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| Workshop planner I

Why thisworkshop planner? This planner is designed to help you plan and tailor the workshop
to meet your specific training needs. While these trainer's notes suggest one way to conduct the
workshop, you are encouraged to analyse your own situation and adapt the course as necessary.
Since each training situation is different, it isimportant for you to consider your specific course
goals, training and learning objectives and time constraints.

I. Overarching workshop objectives

What are your overarching or broad reasons for holding this workshop? What do you hope that this
workshop will accomplish? Reasons can include "pure” learning objectives, aswell as objectives
related to networking, team building, program promotion or political reasons. For each reason, in
the table below list how you will accomplish it.

Reasons for this workshop Ways this will be accomplished
Example: To improve project planning skills Participants will get opportunity to practice
and apply planning techniques.
Example: To build organisational links Invite participants from each organisation and
between National Society and civil defence use small work groups consisting of National
disaster preparedness unit. Society and civil defence participants.

[I. Training objectives and training methods

A. Next, devel op the specific objectives that you have for thistraining. To do this, ask yourself
the following questions. After taking this course,

1. What should participants know about project planning that they don't know already?

2. What should participants do differently?

. .. International Federation
Disaster Preparedness Training Programme of Red Cross and Red Crescent Societies



Tnprojpl.doc June 2000 3/19

In order to answer the above two questions, you must have an idea of your trainees experience and
knowledge of project planning. How will you assess their knowledge during the training design
phase?

B. Inthetable below list your specific training objectives related to learning, knowledge
acquisition and skill development. In the second column list the training methods that you will
use to meet each objective.

Training objectives Training methods

Exampl e Impr ove e Participants make presentations. (Learning by doing)

presentation skills  Participants evaluate each other's presentations. (Learn by
observing)

[ll. Workshop or session plan

Based on your course and training objectives, you will need to determine how best to schedule your
time. Thefollowing tableis a useful way to draft your workshop agenda. The questions are useful
to think about as you decide on the timing and the methods to be used.

Time Session theme, key points and procedures Materials required

. .. International Federation
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Additional points to consider

Q

Q

Have you varied the workshop methods? (For example, it is better to follow a presentation
with a good group exercise than with another presentation.)

Have you built in practical activities where participants can apply and discuss what they have
learned or heard in a presentation?

If networking is an important course objective, have you allowed enough time for participants
to meet informally during breaks and meal times?

Have you prepared the materials (handouts, exercise instructions, flip charts, etc.) that are
required?

. .. International Federation
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Project Planning workshop
1 Day Workshop

Workshop objectives

This trainer's guide suggests one way to conduct a one-day course to introduce
participants to some of the practical and straight forward guidelines and tools used in the
project planning process. It isintended to stimulate participants' thinking and enhance
their awareness about how to conceptualise and plan projects. Participants will get an
opportunity to brainstorm and conceptualise disaster preparedness projects, apply the
logical framework project planning tool, and begin an action planning process.
Specifically, they will:

1. Present and discuss guidelines and methods for project planning

2. Apply project planning tools:
* Logical framework planning analysis
* Task/responsibility charts
* Implementation schedules
* Budget outlines

Workshop audience

IFRC delegates and National Society staff or volunteers who want to increase their
awareness of the project planning process and project planning tools. The workshop is
ideal for someone with little or no project planning or project proposal writing experience,
but who must either participate or direct a project planning process.

Pre-workshop planning

» Arrange for workshop venue, logistics, training materials, etc.

* Send an invitation to participants and request that they begin thinking about disaster
preparedness projects and activities that they would like to design and implement.

Using the accompanying training module

This workshop/training session and the suggested trainer presentations are based on
content found in the accompanying module. By studying and using the module, trainers
who are not specialists in project planning should be able to prepare and present the points
and concepts suggested in these trainer's notes.
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Workshop Agenda

Project Planning Workshop
1-Day Workshop

Time L esson Themes
8:45-9:15 Session A: Introduction to Project Planning
Introductions
Goals and agenda of seminar
Reasons for project planning
9:15-12:15 Session B: ldentifying potential projects

(Include a 30 minute break
in this period)

Brainstorming
Identifying potential projects
Developing goals and objectives

12:15

LUNCH

13:15-14:30

Session C: Project Planning Tools, Part |I: The Logical
Framewor k

Logical framework approach

Practical exercise

14:30 - 15:00

Break

15:00 - 16:30

Session C: Project Planning Tools, Part I1: Work Plans
Task/responsibility charts

Implementation schedules

Budgets

Practical exercise

16:30 - 17:00

Session C: Project Planning Tools, Part I11: Expert Review

Groups review and critique each other's work

17:00-17:30

General discussion and summing up
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Session A: Introduction to Project Planning Workshop

| Purpose I

Thisisthefirst session of the project planning seminar. During this 45-minute session:

» Participants introduce themselves

» Theinstructor presents the goals and agendafor the entire one-day workshop

* Theinstructor presents the reasons for project planning

» Participants share brief descriptions of projects they have helped plan or implement

| Methods I

Introductions, presentation and discussion facilitated by the instructor

Time required I

3/4 hour

| Materials I

* Flip-chart paper or Newsprint
* Markers
e Training module "Project Planning”

| Process I

. Introduction 20 minutes

Introduce yourself, your background, experience and the purpose of the seminar

Ask participants to introduce themselves by stating their name and organisation
Review the goals for the one-day project planning seminar
Present the agenda for the day, noting the starting and stopping times for each session

moow »

Ask if there are any questions
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Il.
A.

Presentation: The Project Cycle 20 minutes

Present the main points and stages of the project cycle

Tell participants that during the seminar, they will get an opportunity to begin applying
the project cycle.

Ask one or two participants to describe a project or activity that they have helped plan
and implement (preferably, this project or activity will be related to disaster
management). They should answer the following: a. What was the project? b. Who
were the beneficiaries? c. Where did the funding come from? d. What special
challenges did they face when planning the project? List the challenges on flip chart
paper or on the blackboard. Comment on them or ask how they were overcome. e.
What part of the project cycle do they find most interesting? Most difficult to do?
Why?

Note questions that arise from this session and find ways to address the most pertinent
ones throughout the workshop. Engage the help of experienced and knowledgeable
participants to help address some of the questions that arise.

Summary 5 minutes

. Summarise the key points, ideas, consensus from this session
. Introduce the next session

. .. International Federation
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Session B: Identifying Potential Projects

| Purpose I

Project design begins with identification of the problems or needsto be addressed. Inthis
session, participants will brainstorm problems or needs and potential project solutions
related to disastersin their area or region of responsibility.

| Methods I

Brainstorming, presentation, small groups

| Time required I

2 1/2 hours

| Materials I

Flip-chart paper or newsprint
Markers
Training module "Project planning"

| Process I

A.

Brainstorming disaster-related problems 30 minutes

Introduce the purpose and procedures for this session

Explain to participants that project development begins with an assessment of
problems, needs and challenges. One method for identifying problems and needs and
considering solutions is through a process called brainstorming.

Explain the process and rules of brainstorming (based on explanation in the module).
Select some topic to brainstorm. For example, ask participants to quickly brainstorm
what kinds of ways Red Cross/Red Crescent Societies can raise funds and develop their
resources. Note these ideas on aflip chart. After five minutes, stop and explain that
thisisan example of brainstorming. Explain that after these lists are generated they are
reviewed, and questions can be asked to further clarify anidea. Also, ideas can be
merged into new better "hybrid" ideas. ldeas can also then be prioritised. Explain that
they will need to brainstorm in their groups.

Divide the class into two or three groups composed of individuals from the same
region, department, city or town. Intheir groups, they are to spend 10 minutes
brainstorming alist of 5 to 10 disaster-related problemsin their area. They should be
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thinking about and analysing the problem rather than providing solutions. For

example, "we need to do a public education campaign,” is not a problem, it isa possible
solution to a problem. The problem may be, "lack of awareness of measures to reduce
the risks resulting from seasonal flooding.”

Now ask participants to brainstorm alist of at |east ten criteria by which they will
choose which of these problems the National Society might address by way of a project
— i.e. requiring a needs assessment, proposal writing, fundraising and resource
mobilisation and project planning and implementation. (These criteria might include
“ability or mandate of our National Society to address this problem or need” and
available resources or ability to get resources and/or raise funds). After they have
brainstormed their list, they are to narrow their criteriadown to alist of their five most
important criteriafor selection.

Now the groups should use their five criteriato evaluate each of the problems they

identified in number 4, and select one problem for National Society project
consideration.

Project goals and objectives 90 minutes

. Trainer makes a presentation on the importance of clarifying the project goals and

objectives: What are goals? What are objectives? Why are they important for project
planning?

Goals are broad statements that describe the overall purpose of the project. Objectives
are much more concrete. Remember to use the SMART guidelines for writing
objectives. These are:

Specific

M easurable
Achievable
Redistic
Time-bound

Givethefollowing group work instructions:

1. Each group should develop a concise, one-sentence statement of the disaster-related
problem that they have selected for project consideration in the previous exercise.

2. They will then brainstorm alist of potential solutions (or projects) which will
address, correct or minimise this problem.

3. Fromthislist of solutions, each group should select a solution that they would like
to convert into a project proposal.

4. Next, each group should clearly answer the following questions about their
proposed project: (Write responses on flip-chart paper)

a. What are the goals and objectives of the project?

b. Who will this project help?

c. What beneficiary needs will be satisfied through this project? What will they
receive?

. .. International Federation
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d. How will this project be implemented?

How will this project be similar to and different from other similar projects?

Who might provide funding for this project (government authorities, ministries,

international donors, etc.)?

0. What isthe expected result? How will the situation be different after this
project?

h.  Why should your agency or organisation be the one to plan and implement this
project? What special expertise, experience, resources or skills does your
agency or organisation possess that qualifiesit to carry out this project?

¢}

5. Prepare to make report back to the larger group.

The trainer should determine whether to proceed with the group reports, or to call a 15
minute break if participants seem exhausted and in need of a break.

[ll. Group reports 30 minutes

A. Report back (7 minutes for each group), followed by 7 minutes of comments, questions
and critiques provided by one of the other groups and the trainer.

Note to facilitator: Challenge the groups to be specific and concrete in their responses. For
example, if for donor sources (point "f" above), they list "Western donors," ask them to be
specific and to explain why they think a specific donor, the Germans, for example, would
be interested in their project.

. .. International Federation
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Session C: Project Planning Tools

| Purpose I

There are many different tools and techniques that can assist in the project planning
process. During this session participants learn about and practice developing logical
frameworks, action plans and implementation schedules. Each group will also serve as
expert reviewers for the other group's project.

| Methods I

Presentation, small group work, reports

| Time required I

31/2 hours

| Materials I

* Flip-chart paper or newsprint

* Markers

* Annexes and handouts

» Training module "Project Planning”

| Process I

I.  Presentation/group work: The Logical Framework 75 minutes

A. Explain that there are several planning tools which can assist in the planning process.
One of thesetoolsis called the “logical framework” approach.

B. Present the purpose, components and procedures for using the logical framework
approach (Logical Links, Activities, Indicators, Assumptions— see the module). See
Annex 2—Example: Logical Framework Method applied to Red Cross Community
Based First Aid Training Program.

C. Ask each group to develop alogical framework for their project (Activities, Indicators
of progress and Assumptions they are making). They should use the attached form
(Annex 3: Logical Framework Method Form) to guide them in this process.

D. They should prepare their logical framework on flipchart paper so that they can report
back to the larger group.

. .. International Federation
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E.

Report back to large groups (5 minutes per group), followed by a 15-minute break, if
needed.
Developing work plans 90 minutes

Present the basic components of work plans (tasks/responsibility charts and
implementation schedule).

Also present the need to calculate abudget. Discuss al of the components that should
be included in a budget.

Present the examples of task/responsibility charts and implementation schedulesin the
annex.

. Ask each group to select one of the following to prepare for their project proposal.

They do not have timein this 1-day workshop to do both.

1. Task/responsibility charts and implementation schedules.
2. Themain item costs and expenses to be included in a budget.

Report back.

Expert review/critique of project proposals 30 minutes

. Tell participantsthat it isimportant to get others to objectively review and critique their

project plans. During this session, each group will get a chance to critique and offer
advice to the other group.

. Each group reviews, evaluates and comments on the project goals, objectives, logical

frameworks, and action plans of the other group—making recommendations, asking
guestions and giving suggestions.

In its critique, each group should address the following questions:

A. What did you like about the other group's project?

B. What were the strengths and weaknesses of the project proposal ?

C. Which aspects are confusing or illogical ?

D. What recommendations or suggestions do you have for the other group?
E. Other comments?

The group making the project presentation should be given the opportunity to respond
to the questions, comments and critiques made by their "peer-review group.”

. General discussion and summing up 30 minutes

Compare, comment on and evaluate the group work

. Ask participants to share what they found most interesting or useful about the seminar.
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C. Tell participants that project proposals aimed at securing funding can benefit from the
information generated from the planning steps followed during the seminar.

D. Wrap-up the workshop stressing major points, conclusions and themes.

. .. International Federation
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Annex 1: Problem, Goal and Objectives of a Project: Resettlement from
Landslide Area

Problem: Thereisathreat of landslide in one of the settlements

Goal: To reduce thisthreat

Objectives Results

To actually stop the threat posed by the landslide | Settlement is no longer under alandslide threat

To identify funding for this project Donors, government authorities allocate funds

To identify costs of the project A budget consisting of costs, lists of required
resources and materials

To assess how to prevent the landslide A technical project ending in areport with
recommendations

To resettle inhabitants temporarily Inhabitants are temporarily, and satisfactorily
resettled in anon-landslide prone area

To assess the numbers and the specific A list of families and their individual situations.
inhabitants who need to be resettled

. .. International Federation
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Logical links
between one
level of activity
and the next

Annex 2: Example: Logical Framework Method
Red Cross Community-Based First Aid Training Program

Activities
that are being
planned

I ndicator s of
progress that will
be monitored

If objective
then goal

Ultimate goal to be attained
To reduce death and major
illness among women and
children under 5 years of agein
the main slums of Capital City

Overall changes, impact, effect
Fewer deaths from dehydration;
prompt community response to
major disease outbreaks in Sums;
greater awareness of hygiene
benefits; better immunisation rates;
people satisfied with volunteers

Assumptions
being made
about cause and
effect

™~

If outputs
then
objective

Specific objectivesto be
reached OA well trained
and operational first aid
team of 60 volunteers,
instructing on rehydration
for diarrhoea, and
promoting breast feeding
and immunisation

End-of-project achievements

60 volunteers organised in 5 teams,
twice aweek running coursesin 2
slums for groups of women,
teaching on health issues and
making regular home visits to
follow-up

Objectives only lead to goal
if...lack of knowledge is the key
problem, rather than contaminated
water or lack of affordable
nutritious food, or endemic
diseases or extreme poverty

If action
then

Outputsto be achieved160
volunteers competent to run
first aid training classes twice a
week for groups of mothersin
priority slum areas

Targets, quantities, results

60 volunteers successfully
complete CBFA training, pass tests
and agree to assist

Outputs only lead to objective
if...all 60 volunteers are motivated
and able to continue working in the
program. NS able to give
appropriate support

outputs

Actionsto be takenJRecruit
90 volunteers (50% men, 50%
women) for training in CBFA;
organise and conduct 2 training
sessions for the 90 volunteers

Program details, stages

2 courses of 45 each, runin 2
different sums over period of 3
months; good levels of attendance
and interest among trainers

Action only leads to output
if...equal numbers of male and
female volunteers; drop-
pout/failure rate approx. 25%
instruction given to volunteers
is effective

If inputs
then action

N N

Inputsto be
provideddScheme leaders,
CBFA trainers; transport; visual
aids, publicity leaflets,
equipment; hire of premisesfor
volunteers training; project
funding

Staff, materialsC]1 centra
coordinator, 2 loca coordinatorsin
post; budget approved and money
received; trainers appointed;
materiasin stock, training rooms
booked; publicity distributed

A A A

Inputs only lead to action
if...publicity for the new scheme
is successful; 90 peoplein
community want to and are able
to volunteer for training at the
planned times; good instructors
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Annex 3: Logical Framework Method Form
. . — : Assumptions
Logical links Activities Indicator s of being made
between one that are being progress that will about cause and
level of activity planned be monitored effect
and the next
Ultimate goal to be attained Overall changes, impact, effect
ASSUMPTIONS
If objective
then goal
Specific objectivesto be End-of-project achievements

™

If outputs
then

reached O

nhiective

—

If action

Outputsto be achieved

Targets, quantities, results

then

\
e

If inputs
then action

Actionsto be taken

Program details, stages

Inputsto be provided

Staff, materials

— T~ T "~ 7
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Annex 4: Resettlement Tasks and Responsibilities to Reduce Threat Posed
by Landslide

This checklist reflects alist of activities and tasks that need to be carried out in order to successfully
relocate householdsin alandslide proneregion. The vertical axis lists the tasks, while the first row
names those agencies, ministries, organisations, and/or settlements that have responsibilities for
completing the tasks.

This checklist reflects alist of activities and tasks that need to be carried out in order to successfully
relocate householdsin alandslide proneregion. The vertical axis lists the tasks, while the first row
names those agencies, ministries, organisations, and/or settlements that have responsibilities for
completing the tasks.

Villagersto | Landowners | Land International | Local Government | Ministry of | Private
beresettled | where owning NGOs& UN | NGOs& | agencies: emergency | sector
resettlement | cooperatives | organisations | Red Cross | Labour, Situations | businesses
to take place social and Civil
welfare, etc. | defence

Hazard O O | | O | XXd 0
assessment 0
List of the most XXd g O O XX O g 0
vulnerable
familiesJ O
Choice and OxXXxo OxXxo O O OxXxo O g 0
apportionment of
new parcelsfor re-
settlement 0
Building of new XX XX XX XX
road and bridges
List of construction | OXX OxXxao O O O O O 0
building teams
from the re-settled
families]
Water supply for | | O O XX0O ad O 0
building needs(]
Water supplyd0 | O XXO XXO 0 O 0 O XXO
Government re-
settlement XX XX XX
assistance
Search for donors] | O O ad XX0O O ad O 0
Building on XX0O O ad ad O ad O XXO
apportioned
parcelsl]
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Annex 5: Implementation Schedule for Resettlement Project

O Objective Implemen- | March April 1996 | June 1996 | July 1996 | August
tation 1996 1996
durationd
10 Hazard 02Weeks | O 0 0 O 0
assessment0 [ .

20 List of the most O3 weeks | O 0 0 0 O
vulnerable ]
familiesd

30 Search of donorsdJ0 | 08 weeks | O 0 0 O 0

40 Choice and J6 weeks 0 0 |

coporionment o " —
new parcelsfor re-
settlement[ 10
50 List of construction O2weeks | O m] 0 0 O
Building) teams I
from the re-settled
familiesd O
60 | Water supply for 3 weeks O O O O O
building needs10] e
70 | Water supplydd O4weeks | O 0 0 0 0
80 Government re- 2 weeks
settlement assistance
40 Building new road 15 weeks
and bridges
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