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Sources and Acknowledgements
The PLA Tools and lesson plans featured in this document are based on the decades of
field experience of thousands of development workers and on newly developed material. In
addition the core ideas learned from these varied practitioners have been thoroughly tested
and refined for the communities with whom World Vision Laos works. As a result, there are
no direct references for these tools, but the authors wish to acknowledge the work that has
come before them in developing these tools and materials.
The content of this PLA process has been developed, tested and documented by Gisela
Ervin-Ward and Daniel Matter. Technical input was provided by Seamus Anderson, Pieter-Jan
Bouw, Emma Townsend-Gault and Elizabeth Peterson. Field testing and subsequent feedback
was considerably enhanced by the Design, Monitoring and Evaluation and ADP Staff of Luang
Prabang and Savannakhet Provinces of World Vision Laos. Their patience with the difficulties
of an iterative process is very much appreciated. Particular thanks goes to Kongchay
Vixathep, Manichanh Phongsavatdy, Latthaya Kho and Houmpanh Soulivongxay.
The development of this process was supported both financially and technically by World
Vision’s Children in Ministry Department (particularly Paul Stephenson), World Vision UK
and World Vision US. Regional field expertise was provided by World Vision Cambodia and
World Vision Vietnam. An international technical advisory group met regularly to support the
process, and particular thanks must go to the following people:
Sovithyea Chea, Deng Xiong Chounu, Marion Cowell, Prasanna DeSilva, Bill Forbes, Nigel
Goddard, Vatsana Inthavong, Samson Jeyakumar, Greg Kearns, Kerry Anne McKenzie,
Vithanya Noonan, Micael Olsson, Sirisouk Phanthavongs, Brett Pierce, Loretta Rose,
Siddhartha Sahu, Viphakorn Sipadith, Roger Steele, Paul Stephenson.
Technical advice and support was provided by Judith Ennew from Knowing Children that
assisted in the difficult task of making this process child focussed with an emphasis on
improving the wellbeing of children.
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Introduction

Introduction to
Communities for Child Wellbeing:
Tools for child focussed programming
Purpose of this series of documents
The purpose of this series of documents is to present a Participatory Learning and Action (PLA) process that
will enable World Vision staff to produce child focussed, LEAP compliant Assessment and Design documents
and will support communities identify development activities that they can undertake with partners such as
World Vision that will measurably improve child wellbeing in their community.
This PLA process is made up of a series of ‘Tools’ that are lead by facilitators over a series of three ‘Visits’ to
the community that encourage community empowerment and the full and meaningful participation of children.

Format of this PLA process
This PLA process is conducted over three separate Visits made by the facilitators to the Community. The
Visits are sequential and each has a different purpose.
Visit 1: Relationship building with village leaders; secondary data collection; sample selection
Visit 2: Community Introductions and Mapping Exercise
Visit 3: Village Action Planning

Purpose of this document: Facilitator Training Materials Lesson Plans
To provide lesson plans for the person conducting training of World Vision’s Area Development Programme
(ADP) staff who will be facilitating the PLA process.

Target group for this document
Trainers: Trainers will usually be Word Vision Laos Design, Monitoring and Evaluation (DME) staff
This material assumes a high level of literacy and literary thinking, Lao language skills and some village based
field experience on behalf of the trainers. Experience working with children is preferred.
Participants: World Vision Staff and Government Counterparts who will facilitate the PLA process in the
communities

How to use this document: Facilitator Training Materials Lesson Plans
Overview of Materials
This document is part of the following set of documents:
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This document is to be used in conjunction with the Visit 2 Facilitator Training Materials: PowerPoint Slides, the
Visit 2 Tool and Process Guidelines and the Visit 2 Reporting Template.
This document is for Visit 2 only. Visits 1 and 3 have their own Facilitator Training Materials

Module

Topics Covered
•	Development theories and policy

Visit 1: Relationship
building with village
leaders, secondary data
collection and sample
selection

• Child wellbeing, child focus and child participation
• Principles of working with the community
•	Introduction to Participatory Learning and Action
• PLA Tools for Visit 1

Visit 2: Community
introduction and mapping
exercise

•	Review of Visit 1 Field work

Visit 3: Village Action
Planning

•	Review of Visit 2 Fieldwork

• PLA Tools for Visit 2

• PLA Tools for Visit 3

Each model is to be conducted separately and accompanied by field based coaching and support

How to use the lesson plans
These lesson plans are in a standard lesson plan format and they assume that the trainer is familiar with this
format, the use of PowerPoint slides and has facilitation skills.
Each module is designed to be worked through page by page with no substitutions or omissions. The
corresponding PowerPoint Slides are specified in the lesson plans. Close reference should be made to the
corresponding Tool and Process Guidelines and Reporting Templates as appropriate.

Key techniques
LIVELY LECTURES: Deliver this ‘lecture’ information in a lively and succinct way. You can read the text directly
ELICIT: Encourage the participants to give you the answers by asking them a series of questions. Try to avoid
just telling them the answers because they are more likely to remember what they have learned if they have
discovered the answer for themselves
ASK PARTICIPANTS: This is similar to ELICIT but you are provided with a specific question to ask or you are
required to give them instructions in a polite way

When and where to use this document: Facilitator Training Materials
Lesson Plans
This training should be conducted in full, immediately before the PLA facilitators begin field work for Visit 1.
All facilitators including government counterparts and translators must attend this training.
As can be seen from the following timetable, when the first four days of training are complete, two days of
field work should be conducted during which time trainers coach and give advice to the field team. After
completing one or two villages, the whole team should meet to revise their field experience, ask questions and
check their reporting before returning to the field to complete the Visit.
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Suggested Timetable
Day 1: Training
8:00
10:00

Introduction, Review Visit 1 Field Work

2.6, 2.7, 2.8, 2.9

Tool 9, Tool 10, Tool 11

2.9, 2.10

Tool 11 cont, Tool 12

2.11, 2.12, 2.13

Tool 13, Tool 14, Planning Field Work

Break

3:15
4:30

2.1, 2.2, 2.3, 2.4, 2.5

Lunch

1:00
3:00

Topics

Break

10:15
12:00

Module Numbers

Finish

Day 2: Field Practice

Topics
Practice Field work

Day 3: Field Practice

Topics
Practice Field work

Day 4: Review

Topics
Review of Field Work

Day 5+: Review

Topics
Complete Field Work
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Module 2.1

Module 2.1: Opening and introduction of participants and
presenting the training programme
Objective:

By the end of this session the participants will be able to
• Feel more comfortable in the group
•	Know who the other participants are
•	Explain time, scope and the aim of the training programme

Materials:

Slide 1-7, copy of timetable, Training Resource 2.1.1

Time:

20 minutes

Steps

1.
2.
3.
4.

5.

Show Slide 1 and Slide 2. Most participants should know each other well by now, but if there is
anyone new to the group, ask them to introduce themselves to everyone else
As with the previous visit, the participants will play a game in which they practice communicating
in non traditional ways. This game is the second of the series and focuses on explaining things
with body language when there are differences in vocabulary and language between different
people
LIVELY LECTURE: In Visit 1 Training we played “What is it?” Where we had to guess
development concepts from things our team mates drew. In Visit 2 Training we will play “What is
it?” In which we had to guess development concepts from things our team mates act out.
Show Slide 3 (Title only).
LIVELY LECTURE: You will remember from last time that we talked about the fact that during
our time in training and working with the communities we will come across situations in which
communication is difficult. People will speak different languages, have different levels of literacy
and different levels of education. To help us deal with this, we are going to play a series of games
called “What is it?” There are three different versions of this game. The first version we have to
guess development concepts from things our team mates draw. In version two we have to guess
development concepts from things our team mates act out. In version three we have to guess
development concepts from a verbal description. During this training we will play version two.
Acting (Show rest of Slide 3):
LIVELY LECTURE:
Here are the instructions for “What is it?”
• Choose one or two participants to be the Judges. These people will not participate in
the game
•	Split into your teams. You will keep these teams for the whole training. These should be
the teams that will work together in the community. At the end of the training, one team
will be the winner
•	One person will be the Actor. The rest of the team will be Guessers. These positions will
rotate every time the game is played
• The Actor is given a word (all Actor have the same word). He/she must not show or say
this word
• The Actor must try to draw the word on an A0 sheet without using words or symbols.
The Actor is not allowed to speak at all
• The Guessers must try to guess what the word is by calling out their guesses
• The first team to guess correctly wins and gets a point
• The Judge decides which group got the correct answer first
• The Judge writes the point on the scoreboard
• The team with the most points at the end of the training wins
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6.
7.

Play the game two or three times. Use the cards in Training Resource 2.1.1
Show Slide 4 – title only
When you have finished, ask the participants the following questions “How is this game relevant
to your experience with the community? What can we learn from playing this game?”
ELICIT: Sometimes when we are working in the community, there are language or understanding
differences which mean that we have to explain difficult concepts that people may not have words
for. This game helps raise our awareness of this and practice ways of dealing with it. Because many
people in the community have low literacy levels, we will often have to think of other ways of
communicating. This game helps us practice doing that.
Show rest of Slide 3

8.
9.
10.

Repeat this game after lunch and breaks or whenever participants need to wake up. Keep a score
tally and declare a winning team at the end of the training
Show Slide 5 – read aloud
Show Slide 6 – read aloud
Show Slide 7 – read aloud
Give training timetable, explain it and take questions about it
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Training resource 2.1.1

Training Resource 2.1.1: “What is it? – Acting” Cards.

teenager
cooking
pig

blacksmith

diarrhoea
child care
child

chicken

weaving
elderly
person
pregnant
woman

non-formal
education

veterinarian
celebration

village
meeting

teacher
training

Make one copy for every group. Cut the cards out and present one to each Drawer. Every Actor should
be describing the SAME word each time that the game is played.
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Module 2.2

Module 2.2: Setting group norms
Objective:

By the end of this session the participants will be able to:
•	Agree on group norms

Materials:

A0 chart with suggested norms already written on it (see Training Resource 2.2.1),
marker, Slide 7

Time:

10 mins

Steps

1.
2.
3.
4.

Show Slide 7
Explain that to work together effectively there need to be some group rules and that this activity
will help establish some
Ask group to suggest some rules and write them on a flipchart. If the group cannot think of any,
show the suggested rules. Facilitate discussion on whether they are appropriate or not. Add,
delete and amend rules.
Explain that these rules will remain on the wall and will be referred to throughout the training.
Put rules on the wall.

Trainer Notes:
The group must have ownership over the norms or they will not work. It is important that the trainer also
follow these rules or they will not be taken seriously by the group.
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Training Resource 2.2.1

Training Resource 2.2.1: List of suggested rules and norms
Note: these are just suggestions. Amend them as you see fit and include suggestions from the group.

•	Everyone be present in meeting area 5 minutes before starting time
•	Anyone who is late must ‘walk like a chicken’
•	Raise hand when you wish to speak so others also have the chance
to speak
• Listen to others when they are speaking
• Turn off mobile phones
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Module 2.3: Participants experiences and expectations
Objective:

By the end of this session the participants will be able to:
•	Recognise their own and other’s experience and expectations

Materials:

Slide 7, A0 paper for summarising expectations, coloured cards and markers for
participants

Time:

30 mins

Steps

1.
2.
3.
4.
5.
6.
7.
8.

Show Slide 7.
LIVELY LECTURE: Most people in the room will have had experience facilitating activities in
villages. Some will have experience facilitating groups of children. Learning from our own and
other people’s experiences is an important part of adult learning and this activity allows us to
recognise the experiences the group has had so that the training can build on them.
Split participants into groups of 2 – 5. Ask them to tell each other about when they have been
involved in facilitating an activity with children, or with adults in a village. Tell groups they have
5 minutes. Give them a warning at 4 minutes that they have 1 minute left.
Ask the groups to share some of their experiences with the whole group. Give the groups
5 minutes.
LIVELY LECTURE: Based on the shared experiences, what are the important things to learn. In
other words, what do you want to learn or think you will learn from this training course?
Hand out two colour cards to each participant and ask them to write the two most important
points (one on each card). Give participants 5 minutes.
Have participants stick their priorities on the board. Group similar cards together. Discuss the
expectations with the group while doing this.
Explain that these are the expectations of the group. Point out which ones will be met by the
course and which ones won’t. Discuss ways of including relevant things that are not planned.
Leave expectations on the wall for the duration of the course. Refer to them during the course
where necessary

Trainer Notes:
Take note of these expectations and adjust the training programme if necessary
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Module 2.4: Review of Visit 1: River of Life
Objective:

By the end of this session the participants will be able to:
•	Describe the lessons and challenges of the PLA Visit 1

Materials:

Slide 8, A0 paper, coloured cards and markers, paints, modelling clay etc for
participants

Time:

1 hr

Steps

1.
2.
3.

4.
5.

LIVELY LECTURE: You have recently finished conducting Visit 1 of the PLA. As Visit 2 will be
based on the things you did during that Visit, it is useful to remember what the triumphs, lessons
and challenges were. To do this we are going to draw a River of Life or in this case we will call it a
‘River of Visit 1’.
ASK PARTICIPANTS: Who has done a River of Life before? As someone to describe how to do it
if they have done one before. If not, describe it as follows drawing a demonstration as you go.
Show Slide 8.
LIVELY LECTURE (Draw these things as a demonstration as you talk): Imagine that the work you
did for Visit 1 was a journey down a river. Maybe in the beginning the river was narrow and rocky
because you were not sure what to do, then as you practiced you became more confident and the
river became wider and smoother. Maybe you saw some flowers growing beside the river when
you worked well as a team to solve a problem and maybe later on a crocodile sprung up when
it started to rain and you were delayed one day because the road was too wet to drive to the
village.
Break participants into their field teams.
LIVELY LECTURE: Now try and remember what your team experience was and draw it as a river.
Use lots of colours and pictures. Use modelling clay if you want to. Remember the good things
and the challenges. Don’t forget to mention the lessons that you learned.
Give participants 15 minutes. Give them a warning at 10 minutes and when they have 1 minute
to go.
ASK PARTICIPANTS to present their rivers. Ask different groups to comment. If they have
suggestions of how to solve problems or comments about achievements encourage them
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Module 2.5: Facilitation practice report card
Objective:

By the end of this session the participants will be able to:
•	Use the Facilitation Practice Report Card to assess people practicing
facilitation whilst learning how to conduct the PLA tools

Materials:

Slide 9, Training Resource 2.5.1 “Facilitation practice report card”

Time:

10 min

Steps

1.
2.
3.

Show Slide 9.
LIVELY LECTURE: The next thing we are going to do is learn how to use the PLA tools. When we
practice doing them, we will also practice facilitating. Every time we practice a tool, two people
will pretend to be facilitators and the other people in the group will pretend to be community
members. The people who are pretending to be community members will give the practicing
facilitators feedback on their skills by filling in a Facilitation Practice Report Card
Give participants a copy of Training Resource 2.5.1 Facilitation practice report card.
LIVELY LECTURE: Remember from our work on Facilitation, there are important characteristics
of a facilitator. (Point to poster on wall from that module).
The criteria we are going to use are:
•	Ask questions and listen actively
•	Moderate the group discussion
• Contribute technical knowledge
• Convey empathy
•	General constructive comments
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Training Resource 2.5.1

Training Resource 2.5.1 “Facilitation practice report card”
Make one copy for each participant for each tool that will be done during the training

Facilitation Practice Report Card
Name of Tool:
Name of facilitator:
Please give a score out of 10 for the following criteria:

Ask questions and listen actively

1

2

3

4

5

6

7

8

9

10

Moderate the group discussion

1

2

3

4

5

6

7

8

9

10

Contribute technical knowledge

1

2

3

4

5

6

7

8

9

10

Convey empathy

1

2

3

4

5

6

7

8

9

10

Please give some general
constructive comments:
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Module 2.6

Module 2.6: Visit 2 Overview
Objective:

By the end of this session the participants will be able to:
•	Understand the purpose of Visit 2
•	Have an overview of what will happen during Visit 2

Materials:

Slide 9, Copy of PLA Visit 2 Guidelines and Reporting Template for every participant

Time:

10 min

Steps

1.
2.
3.
4.
5.
6.
7.

Show Slide 9.
LIVELY LECTURE: Now we are going to learn how to use the PLA tools for Visit 2. These are the
things we are actually going to do with the communities.
LIVELY LECTURE. As you will remember from last time that you have a copy of the Field
Guidelines. These Guidelines follow on from the Visit 1 Guidelines and are a set of instructions.
You don’t need to memorise anything. Take these Guidelines to the village with you and follow
them step by step. It is extremely important that you do this to make sure that you don’t forget
anything.
Direct participants to the first page of the guidelines that has the Visit 2 Purpose and the time
table on it. Physically check that everyone is on the right page by asking them to show you.
Ask someone to read out the purpose of Visit 2
Ask someone to read out the timetable and explain that this is the order of tools to be done
during Visit 2
Instruct participants to turn the page to Tool 9: Message 1. Physically check that everyone is on
the right page by asking them to show you.
Remind everyone what the sections in each tool ie what each heading means
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Module 2.7: Visit 2 Tool 9 – Message: 1 Introducing Ourselves
to the Community
Objective:

Materials:
Time:

By the end of this session the participants will be able to:
•	Understand the purpose of Tool 9
• Conduct Tool 9
•	Report Tool 9
Slides 11-15, Cards for Message 1, Report Cards for every participant, copy of
Guidelines and Reporting Template for each participant
30 min

Steps

1.
2.
3.
4.

Show Slide 11.
LIVELY LECTURE: Now we are going to learn how to do the PLA tools that we will be using in
the villages. For this you will need your copies of the Field Guidelines and Reporting Template.
ASK PARTICIPANTS to show their copies of the documents to you (they should already have
these in place from the previous module).
Instruct participants to open their guidelines to Tool 9 – Message 1 (they should already be on
this page from the previous module). Physically check that everyone is on the right page by asking
them to show you. Ask someone to read the Purpose for Tool 9.
ASK PARTICIPANTS: What does this mean? and have them repeat back to you in other words to
ensure they understand the purpose
Show Slide 12. Read questions on slide and ELICIT responses:
• Who should be in the Sample?
ELICIT: The people who were selected as part of Tool 6 Visit 1 Sample Selection
• Why is it important that these people attend?
ELICIT: Because this gives us a representative sample that makes sure children and
(as much as possible) vulnerable people are represented. It also means there is
consistency in participants which is important because the tools build on each other
• What would happen if the Sample kept changing?
ELICIT: Can’t control whether a sample is representative or not. Miss out on the benefits
of relationship building. Miss out on the benefits of the tools building on each other

5.
6.
7.
8.
9.

Show Slide 13. Ask someone to read through the text in the table. Show Slide 14.
ASK PARTICIPANTS: How do we do this tool? Wait until someone realises that there is a
heading that says ‘How do we do it?’ When they do, encourage them to read the list aloud.
LIVELY LECTURE: Using these guidelines is simple. You just need to read down the list and follow
the instructions one by one. Every tool has an example of what the finished tool should look like,
or of someone conducting the tool.
LIVELY LECTURE: This Tool 9 is exactly the same as Tool 1. The difference is that you will
be delivering this Tool to a different group of people. Before you start you must check who is
present to make sure that you have a representative sample as selected in Tool 7 Visit 1: Sample
Selection. You must also make sure that you have a men’s, women’s, boy’s, girl’s and teenager’s
group.
LIVELY LECTURE: This tool requires a set of cards (show cards). For your information, you will
see a table on the next page that summarises these cards and what is written on them
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10.
11.
12.
13.
14.
15.

16.
17.

Separate participants into groups depending on which group they will work in in the field.
ie people who will work with mens groups, people who will work with womens groups, people
who will work with boys groups, people who will work with girls groups and people who will
work with teenagers groups. Assign one person in each group to be the facilitator and the other
participants pretend to be community members (do it as a role play). Instruct the facilitator to
practice the tool, using the instructions in the guidelines – don’t forget to have them check the
Sample.”
Walk around each of the groups and give them help if they need it.
At the end of the practice, hand out Report Cards to all participants so they can give their
feedback to the facilitator. Give groups time to give feedback to the facilitator
Show Slide 15.
ASK PARTICIPANTS to show you their copies of the Reporting Template
ASK PARTICIPANTS to go to the page for Tool 1. Physically check that everyone is on the right
page by asking them to show you.
LIVELY LECTURE: Recording the results of each tool is extremely important so that the
information can be used by the community and us to plan activities in the future, to write the
assessment and design documents and for accountability and transparency purposes. Reporting
should be done either at the end of each tool or the end of each visit. Don’t fill in the reporting
template as you go as you need to concentrate on what is happening in the tool. You also
need the ‘big picture’ in order to fill in the tool properly, and that doesn’t come until the tool
is finished. Take notes whilst the tool is being conducted, if necessary. Don’t forget to take a
photo of the completed too. In the case of this tool, there may not be anything written to take a
photo of.
Ask all participants to record the results of this activity in their reporting template.
Give participants 10 to15 minutes.
ASK PARTICIPANTS: What could you do to make reporting easier?
ELICIT: Take notes, ask questions, listen more

Trainers Note: Even though this Tool has been done once before, do not skip this module because it is
important to reiterate the importance of the Sample Selection and to discuss how do conduct this tool with a
different group of people
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Module 2.8: Visit 2 Tool 10 – Village Orientation Walk
Objective:

Materials:
Time:

By the end of this session the participants will be able to:
•	Understand the purpose of Tool 10
• Conduct Tool 10
•	Report Tool 10
Slides 16-24, 1 Camera for each group, Report Cards for every participant, copy of
Guidelines and Reporting Template for each participant
1 hr

Steps

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Show Slide 16.
LIVELY LECTURE: This is really the first tool that you will do with most of the groups and will
set the scene for the relationship that you will have with them. This is your opportunity to start
building a rapport and to let people see that they we are using an empowering approach and
involving children.
Instruct participants to open their guidelines to Tool 10. Physically check that everyone is on the
right page by asking them to show you. Ask someone to read the Purpose for Tool 10.
ASK PARTICIPANTS: What does this mean? and have them repeat back to you in other words to
ensure they understand the purpose
Show Slide 17. Ask someone to read through the text in the table. Show Slide 18.
ASK PARTICIPANTS: How do we do this tool? Wait until someone realises that there is a
heading that says ‘How do we do it?’ When they do, encourage them to read the list aloud.
Show Slide 19.
LIVELY LECTURE: We do this tool differently with children and with adults. The following is how
we do it with children. Have participants read the instructions aloud. Show Slide 20, 21, 22, 23.
LIVELY LECTURE: Using these guidelines is simple. You just need to read down the list and follow
the instructions one by one. Every tool has an example of what the finished tool should look like,
or of someone conducting the tool.
Separate participants into groups depending on which group they will work in in the field. ie
people who will work with mens groups, people who will work with womens groups, people
who will work with boys groups, people who will work with girls groups and people who will
work with teenagers groups. Assign one person in each group to be the facilitator and the other
participants pretend to be community members (do it as a role play). Instruct the facilitator
to practice the tool, using the instructions in the guidelines – don’t forget to have them check
the Sample.”
Practice doing this activity in the building or area that you are in. It is important that the
facilitators of the children’s groups practice with the cameras as if they were children. It is
important for all groups to see the results of these tools.
Walk around each of the groups and give them help if they need it.
At the end of the practice, hand out Report Cards to all participants so they can give their
feedback to the facilitator. Give groups time to give feedback to the facilitator
Show Slide 24.
ASK PARTICIPANTS to show you their copies of the Reporting Template
Co m m u n i t i e s f o r C h i l d W e ll b e i n g V ISI T 2 L ESSON P L AN s
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13.
14.

15.
16.

ASK PARTICIPANTS to go to the page for Tool 10. Physically check that everyone is on the right
page by asking them to show you.
LIVELY LECTURE: Recording the results of each tool is extremely important so that the
information can be used by the community and us to plan activities in the future, to write the
assessment and design documents and for accountability and transparency purposes. Reporting
should be done either at the end of each tool or the end of each visit. Don’t fill in the reporting
template as you go as you need to concentrate on what is happening in the tool. You also
need the ‘big picture’ in order to fill in the tool properly, and that doesn’t come until the tool
is finished. Take notes whilst the tool is being conducted, if necessary. Don’t forget to take a
photo of the completed too. In the case of this tool, there may not be anything written to take a
photo of.
Ask all participants to record the results of this activity in their reporting template.
Give participants 10-15 minutes.
ASK PARTICIPANTS: What could you do to make reporting easier?
ELICIT: Take notes, ask questions, listen more

Trainers Note:
Even though you may have limited space, it is important that you actually practice this tool. Make sure the
participants conduct it as a role play so they get good facilitation practice.
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Module 2.9: Visit 2 Tool 11 Village Social Resource Map
with Dream Map
Objective:

Materials:
Time:

By the end of this session the participants will be able to:
•	Understand the purpose of Tool 11
• Conduct Tool 11
•	Report Tool 11
Slides 25-31, A0 paper for each group, lots of coloured pens, paints and modelling clay,
Report Cards for every participant, copy of Guidelines and Reporting Template for
each participant
2 hr

Steps

1.
2.
3.
4.
5.
6.
7.
8.

9.

Show Slide 25.
LIVELY LECTURE: This is one of the most important tools in the whole process and requires
your best facilitation skills. The actual maps produced during this tool are extremely important,
but just as important are the discussions that are generated by the process and the understanding
by the participants of their current situation and future aspirations.
Instruct participants to open their guidelines to Tool 11. Physically check that everyone is on the
right page by asking them to show you. Ask someone to read the Purpose for Tool 11.
ASK PARTICIPANTS: What does this mean? and have them repeat back to you in other words to
ensure they understand the purpose
Show Slide 26. Ask someone to read through the text in the table. Show Slides 27 and 28.
ASK PARTICIPANTS: Who has done a village map or a dream map before? If someone has done
one before, ask them to explain how they did it.
ASK PARTICIPANTS: How do we do this tool? Wait until someone realises that there is a
heading that says ‘How do we do it?’ When they do, encourage them to read the list aloud.
LIVELY LECTURE: Using these guidelines is simple. You just need to read down the list and follow
the instructions one by one. Every tool has an example of what the finished tool should look like,
or of someone conducting the tool.
Show Slide 29 – only show heading, don’t show the answers.
ASK PARTICIPANTS: What are some of the important facilitation skills required to facilitate
this tool?
ELICIT: • Encouraging everyone to draw
• Encouraging everyone to contribute to the conversation
• Asking lots of questions to prompt people’s drawing (but not telling them
what to draw)
• Asking lots of WHY questions to find out the bigger picture
• Taking very good notes so that recording is easier
Separate participants into groups depending on which group they will work in in the field. ie
people who will work with mens’ groups, people who will work with women’s groups, people
who will work with boy’s groups, people who will work with girl’s groups, people who will work
with teenager’s groups. Assign one person in each group to be the facilitator and the other
participants pretend to be community members (do it as a role play). Instruct the facilitator
to practice the tool, using the instructions in the guidelines – don’t forget to have them check
the Sample.”
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10.
11.
12.
13.
14.
15.

16.
17.

Encourage participants to use lots of colours and pictures as they would in the village. Participants
can either draw a village they know well, the training room or the area that the training room
is in.
Walk around each of the groups and give them help if they need it.
At the end of the practice, hand out ‘Report Cards’ to all participants so they can give their
feedback to the facilitator. Give groups time to give feedback to the facilitator
Show Slide 30.
ASK PARTICIPANTS to show you their copies of the Reporting Template. Show Slide 31.
Remember, interpretation starts in the field. If you don’t ask for explainations and take notes then
the information is lost.
ASK PARTICIPANTS to go to the page for Tool 11. Physically check that everyone is on the right
page by asking them to show you.
LIVELY LECTURE: Recording the results of each tool is extremely important so that the
information can be used by the community and us to plan activities in the future, to write the
assessment and design documents and for accountability and transparency purposes. Reporting
should be done either at the end of each tool or the end of each visit. Don’t fill in the reporting
template as you go as you need to concentrate on what is happening in the tool. You also
need the ‘big picture’ in order to fill in the tool properly, and that doesn’t come until the tool
is finished. Take notes whilst the tool is being conducted, if necessary. Don’t forget to take a
photo of the completed too. In the case of this tool, there may not be anything written to take a
photo of.
Ask all participants to record the results of this activity in their reporting template.
Give participants 30 minutes.
ASK PARTICIPANTS: What could you do to make reporting easier?
ELICIT: Take notes, ask questions, listen more.

Trainers Note:
Take your time with this activity. Don’t forget to do the whole exercise INCLUDING the Dream Map.
Pay a lot of attention to practicing reporting as the reporting of this tool requires good note taking and good
facilitation.
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Module 2.10: Visit 2 Tool 12 – Case Studies of Vulnerable Families
Objective:

Materials:
Time:

By the end of this session the participants will be able to:
•	Understand the purpose of Tool 12
• Conduct Tool 12
•	Report Tool 12
Slides 32-36, Report Cards for every participant, copy of Guidelines and Reporting
Template for each participant
30 min

Steps

1.
2.
3.
4.
5.
6.
7.

8.
9.
10.

Show Slide 32.
LIVELY LECTURE: This tool is an important early tool because it allows us to include some of
the most vulnerable people who may not be able to participate otherwise and to highlight the
challenges and dreams in their lives.
Instruct participants to open their guidelines to Tool 12. Physically check that everyone is on the
right page by asking them to show you. Ask someone to read the Purpose for Tool 12.
ASK PARTICIPANTS: What does this mean? and have them repeat back to you in other words to
ensure they understand the purpose
Show Slide 33. Ask someone to read through the text in the table. Show Slide 34.
ASK PARTICIPANTS: How do we do this tool? Wait until someone realises that there is a
heading that says ‘How do we do it?’ When they do, encourage them to read the list aloud.
LIVELY LECTURE: Using these guidelines is simple. You just need to read down the list and follow
the instructions one by one. Every tool has an example of what the finished tool should look like,
or of someone conducting the tool.
Show Slide 35 – only show heading, don’t show the answers.
ASK PARTICIPANTS: What are some of the important facilitation skills required to facilitate
this tool?
ELICIT:
•	Being friendly
• Conducting tool in a private place
• Listening well and taking good notes
• Choosing a time that is convenient for the participants
•	Asking lots of WHY questions to get the bigger picture
Separate participants into groups depending on which group they will work in the field. ie people
who will work with mens’ groups, people who will work with women’s groups, people who will
work with boy’s groups, people who will work with girl’s groups, people who will work with
teenager’s groups. Assign one person in each group to be the facilitator and the other participants
pretend to be community members (do it as a role play). Instruct the facilitator to practice the
tool, using the instructions in the guidelines.”
Remind participants that not everyone will conduct these tools, but it is a good idea for everyone
to practice, anyway.
Walk around each of the groups and give them help if they need it.
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11.
12.
13.
14.

15.
16.

At the end of the practice, hand out Report Cards to all participants so they can give their
feedback to the facilitator. Give groups time to give feedback to the facilitator
Show Slide 36.
ASK PARTICIPANTS to show you their copies of the Reporting Template
ASK PARTICIPANTS to go to the page for Tool 12. Physically check that everyone is on the right
page by asking them to show you.
LIVELY LECTURE: Recording the results of each tool is extremely important so that the
information can be used by the community and us to plan activities in the future, to write the
assessment and design documents and for accountability and transparency purposes. Reporting
should be done either at the end of each tool or the end of each visit. Don’t fill in the reporting
template as you go as you need to concentrate on what is happening in the tool. You also
need the ‘big picture’ in order to fill in the tool properly, and that doesn’t come until the tool
is finished. Take notes whilst the tool is being conducted, if necessary. Don’t forget to take a
photo of the completed too. In the case of this tool, there may not be anything written to take a
photo of.
Ask all participants to record the results of this activity in their reporting template.
Give participants 10 minutes.
ASK PARTICIPANTS: What could you do to make reporting easier?
ELICIT: Take notes, ask questions, listen more
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Module 2.11: Visit 2 Tool 13 – Observations from Overnight Stay
Objective:

Materials:
Time:

By the end of this session the participants will be able to:
•	Understand the purpose of Tool 13
• Conduct Tool 13
•	Report Tool 13
Slides 37-41, Report Cards for every participant, copy of Guidelines and Reporting
Template for each participant
30 min

Steps

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Show Slide 37.
LIVELY LECTURE: This tool is very informal but is important for relationship building,
triangulating data and gathering informal data.
Instruct participants to open their guidelines to Tool 13. Physically check that everyone is on the
right page by asking them to show you. Ask someone to read the Purpose for Tool 13.
ASK PARTICIPANTS: What does this mean? and have them repeat back to you in other words to
ensure they understand the purpose
Show Slide 38. Ask someone to read through the text in the table. Show Slide 39.
ASK PARTICIPANTS: How do we do this tool? Wait until someone realises that there is a
heading that says ‘How do we do it?’ When they do, encourage them to read the list aloud.
LIVELY LECTURE: Using these guidelines is simple. You just need to read down the list and follow
the instructions one by one. Every tool has an example of what the finished tool should look like,
or of someone conducting the tool.
Show Slide 40 – only show heading, don’t show the answers.
ASK PARTICIPANTS: What are some of the important facilitation skills required to facilitate
this tool?
ELICIT:
•	Being friendly – don’t make people feel as though they are still working
• Listening well and taking good notes but being casual about it
•	Asking lots of WHY questions to get the bigger picture
LIVELY LECTURE: This activity can only be practiced in the village so we won’t practice it now.
Show Slide 41.
ASK PARTICIPANTS to show you their copies of the Reporting Template
ASK PARTICIPANTS to go to the page for Tool 13. Physically check that everyone is on the right
page by asking them to show you. Read through the Reporting Template together
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Module 2.12: Visit 2 Tool 14: Visit 2 Completion Checklist
Objective:

By the end of this session the participants will be able to:
•	Understand the purpose of Tool 14
• Conduct Tool 14
•	Report Tool 14

Materials:

Slides 42-44, copy of Guidelines and Reporting Template for each participant

Time:

30 min

Steps

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Show Slide 42. Instruct participants to open their guidelines to Tool 14 – Visit 2 Completion
Checklist. Physically check that everyone is on the right page by asking them to show you.
Ask someone to read the Purpose for Tool 14.
ASK PARTICIPANTS: What does this mean? Have them repeat back to you in other words to
ensure they understand the purpose
LIVELY LECTURE: Remember that you should take these guidelines to the village and follow them
step by step to make sure the tool is done correctly.
Show Slide 43. Ask someone to read out the text in the table.
ASK PARTICIPANTS: How do we do this tool? Wait until someone realises that there is a
heading that says ‘How do we do it?’ When they do, encourage them to read the list aloud.
LIVELY LECTURE: Using these guidelines is simple. You just need to read down the list and follow
the instructions one by one. Every tool has an example of what the finished tool should look like,
or of someone conducting the tool.
Separate participants into their field teams. Assign one person to be the facilitator and the other
participants pretend to be community members (do it as a role play). Instruct the facilitator to
practice the tool, using the instructions in the guidelines. Practice doing this tool using the results
from the Vulnerability Ranking. Explain that this is easier to practice in a real life situation
Walk around each of the groups and give them help if they need it.
At the end of the practice, hand out Report Cards to all participants so they can give their
feedback to the facilitator. Give participants time to give feedback.
Show Slide 44.
ASK PARTICIPANTS to show you their copies of the Reporting Template
ASK PARTICIPANTS to go to the page for Tool 14. Physically check that everyone is on the right
page by asking them to show you.
Explain that this tool is part of reporting and should be included in the final report
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Module 2.13: Tool 15 Reporting Day
Objective:

Materials:
Time:

By the end of this session the participants will be able to:
•	Understand the importance of an immediate, coordinated Reporting Day
•	Organise and participate in such a day
Slide 45, copies or photos of all Tools completed during the training, copies of
all completed reports done during the training, folders for presenting reports
or computers for completed electronic copies of reports
1 hr

Steps

1.
2.
3.
4.
5.
6.

Show Slide 45.
LIVELY LECTURE: We have already spoken about the importance of Reporting. The more quickly
we do the Reporting the better quality it will be and the more the responsibility will be shared.
If only one person does the reporting they will be overwhelmed with work and will lose the
experience gained by the other facilitators. To make this job as efficient and easy as possible, we
have scheduled a Reporting Day at the end of every Visit to every village.
Separate participants into their field teams. Check that they have copies of the Reports that they
have done already, copies of the PLA Tools they have completed and copies of any incomplete
templates.
ASK PARTICIPANTS to go to the page for Tool 15. Physically check that everyone is on the right
page by asking them to show you.
ASK PARTICIPANTS: How do we do this tool? Wait until someone realises that there is a
heading that says “How do we do it?” Encourage them to read it aloud.
LIVELY LECTURE: Using these guidelines is simple. You just need to read down the list and follow
the instructions one by one.
Because we have been practicing Reporting as we go along, there will not be much that needs to
be done for this practice. Participants should follow the instructions and complete any reporting
that has not been finished and compile their reports in the format in which they will present their
real life reports.
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Module 2.14: Planning for fieldwork
Objective:

By the end of this session the participants will be able to:
• Be ready to undertake fieldwork

Materials:

Slides 31

Time:

1 hr

Steps

1.

Show Slide 31.

2.

Give participants time to plan and organise their visit. In particular make sure they are very clear
about who will be facilitating which tool so that they have time to think about what they need to
do and what help they may need

LIVELY LECTURE: “This week we will go out to the communities to conduct the PLA. This final
session will give you time to plan this. You should already have processed all financial approvals
and received all the appropriate government approvals for the visit. This time now will be used for
working out the following:
• What resources do you need?(eg paper, food etc)
• What do you need to do to get it?
• Who will facilitate each activity?
• Whose job is it to organise these things?”
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Module 2.15: Daily feedback
Objective:

By the end of this session the participants will be able to:
•	Explain what daily feedback is and why it is useful
• Provide feedback

Materials:

Slide 32, Training Resource 2.13.1: Daily Feedback Form for each participant

Time:

15 minutes

Steps

1.
2.
3.
4.

Show Slide 32. Lively Lecture: “Learning should be about sharing experiences, and the trainer is
also learning during the training experience. Giving feedback allows the trainer to learn about the
programme that is being taught and to adjust the programme where necessary to meet the needs
of the trainees.”
Hand out a feedback form to each participant. Tell them not to write their name on the top.
Ask them to fill in all the multiple choice questions and to please make written comments if
they can. Go through the form in detail if necessary.
Collect the questionnaires and analyse them after the participants have left
Inform the participants of a summary of feedback at the start of the next session. Ask for
clarification or suggestions if necessary.
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Training Resource 2.15.1

Training Resource 2.15.1: Daily Feedback Form
Make one copy for every participant for every day of training

Feedback Form
Day of Training:
Please circle the statement that is most true for you in regards to today’s training:
1

Relevance to
my work

2

3

4

5

Not Relevant

Partially
Relevant

Somewhat
Relevant

Relevant

Very Relevant

Not Interesting

Partially
Interesting

Somewhat
Interesting

Interesting

Very Interesting

Clarity of Delivery

Very Unclear

Unclear

Somewhat
Unclear

Clear

Very Clear

Understandability

Do Not
Understand

Difficult to
Understand

Somewhat
Difficult to
Understand

Understandable

Very
Understandable

Personal Interest

What did you like about today’s
training?

What didn’t you like about today’s
training?

What suggestions do you have to
make the training better?

Other Comments
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Module 2.16: Review of Field Work
Objective:

Materials:
Time:

By the end of this session the participants will be able to:
• Reflect on their field experience
•	Answer each others technical questions
•	Have received feedback on their reporting
Completed tools and completed reporting templates from field work, coloured cards,
pens, A0 paper
3hrs

Steps

1.
2.
3.
4.
5.

LIVELY LECTURE: This morning’s session is dedicated to reflecting on what happened when
you tried to work with the community, what went well, what didn’t go well and answering your
questions.
Put participants into their field teams. Ask them to list two things that went well and two things
that didn’t go well.
Give participants 10 minutes to make their list. When they are finished. Asked each group to
report their list to the group.
Give every participants 2-3 pieces of coloured card. Ask individual participants to write down any
questions they had about how to conduct the tools. Collect these cards when participants have
finished and try to answer the questions.
Put participants into pairs. Ask them to share their completed reporting template with each
other. ASK PARTICIPANTS to comment on each other’s reporting template. Walk around the
room and read the reporting templates and give comments on how to improve them. Answer
questions as you go

Trainers Note:
This Module is to be done after you have completed your field practice. If you want to, you can also do a
River of Life as per Module 2.1
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Annex 1:
Visit 2 Training Completion
Certificate

				

Date: _____________________

				 Trainer: _____________________

has attended the training for World Vision Laos’
Communities for Child Wellbeing:
Tools for Child Focussed Programme Design
[Participatory Learning and Action (PLA)]
for Visit 2 of the Assessment and Design Process

_________________________________________

This is to certify that

