
can download this template from the ITrain Web site. ITrain would be grateful for 
feedback about the template. We would also ask you to make materials you develop 
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available to others. Send them to us and  we will place them on the ITrain Web site 
for broad distribution. Naturally, full credit is retained by organisations and 
individuals who make their Internet training materials available in this way.  

11. Using this manual to deliver an ITrain course 
Instructors have individual preferences when it comes to conducting training. Some 
like to use overhead transparencies. Others prefer flip charts or a white board or a 
blackboard. Other instructors prefer to hook up an LCD panel or projector to a 
computer. Also, of course, instructors are limited by what equipment is available to 
them. This course does not impose particular technologies or media. You can add to 
the manual by using other technologies or media. However, you do not need to add 
anything.  They are designed so that you can hold them in your hands while you 
teach. Students will also have their manual. Topics have the same page numbers in 
both manuals. The main difference between the instructor and student materials is 
that the instructor manual contains answer material with the questions. 
 

12. Resource People 
In the process of field testing the materials, we realised there are at least three distinct 
roles associated with conducting an ITrain course: instructor, technical expert and 
coach. The instructor is the facilitator, normally at the front of the room, presenting 
the course material. The technical expert is a behind-the-scenes role, ensuring, when 
there is a live Internet connection, that accounts are set up and that everything runs 
smoothly. The coach, or coaches, help students complete individual exercises, 
providing one-on-one assistance. 
 
Depending on the circumstances, and one’s level of expertise, one individual might 
be able to perform both instructor and technical support  roles. In some circumstances 
that instructor might be forced to perform all the coaching duties. In many, or perhaps 
most circumstance, it would be advantageous to have additional coaches available. 
The optimum number of coaches would be one for every four students, where 
possible. 

a) Instructors and coaches 
Students are going to learn about the Internet by using their manual and their 
computers. As an instructor you will start that process through questions and answers 
at the beginning of each course. As a coach, you will also be available throughout the 
course to assist  learners. You also bring people together at the end to help them 
review their learning, fill in any gaps in their knowledge, and apply their learning to a 
practical work-related situation. 
 
In order to be successful in the steps described above, a good Internet instructor will 
posses a combination of sound technical competence and excellent communication 
and human relation skills.  
 
Obtaining resource persons who possess all these skills may prove difficult. A person 
with excellent communication skills may not have a strong technical background and 
vice versa. In such cases, an approach of pairing instructors who have complementary 
skills can prove effective. For example, those instructors who have good 
communication skills but are weak on the technical skills could be encouraged to act 
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as coaches in training sessions, while at the same time developing their technical 
knowledge and skills. Likewise, trainers who possess strong technical knowledge but 
lack some of the other qualities of a good trainer could be paired up with those who 
possess complementary skills so that they benefit and learn from each other. This 
approach will promote the development of training skills in individuals who are up 
and coming and under-represented in technical fields, thereby expanding the resource 
pool of instructors. Moreover, if instructors are drawn from groups that are under-
represented in technical fields, such as women, will serve as role models for other 
members of their group. 
 
Coaches need similar skills to instructors. They need to be skilled communicators. 
They need technical expertise. They need to understand the learning process. 
Although it might be necessary to demonstrate software functionality by using their 
keyboard, it is preferable that the learner uses the keyboard while the coach explains. 
This  approach fosters learners’ confidence and competence. Watching someone else 
use software -- in the case of an instructor or coach -- is generally not an effective 
way to learn to use software, especial for beginners.  

b) Preparing to teach with a co-instructor 
If you determine who the trainers and coaches are before preparation begins, you can 
do your preparation together. This presents several advantages. First of all, you can 
compare your understanding of the ITrain materials. Also you can practice the 
delivery of sessions and receive feedback from each other on how you are doing.  In 
addition, joint preparation is important for creating common understanding of needs 
and goals and of concepts and issues such as gender and culture. It is also an 
opportunity to clearly define tasks and responsibilities. 

13. Reducing paper consumption 
Each student who follows the complete ITrain Programme uses manuals from the 
introductory course, email software, a browser as well as a handbook about using 
computers. The total number of pages used by each student following the entire 
programme will exceed 150 pages. Printing pages back-to-back will help reduce the 
paper burden. The manuals are set up so you can print them back-to-back. 
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C. Preparing to conduct an ITrain course 

The following items, which also appear in the checklists at the beginning of each 
manual, will help you prepare for your training session  

1. Learn about students 
Learning about students’ background, experiences, status,  expectations and needs is 
crucial in your preparation of a training session. This will help you to tailor your 
training to the needs and expectations of students and will thus enhance the 
effectiveness of your training. A thorough training needs analysis obtains such 
information as the following:   

• How will students use the information you are teaching them? 
• What is their level of experience in the use of computers? 
• What is their experience with similar training? 
• What is their experience in the use of the Internet. 
• What are their expectations of the training? 
• How many people will participate in the training? 
• Is it a homogeneous group? 
• What is the relationship between the students? 
• What is the age of the students? 
• Is it a mixed gender group and if so, what is the ratio of men - women? 
• If it is a mixed gender group, how do men and women work together? 
• Is it better to organise separate training courses for the men and the women 

students? 
• What is the position of men and women in the organisation(s) or communities 

concerned and is this the same for men and women? 
• What are students’ first languages and what other languages do they speak 

and/or read? 
• What are students’ levels of education? 

 
If you are not able to conduct a formal training needs analysis before a training 
session begins, you can nevertheless take several other actions to learn more about 
course students. First of all, if you are well-prepared before the course, and relaxed as 
students arrive, you will be able to meet and greet students as they enter the training 
room. You can use these encounters to ask questions about their experience with 
computers and the Internet.  Greeting students as they arrive for a training session is 
very informative. If the main instructor cannot do this, it should be assigned to 
another coach or other person involved with the training session. 
 
An introductory exercise also serves as a mechanism to obtain important information 
about students. The ITrain materials include introductory exercises that help to 
generate important training needs analysis information such as how students plan to 
use the Internet and what they hope to learn the course. 
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Example I: training needs analysis 

At an international NGO conference, Internet services were available to all students. The 
computers provided different kinds of software packages and a support team. The opening 
screen of each computer gave the students a choice between access to email, the World Wide 
Web, conferencing, databases, etc. What the developers of the system had not foreseen was 
that there were still parts in the world where mouse-based computer programmes were not 
widely used. To the surprise of some of the session organisers, a group of students had no 
previous experience in working with a mouse. It was too late to change the system but the 
organisers discussed the issue and were from then on more alert in recognising the problem. 
This represents one more confirmation of the need to gather information about students such as 
the questions listed above, before a training course starts. 

Example II training needs analysis 

At an ITrain course, an instructor used the introductory exercise in the ITrain manual to identify 
experience that students had with using the Internet. When students answered the questions in 
the exercise, a coach, who was helping the instructor, noted on a flip chart, what students’ said 
they hoped to learn in the course. At the end of the course, the coach returned to the list and 
asked students if they had learned what they set out to do. This information is helpful to evaluate 
the success of the course. 

2. Identify the training context 
It is very helpful to know the context of a training course. Knowing the context of an 
intervention helps instructors to present their courses in a way that students quickly 
see how the information being presented relates to their experience, work and 
concerns. Instructors should ask questions of training organisers to gain answers to 
questions such as those listed below. Having answers to these questions will help you 
in formulating statements and questions that you use during the delivery of the 
training session to establish interaction and thereby foster learning. 
 
The following questions may help to identify the context of an ITrain course: 

• Is the training part of a larger programme? 
• Is the training an initiative which was proposed by the students or by another 

organisation? 
• Who are the leaders or organisers of the project or programme? 
• What type of organisations are involved in the project or programme? 
• Who has defined the goals of the training project? 

 
Example: context 

A funding organisation decided to present an email training course for its partner organisations. 
At a preparatory information meeting it became clear that students were highly motivated. 
However, several expressed their concerns about the level of support they could expect in the 
office after the training. They felt that the funding organisation had not been successful in 
explaining the need for the email training to the directors of the students’ organisations. All 
students received a modem and the first training session took place in their offices, at the 
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computer in which the modem was installed. Weeks later, at a collective training session, it 
became clear that several students had ‘lost’ access to the computer with the modem and they 
were not able to practice their new skills. Knowing this situation, the instructor encouraged 
students to state their concerns. The instructor listened carefully to students’ concerns, thereby 
helping students identify the problem and some possible solutions. Later, the instructor 
approached senior management and explained course student concerns. Although there was not 
an immediate resolution of the situation, the instructor’s open approach to the problem helped to 
engender trust among students and thereby make the course more positive. Likewise the 
instructor was able to build the course around student concerns and offer suggestions to address 
that issue.  

3. Assess the information sharing culture 
The ITrain programme will introduce new tools for communication and information 
sharing. They need to be integrated in the existing communication and information 
sharing culture of the community or organisation of course students. Make sure your 
training programme reflects people’s needs, motivations, and expectations, the 
existing ways and means of communication and information sharing, as well as the 
current communication structure. 
 
Here are some questions that will help you assess training needs in an organisation: 

• What are the communication and information sharing issues in the 
organisations? 

• What is the purpose of the training project and which goals need to be 
achieved? 

• Which applications of computers and the Internet will address the needs and 
goals of the trainees? 

• How is the communication process structured: do certain people facilitate 
communication or control access to means of communication; are there joint 
communication activities? 

• Who participates in the communication process: is everyone involved; are 
men and women equally involved; are people elected or appointed to be 
involved? 

• How effectively do people share information and experiences; are there 
special sub-groups that communicate among themselves? 

• What are current communication needs and priorities of the i) women, ii) 
men, and iii) organisations participating in the training? 

• Can men and women work and learn together in the proposed training course? 
• What method will help men and women work together? 
• How can students continue to network after the training course?

-       - 13



ITrain - Instructor notes  

 
Example: assessing the milieu  

An international documentation centre organised an Internet training course for all its workers. 
The trainer was not able to meet the students before the training started. She used the first hour 
of the training to give a general introduction to computer-based communication and information-
sharing and asked the students how they perceived the benefits of the Internet for their work. 
These answers were used to inspire, and give direction to, the rest of the day’s training 
programme which concentrated on the use of email and the World Wide Web.  

4. Inform yourself about ITrain 
You will have most success as an ITrain instructor if you are well-informed about the 
programme. Reading these notes, and using the materials are the best ways to learn 
about ITrain.  If you have read this far in the notes, you are obviously serious about 
reaping all the benefits that ITrain has to offer. Read on. You will find that the rest of 
the notes contain very practical tips. 

a) Obtain files of training materials 
You can download the files of ITrain materials, in Word and Adobe Acrobat at 
http://unganisha.idrc.ca/itrain. 

b) Select instructors, coaches and other people to help 
It is good to know up-front who will be instructing and who will be coaching, and if 
necessary, who will provide technical support, for an ITrain course. 

c) Read course materials 
You will need to have a good idea of what is in the course notes so you can develop 
critical supplementary exercises that increase interaction and as a result foster 
learning.  

d) Learn the methodology 
If the methodology is new to you, it will take you a while to learn it. If the 
methodology represents new skills for you, you will need to practice using them 
before being able to master them. 

5. Address your students’ learning styles   
Several of the questions asked in the preparation section about students, the context 
of the training and the organisation in which you are making your intervention will 
help you to identify individuals’ learning styles. With this information, and other data 
you collect while delivering the training, you will be able to address learning styles. 
The following example provides insight into how learning styles were addressed in 
an ITrain course. 
 
Example: learning styles: 

An instructor noted that several students in an ITrain course described their experience with 
computers in visual terms. For example, they talked about what they saw when using a 
computer. They used visual metaphors: saying, “Do you see what I mean?” Later when 
explaining concepts to participants, the instructor also used visual metaphors and emphasised 
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what people see when using a computer. In this way, the instructor communicated with students 
using their learning style. 

6. Produce and select effective learning tools 
Learning tools are effective when their format, language, design, examples, and 
graphics address the needs, interests, and understanding of the students. For that 
reason, the ITrain materials are provided in a format that can easily be adapted to 
your needs and those of your trainees. If you decide to translate some materials, 
remember that you not only need to adapt or translate the words, you may also need 
to ‘translate’ the organisation of the information, the graphics, and the examples. For 
consistency and the creation of a common language of understanding, take the 
following into consideration when preparing materials: 
 
One tool that helps to understand the Internet is a glossary of terminology, a list with 
explanations of all acronyms and technical terms. One is included in the ITrain 
materials but you may of course modify it as you wish, to suit individual training 
situations. 
 
Here are some tips on producing and selecting learning tools: 

• Use clear, unambiguous language. 
• Organise the information logically and be consistent in the design, style, 

fonts, and graphics. 
• Use graphics and examples that provide positive and inspiring role models. 
• Use graphics and examples that represent the trainees’ interests and 

motivations. 

7. Develop ‘what’ and ‘why’ questions 
We explained what and why questions above in the planning section. They need to be 
developed in advance for each training session. Here is your opportunity to do that. 
Remember that what questions will help to establish the meaning of concepts. Why 
questions will help to focus learners on the subject because they will understand why 
they should learn about the Internet. Both types of questions engage learners. 

8. Plan ways to demystify technology 
Your training will be more effective if you are able to use language, examples, 
applications, and definitions that stress how the technology can be used in order to 
develop communication strategies on the Internet, to reach new audiences, and to 
facilitate and strengthen the access to and sharing of information. One of your roles is 
to connect the technology with people’s daily life and work experience and give them 
the training to mold and adapt the technology for their own purposes and to achieve 
their goals. However, demystifying technology does not mean that new technology 
can be learned without effort. It requires clear explanations, visible demonstrations 
and successful practice to learn new technology and software. 
 
Example: demystifying technology 
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An Internet instructor organised a small display with some hardware - computer, internal and 
external modem, cables, some software in different formats - floppy, CD, some books, manuals, 
and handouts. At break time and after the training, the instructor positioned himself near the 
materials. Students approached him. Trainees felt more comfortable around the display table 
and they asked thoughtful questions related to materials on display. 

9.  Design a flexible schedule for the training programme 
As we have said several times, you should feel at ease to revise, or customise the 
ITrain materials. When you do, you should provide a good mix between explanation, 
hands-on learning, and hands-on exploring. Do not place all  the hands-on part at the 
end of the day’s programme.  
 
It is useful to have a precise plan, but in most situations it is impossible to predict 
with certainty how long it will take to teach individual segments. This is due to 
unknown factors such as the number of questions that learners will ask, their rate of 
progress and other variables. It is important therefore to have a flexible schedule. A 
flexible time schedule is especially needed in the following situations: 
 

• The training will be given in a language other than the native language of the 
trainees. 

• You are not informed about the trainees’ level of experience in computer use. 
• The trainees have not met each other before the course. 
• The trainees form a heterogeneous group. 
• The trainees have diverse levels of experience in computer use. 
• You were not able to check out the venue where the training takes place. 
• The training involves technical installations. 
• The availability of electricity or network access can not be guaranteed. 

10. Choose an appropriate training venue 
Opinions are mixed when it comes to the question of what makes an appropriate 
training venue. End-of-course evaluations have shown that some trainees value being 
trained at their own computers, using the hardware and software that is available and 
known to them. Other trainees prefer to get away from the daily work routine and go 
to a training venue at a distance from their normal work location.  
 
Whatever the location, it should be stimulating, a venue which provides extra 
meaning to the training itself. Here are some examples of stimulating environments. 
NGOs will be inspired when they receive training in the heart of NGO networking, a 
NGO computer network; a community will be best served when the training takes 
place in a publicly accessible space such as a community centre; women researchers 
may be highly motivated when they are trained in the computer centre of a women’s 
information and documentation centre. A conference centre in the capital city may be 
an intimidating place for trainees who almost never travel to the city, and a large 

-       - 16



ITrain - Instructor notes  

office complex, on the outskirts of town, may be an unsafe area to travel to in the 
evening. 
 
Here are some factors to consider when selecting a training venue: 

• Access (location, transportation)  
• Comfort (ventilation, lighting) 
• Facilities (computers, software, similar to what will be used after the training, 

Internet hook-ups, food) 
• Distractions (noise, colleagues) 
• Gender and culture (equally appropriate area for men and women and 

different cultures) 
 
Example: venue 

A training course was organised for students in Asia. Some students were from the local city, 
others were from throughout Asia. The course was intensive and the daily programmes never 
finished on time. After two days, one of the students, who lived in the city where the training was 
held, criticised the organisers of the training course. She expressed the frustrations of the other 
local students. At the end of each day, local students had to find transportation to their office and 
to home where they still had to address several work-related issues as well as responsibilities for 
the care of others at home. As a result they had to leave the training earlier and arrive later in the 
morning. The out-of-town students had an easier schedule. At the end of a day of training they 
would go to their hotel for their meals and sleep. Fortunately, the course organisers were able to 
arrange transportation for local students and revise the schedule to accommodate them. 

11. Practice making demonstrations 
We use the term demonstration or demo to mean a segment in a training course in 
which an instructor shows students how software functions. Effective demonstrations 
of software functionality add depth to training session. Students cannot be expected 
to learn how to use software from watching a demonstration. They do not learn to use 
the software until they have used the software successfully. Good demonstrations 
enlighten students. Ineffective demonstrations confuse and frustrate students.  
 
Effective demonstrations are thoroughly planned. Early in preparing yourself to 
conduct an ITrain course, you should test the demonstrations you plan to make, 
preferably in the room where you will conduct the training. 
 
Here are a few suggestions for making effective demonstrations: 

• Prepare all your materials in advance. 
• Test all your materials in advance. 
• Have somebody view your demonstrations from the back of the room and 

give you feedback on whether your demonstration is visible and easy to 
understand. 

• When you make your demonstration do it slowly.  
• If the demonstration is complex, break it down into smaller elements. 
• When demonstrating, ensure that students are giving you their undivided 

attention. 
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• Walk learners through the steps when it is their turn. 
• Make certain that learners fully understand how to perform what you are 

teaching them before they do it themselves. You can check that they 
understand by asking them to explain what they understand of the steps before 
they undertake them. Or you can demonstrate the process more than one time.  

 
Example: demonstrations 

The first time giving an ITrain course an instructor did not test out the demonstration equipment 
— a large television screen. In their evaluations, some students indicated they could not see the 
monitor from their seats. The next time giving the same course in the same room, the instructor 
had students gather around the monitor for the demonstration. 

12. Arrange supplies and materials 
Photocopies, masking tape, flipchart paper, white board markers — these are the 
types of supplies that you need to think about in advance of an ITrain course. 
 
It will help instructors and students learn each others’ names if you use folded index 
cards or some sort of label that people wear — to learn each others’ name. 
 
Example: materials 

The first time an instructor gave an ITrain session, photocopies were made at the last minute, 
causing stress and some errors in copying. The next time the copies were made three days in 
advance, and the distribution of materials went much more smoothly. 

13. Announce the training 
The way you announce ITrain sessions has both a practical and a symbolic 
importance. Practical because precise announcements will help the course flow 
better.  Symbolic because you are showing students that the course is well-organised 
and serious. Here are a few tips that you can use as a point of departure in 
announcing your training session: 

• Give precise details about the training’s time schedule so that trainees can 
arrange for help with their responsibilities at work and at home. 

• Give precise details about the training venue and - if needed - provide a map 
with the fastest and safest way to enter the building. 

• Suggest or organise transportation when the training takes place in the 
evening hours or when the training venue is not easily accessible by public 
transportation. 
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D. Conducting ITrain courses 

The preceding tips dealt with planning and preparing your ITrain session. With those 
two steps completed, you are now ready to conduct an ITrain course. Below are some 
helpful suggestions to help you deliver your course effectively. 

1. Get to know your students: before and during the course 
Course students generally enjoy personal contact with their instructors. One way to 
show some personal interest in students, and to start the day on a friendly note, is to 
greet them as they arrive for the session. If you have trouble learning names, you 
should repeat their name as you talk to them. That will help you remember their 
names. 
The informality of the breaks - over lunch or refreshments - provide a good 
opportunity to get to know your trainees better. Establish meaningful rapport with a 
large number of students. Do not let a few students monopolize your time and 
attention. 

2. Use principles of adult education 
Remember, students in your course have plenty of experience. They are looking for 
practical things from your course. They want to be able to use the software in their 
working milieu. Many of them enjoy talking about their experience. To help them 
learn link what they know now to what you are about to teach them. So call upon 
their experience. Ask them questions about how they now communicate and help 
them project into the future by talking about how they will communicate using the 
Internet. 

3. Ask questions effectively 
It sounds easy: ask questions. Once again, there are techniques that separate effective 
questioning techniques from ineffective techniques. Here are a few tips on asking 
questions in a way that engages the entire group and helps people to understand and 
remember: to learn: 

• Plan your questions in advance by writing them out. 
• Develop answers for your questions. In fact, you should start with the answers 

and develop a good question that generates the answer you are looking for. 
• Ask a mixture of open and closed questions. Open questions, such as “tell me 

about your experience with computers”, tend to open up the discussion. 
Closed questions, such as “how many of you have a personal email account”, 
tend to limit discussion. You will need both. Open questions get discussion 
going. Closed questions obtain pertinent information about specific topics. 

• In general, avoid direct questions, such as “Andrew, tell me the difference 
between email and mailing lists” since direct questions, with the name of the 
intended respondent stated first, tend to engage one student only, and leave 
other people out of the discussion.   

• Direct questions do have a specific purpose: to assess whether an individual 
can correctly answer the question you pose. You might decide to use direct 
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questions for that purpose, but asking too many direct questions, about 
difficult subjects, can be threatening. Direct questions can evoke memories of 
being a student and having to learn by rote: not the open, practical-oriented 
experience we wish to create in an adult education context.   

• Rather than direct questions, ask overhead questions, followed by a pause, 
then a student’s name. An example of this would be “Can someone tell me the 
difference between the Internet and the WWW? — followed by a pause, at 
which time the instructor looks at a large number or all students, then — 
Andrew — could you pleases help us. 

4. Handle questions effectively 
This topic refers to questions that students pose to you while you are delivering your 
session. We say handle questions, rather than answer them because, it is often a good 
technique to not answer a question, but rather to reflect it back to the person who 
posed it or relay it to another student or place it in a “parking lot” to be answered 
later. Here are a few tips about handling questions: 

• Reflect questions back to students to empower them. Often students ask 
questions when they have an idea of an answer. Properly done, in a nurturing 
way, reflecting a question back to the person who posed it can help build that 
person’s self-confidence and self-esteem. 

• Relay questions to other students in order to see if other people are having 
problems with the same concept. If it is something you have taught and you 
find that other students do not know the answer, you might have to re-teach 
the subject. 

• Place questions in a parking lot for answering later when you are going to 
teach the subject later or when you do not know the answer and you need to 
consult your materials to develop an answer. If you do answer a question 
about a topic to be covered later, chances are that students are not ready to 
handle the information you are going to give. Perhaps the person who posed 
the question will absorb your answer but you might confuse other students. 

• Answer questions when the foregoing techniques are not effective. When 
would that be? Maybe when you feel a need to establish that you know your 
subject well. Or for any other reason that you identity, for example, to save 
time. Keep in mind however, that people learn when they process information. 
And there is more processing going on when they, not you, are developing 
answers to student’s questions. 

5. Link your material to what students know 
As you deliver your training, one of the most helpful actions you can take is to help 
people see the relevance of your topic: to see the context of the topic. To make 
connections between the subject and their lives. This topic and other elements of 
interactive learning are examined above. We examine this in more detail below under 
benefits. 
 

6. Show the benefits of what you are teaching 
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One of the best ways to engage adult learners is to help them to see the benefits of 
learning the material you are about to teach. And the best person to identify what 
these benefits are — are the students.  All you need to do is ask a simple question like 
“Why would you want to learn this subject?” 

7. Be prepared for last minute surprises 
Your careful preparation will most often lead to a successful training event. However, 
be prepared for last minute surprises and changes. These surprises do not always need 
to be a negative experience. Students may have perceptions of the training event 
different from yours. For example, an event such as a training workshop may become 
a focal point for a small celebration. There may be an unexpected welcome ceremony 
or a longer break for activities such as lunch, refreshments or shopping. With a 
flexible time schedule you will be able to enjoy the surprise events. Also, students 
may not share your perception of time or they might not be able to arrive at the time 
you plan. As a result, it may be impossible to start the course on time due to the late 
arrival of students or the unexpected length of time it takes for everyone to welcome 
and introduce each other.  
 
Example: planning introductions 

A trainer had a tight schedule for a two days training workshop. She had not met all students 
before the session, so she had scheduled some time for a short welcome and introductions. She 
introduced herself and asked students to introduce themselves briefly, keeping in mind that there 
was a very tight schedule for the day. However, most of the students had not met each other 
before or had not seen each other for some time. The trainees did not only wanted to know much 
more about the consultant, they also took their time to introduce themselves and their 
organisation, their responsibilities, their Internet experiences. This information was very relevant 
for the training. It was also clear that the extra information about the trainer helped to create a 
positive and stimulating learning process during the training. However, the schedule for that day 
had to be modified. The next time the same instructor found herself in a similar situation, she 
planned more time for introductions. 

8. Use appropriate language 
Our  choice of words can deliver the right or wrong message to our listeners. Two 
typical problematic areas are the use of pronouns and humour. For example, if ITrain 
instructors are always referred to as ‘he’, or ‘she’ the assumption is that all ITrain 
instructors are men or women. Likewise, you need to be vigilant when using humour 
when you conduct ITrain courses. Be very careful with humour when you are 
working in a intercultural or mixed gender setting. What you perceive as amusing, 
might seem totally inappropriate to others. So-called men’s jokes, however, 
‘innocent’ they may seem, may be insulting to women trainees. Refrain from using 
stereotypes which refer to people’s age, sexual preferences, or (dis)abilities, or other 
characteristics. A training session is perceived in many cultures as a more formal 
situation in which humour is not appropriate.  

9. Use appropriate non-verbal behaviour 
Non-verbal behaviour, the way we communicate with our bodies is an important 
element of an ITrain course. Smiling at students as they give answers encourages 
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them. Giving them positive non-verbal signals when they answer a question 
encourages students to participate. Motioning with your hands in gentle, flowing 
movements as you speak adds emphasis while you speak.  
 
Proximity, referring to the physical distance between you and students is a sensitive 
area of non-verbal behaviour. During hands-on training you will sometimes need to 
be close to the trainees in order to explain a certain topic. Make sure you know the 
rules and expectations when it comes to body proximity and body contact. What in 
one situation might be explained as acceptable may be perceived as totally 
inappropriate in another. 

10. Be aware of culture or gender signals you send 
Your gender, ethnic background, age, or how you are dressed convey a message to 
students. As a result of images that you convey, trainees may be confident that you 
know how to translate their needs into a training session. It is equally true that the 
image you convey might lead trainees to doubt if you understand their training needs; 
or they might be careful and first check your credentials, background, and your 
understanding of all matters involved in the training. 
 
In the computer and Internet fields which are still perceived as a man’s domain in 
some milieus, a white male instructor may confirm the stereotype that you need to be 
a man to understand computers. On the other hand, women instructors may provide 
the best role model for women trainees. 

11. Check your assumptions 
Just as students make assumptions about instructors — as described above, 
instructors tend to make assumptions about students. As we conduct training sessions 
we need to be constantly checking our assumptions. For they can mislead us. For 
example, we tend to create stereotypes of cultures that are different from ours. We 
might even consider other cultures of lesser value. At the same time we assume 
similarities which do not exist. Check if your own assumptions, evaluations, and 
expectations are realistic, fair, and sensitive to culture and gender. For example, when 
you are conducting an ITrain course, you might find that male trainees ask more of 
your attention then the women trainees. You need to be conscious of this. Treat men 
and women as equals. Give their opinions similar value. Pay equal attention to every 
student in an ITrain course, irrespective of gender, status and culture. 
 
Do not assume that cultural and gender differences will also lead to different interests 
in the Internet. It is easy to make assumptions about very noticeable cultural features 
such as the way the students speak or dress. However, that men wear traditional 
clothes does not mean they are backwards; that men are wearing suits does not mean 
that they are well-educated; that women wear clothes inspired by their religious 
beliefs does not mean they are forced to wear them, or that they are not keenly 
interested in learning about technology such as the Internet because they are dressed 
in traditional clothes. 

12. Address negative experiences and remarks 
Trainees may have negative experiences in the use of computers, software 
programmes, computer networks, and the Internet, or they may have heard about 
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them  from colleagues or friends. As an ITrain instructor, you should encourage 
students to talk about these experiences. Do not minimise or ignore these remarks. 
What may be a simple problem to you, may be a real obstacle for someone with less 
experience or with a different perception of the problem. 
 
Experiences in online harassment, based on people’s - real or perceived - gender, 
colour, race, etc., should be addressed immediately. These types of problems often 
have a strong emotional impact and just the mentioning of them can make it 
impossible for trainees to view the Internet and your course in a positive light. In the 
face of negative experiences and remarks, you should confirm that these things 
happen online as well as in real life, and that they are as painful online as in real life. 
Give general advice in how to deal with these kinds of problems. Use a break in the 
training session to offer more, personalized help to individual trainees about this 
sensitive area. 

13. Use reviews and repetition 
Reviewing and repeating information help people learn. Reviewing and repeating 
information are especially important when you are working in a language which is 
not your first language or not the first language of your students. Reviewing and 
repeating engender understanding. They also help people retain information. So 
while you are conducting your training session, use frequent reviews, and repeat 
information. Here are hints on ways you can review and repeat information 
creatively: 

• Use similarities: ask the trainees to add their own, concrete, examples to the 
illustrations which you or someone else provides. 

• Use opposites: ask the trainees for examples in which an explanation is not 
applicable. 

• Use summaries: ask a student to summarise a topic before you move on to a 
new one. 

• Use summaries at the end or beginning of the day: ask students to tell the 
group an important item they learned during a day of the course. 

 
Example: reviewing and repeating 

An ITrain instructor wanted to be certain that students understood the key concepts of email. To 
do this he asked students to identify the similarities between email and the post office. He also 
asked them to identify the similarities and differences between email and the regular services of 
the post office. This use of similarities and opposites helped students understand and retain 
information about the meaning and uses of email. 

14. Make sure that all trainees have equal access to computers 
As an ITrain instructor you perform many roles. One of your roles is to ensure that 
students, who are sharing computers, spend equal time using the computer during the 
periods of hands-on practice. In a mixed gender group, you may find that the men in 
the group spend the majority of the time using the computer, while the women 
observe. Even when men offer women the chance to use the computer themselves, 
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the women may not accept this offer. In this situation you may need to organise 
separate hands-on training session for women and men. 

15. Deal positively with technical problems 
When the trainees are working or exploring on the computer, some technical 
problems may occur. An error message may appear, a computer feature may stop 
functioning, an URL may not exist, etc. Lack of experience and certain perceptions of 
technology may generate negative reactions when computers do not perform as 
expected. Trainees may feel they or a computer-partner did something ‘wrong’, or 
that they ‘broke’ something, or that they never seem to get it ‘right’. These 
sentiments may be particularly prevalent among inexperienced students such as men 
and women who are new to computers. There different ways to deal with this 
situation, for example:  

a)  Explain that is normal to experience problems with computers 
Software has become very complex. In the time available for developing software it 
is not possible to test all functions with all hardware and software. The result is that 
you will encounter ‘bugs’ or problems when you use software. 
 

b) Explain precautions to take in case there are problems 
Teach people to make frequent backups and the importance of noting down error 
messages. Show how easy it is to have something go ‘wrong’ Press the computer’s 
ON/OFF button while in the middle of a programme in order to show that trainees 
can not ‘break’ anything. (But mention they can loose some data when they repeat 
this while writing a message or a document.) 

c) Ask if other trainees have experienced the same problem  
This way students may come to realise that it is normal to experience computer 
problems. 

16. Conclude sections on a high point 
Many things happen during a training session, forcing an instructor to think quickly 
and creatively. As a result, by the time you reach the end of sections or the course, 
your energy level may be low. In such a situation you need to pick yourself up and 
find new energy. A good review with plenty of participation from students can 
energize the room. A review energizes an instructor because you realise that students 
are learning. They are enthusiastic. You are helping them learn about a topic that will 
positively change their lives.  
 
Whatever technique you use, it is worthwhile to end your session on a positive, yet 
realistic note, about the Internet and computers.
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E. Evaluating ITrain courses and follow up after the 
training 

1. The importance of evaluation 
This ITrain programme has been developed after an extensive training needs analysis. 
The IDRC and its partners have dedicated substantial time and effort to produce the 
present manual and the other elements of the training programme. Given the 
resources that have been dedicated to the project and the importance of learning to 
use the Internet, it is extremely important that we receive your feedback based on 
your use of the training materials. To facilitate this, we have included two short 
questionnaires in the materials. The instructor questionnaires come at the end of the 
instructor notes for each course. The student questionnaire comes at the end of the 
student notes. Questions treat many aspects of each course, even the notes you are 
reading now. We ask you to set aside some time at the end of each course you 
conduct to give us feedback on a number of important areas.  

2. Types of evaluation 
There are several types of evaluation. We encourage you to look at evaluation 
seriously and try different techniques. Here are a few approaches to evaluation: 
 

• Level I: reaction of students to a session. Answers whether they liked the 
session and asks them to indicate whether they feel they learned.  

• Level II: assessment of learning. Includes knowledge testing or skill testing to 
determine whether students can perform the skill they were taught. 

• Level III: determination whether the knowledge learned in training was used 
in the workplace after the training. 

• Level IV: determination whether the training made a difference on the 
workplace where the trainees are from. 

• Evaluation of whether the trainers were adequately prepared. 
• Evaluation of the quality of the training materials. 
• Evaluation of competencies: are the students able to perform pre-determined 

tasks? 

3. Incorporating gender and culture in your evaluation 
Project evaluation gives us feedback on the training: providing information on 
whether the training was relevant, efficient, effective; what is the impact of the 
training; and are the training results sustainable. The evaluation has to focus on the 
needs of the students which may differ according to gender or cultural background. 
But remember: a good evaluation of the gender and culture components in your 
training is only possible if they have been taken into account throughout all phases of 
the training project. Your questions should include the following topics: 
 

• Gender: details on the number of man and women 
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• Cultural background: ask student to give a couple of key words which, in 
his/her opinion, summarises and/or expresses his/her cultural background 

• Needs of the student: what are their needs and expectations and are they the 
same 

• Experience and language of student 
• Particular circumstances of the student which formed barriers to optimum 

participation and learning in the training course (time schedule; travel time; 
child care; work load; etc.) 

• Aspects of the training which formed barriers to optimum participation and 
learning in the training course 

• Aspects of the training which were especially beneficial for the optimum 
participation and learning in the training course 

• Appropriate use of examples, graphics, tools, software 
• Skills acquired via training 
• How the student will be able to implement and use these new skills 

4. Importance of on-going support 
The training intervention has finished but the long term learning starts from the 
moment the students start to use their newly gained knowledge and experiences 
independently in their own community or organisation. That transition period is not 
easy and the gains of the training can get easily lost when the trainees loose 
confidence. It is especially difficult for students who have to apply their new skills on 
their own in their organisation or at home, with no network of people who are able to 
support them. In these situations, training can continue to have a positive influence 
when you provide the trainees with ongoing support. Here are a few suggestions 
about providing ongoing support to trainees: 
 

• Establish a small electronic mailing list for all course students, including 
yourself. You can use the list as an online meeting point for the trainees to try 
out their new skills and to help each other when problems may arise. 

• Provide references to support people, help desks, and online spaces where 
they can meet more experienced students, living or working in a similar 
situations or interested in the same topics. 

• Provide references to manuals, books, and magazines. 
• Provide references to online resources.
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F. Appendix  - The OpenContent License 

 
Terms and Conditions for Copying, Distributing, and Modifying 
 
Items other than copying, distributing, and modifying the Content with which this 
license was distributed (such as using, etc.) are outside the scope of this license. 
 
1. You may copy and distribute exact replicas of the OpenContent (OC) as you 
receive it, in any medium, provided that you conspicuously and appropriately publish 
on each copy an appropriate copyright notice and disclaimer of warranty; keep intact 
all the notices that refer to this License and to the absence of any warranty; and give 
any other recipients of the OC a copy of this License along with the OC. You may at 
your option charge a fee for the media and/or handling involved in creating a unique 
copy of the OC for use offline, you may at your option offer instructional support for 
the OC in exchange for a fee, or you may at your option offer warranty in exchange 
for a fee. You may not charge a fee for the OC itself. You may not charge a fee for 
the sole service of providing access to and/or use of the OC via a network (e.g. the 
Internet), whether it be via the world wide web, FTP, or any other method. 
 
2. You may modify your copy or copies of the OpenContent or any portion of it, thus 
forming works based on the Content, and distribute such modifications or work under 
the terms of Section 1 above, provided that you also meet all of these conditions: 
 
a) You must cause the modified content to carry prominent notices stating that you 
changed it, the exact nature and content of the changes, and the date of any change. 
 
b) You must cause any work that you distribute or publish, that in whole or in part 
contains or is derived from the OC or any part thereof, to be licensed as a whole at no 
charge to all third parties under the terms of this License, unless otherwise permitted 
under applicable Fair Use law. 
 
These requirements apply to the modified work as a whole. If identifiable sections of 
that work are not derived from the OC, and can be reasonably considered 
independent and separate works in themselves, then this License, and its terms, do 
not apply to those sections when you distribute them as separate works. But when 
you distribute the same sections as part of a whole which is a work based on the OC, 
the distribution of the whole must be on the terms of this License, whose permissions 
for other licensees extend to the entire whole, and thus to each and every part 
regardless of who wrote it. Exceptions are made to this requirement to release 
modified works free of charge under this license only in compliance with Fair Use 
law where applicable. 
 
3. You are not required to accept this License, since you have not signed it. However, 
nothing else grants you permission to copy, distribute or modify the OC. These 
actions are prohibited by law if you do not accept this License. Therefore, by 
distributing or translating the OC, or by deriving works herefrom, you indicate your 
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acceptance of this License to do so, and all its terms and conditions for copying, 
distributing or translating the OC. 
 
NO WARRANTY 
 
4. BECAUSE THE OPENCONTENT (OC) IS LICENSED FREE OF CHARGE, 
THERE IS NO WARRANTY FOR THE OC, TO THE EXTENT PERMITTED BY 
APPLICABLE LAW. EXCEPT WHEN OTHERWISE STATED IN WRITING THE 
COPYRIGHT HOLDERS AND/OR OTHER PARTIES PROVIDE THE OC "AS 
IS" WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESSED OR 
IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES 
OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. 
THE ENTIRE RISK OF USE OF THE OC IS WITH YOU. SHOULD THE OC 
PROVE FAULTY, INACCURATE, OR OTHERWISE UNACCEPTABLE YOU 
ASSUME THE COST OF ALL NECESSARY REPAIR OR CORRECTION. 
 
5. IN NO EVENT UNLESS REQUIRED BY APPLICABLE LAW OR AGREED 
TO IN WRITING WILL ANY COPYRIGHT HOLDER, OR ANY OTHER PARTY 
WHO MAY MIRROR AND/OR REDISTRIBUTE THE OC AS PERMITTED 
ABOVE, BE LIABLE TO YOU FOR DAMAGES, INCLUDING ANY GENERAL, 
SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF 
THE USE OR INABILITY TO USE THE OC, EVEN IF SUCH HOLDER OR 
OTHER PARTY HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH 
DAMAGES. 
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