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Facilitator Guide



Course description: 
Include here a brief narrative description of the course.

Target audience:
Include here a description of the target audience for whom this course was designed.

Course aim:

Course objectives. By the end of the course, participants will be able to:
·  
·  
·  

Related competencies:
Include here an overview of the competencies addressed by the course, and at which level. Refer to the CPHA Competency Framework. 

Pre-requisites:
Include here details of any pre-learning or existing knowledge and skills participants are expected to have to participate fully in the course. 

Equipment, materials and preparation required:
Note here any specific equipment, resources or actions the facilitator needs to take ahead of the course, for example, sharing pre-course learning, setting up online collaboration spaces or tools. 

Agenda
Insert here a copy of the course agenda, including any activities which take place before or after the course, or between live sessions. 

Supporting information:
Include here any supporting information for the facilitator, such as:
· Any specific recommendations for adapting or contextualising the course;
· Recommended group sizes;
· Recommended reading to support facilitator preparation. 




[bookmark: _nyx5rai50nh7]Welcome and introductions

Session length: To introduce participants to the course, each other and the facilitation team. 

Session aim:

Session objectives. By the end of the session, participants will be able to:
·  
·  
·  

Key learning points:
·  
·  
·  

Preparation required:
Note here any specific actions the facilitator needs to take ahead of the session, for example, preparing flipcharts or Miro boards, arranging the training room in a particular way, allocating participants to groups for an upcoming exercise.


	Time
	Facilitator notes
	Producer notes (remote training only)
	Screen / resource

	Note here the duration of this section
	Detail here what the facilitator should say and do for each section of the session
	For remotely facilitated sessions, detail here what the technical producer should do, including links to additional platforms and resources
	Note here what visual, slide or resource is needed for this section

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Supporting information:
Include here any supporting information for the facilitator, such as additional details on specific models or theories used in the session.
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Session length:

Session aim:

Session objectives. By the end of the session, participants will be able to:
·  
·  
·  

Key learning points:
·  
·  
·  

Preparation required:
Note here any specific actions the facilitator needs to take ahead of the session, for example, preparing flipcharts or Miro boards, arranging the training room in a particular way, allocating participants to groups for an upcoming exercise.


	Time
	Facilitator notes
	Producer notes (remote training only)
	Screen / resource

	Note here the duration of this section
	Detail here what the facilitator should say and do for each section of the session
	For remotely facilitated sessions, detail here what the technical producer should do, including links to additional platforms and resources
	Note here what visual, slide or resource is needed for this section

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Supporting information:
Include here any supporting information for the facilitator, such as additional details on specific models or theories used in the session.
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Session length:

Session aim:

Session objectives. By the end of the session, participants will be able to:
·  
·  
·  

Key learning points:
·  
·  
·  

Preparation required:
Note here any specific actions the facilitator needs to take ahead of the session, for example, preparing flipcharts or Miro boards, arranging the training room in a particular way, allocating participants to groups for an upcoming exercise.


	Time
	Facilitator notes
	Producer notes (remote training only)
	Screen / resource

	Note here the duration of this section
	Detail here what the facilitator should say and do for each section of the session
	For remotely facilitated sessions, detail here what the technical producer should do, including links to additional platforms and resources
	Note here what visual, slide or resource is needed for this section

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Supporting information:
Include here any supporting information for the facilitator, such as additional details on specific models or theories used in the session.
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Session length:

Session aim: To collect participant feedback, recap key learning points and close the course.

Session objectives. By the end of the session, participants will be able to:
·  
·  
·  

Key learning points:
·  
·  
·  

Preparation required:
Note here any specific actions the facilitator needs to take ahead of the session, for example, preparing flipcharts or Miro boards, arranging the training room in a particular way, allocating participants to groups for an upcoming exercise.


	Time
	Facilitator notes
	Producer notes (remote training only)
	Screen / resource

	Note here the duration of this section
	Detail here what the facilitator should say and do for each section of the session
	For remotely facilitated sessions, detail here what the technical producer should do, including links to additional platforms and resources
	Note here what visual, slide or resource is needed for this section

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Supporting information:
Include here any supporting information for the facilitator, such as additional details on specific models or theories used in the session.






NB: Add additional session plan sections as required for number of sessions in course.
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