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GUIDELINES FO R TH E ORGANIZATIO N O F TRAININ G 
COURSES, SEMINAR S AN D WORKSHOP S 

M N  G A Kha n 

Introduction 

Training courses , seminars , an d workshop s ca n serv e 
several purposes . Course s ca n indicat e differen t way s o f 
solving problems , an d provid e ne w information , ne w methods , 
new ideas , ne w insight , differen t point s o f vie w an d bette r 
understanding o f th e proble m itself . Meetin g together , 
people wit h commo n goal s ca n decid e o n join t programme s o f 
action. 

A course o r worksho p mus t b e planne d i f i t i s t o b e 
successful -  bot h t o th e planner s an d t o th e participants . 

A successfu l cours e ca n b e likene d t o a n iceber g -  three -
fourths o f i t belo w th e surface . Th e one-fourt h tha t doe s 
show i s ofte n take n fo r th e whol e iceberg . Th e unsee n 
three-fourths (planning , organizatio n an d evaluation ) ar e 
generally mor e importan t i n th e lon g run . 

Critical Task s 

Before statin g th e guideline s i t wil l b e usefu l t o lis t th e 
critical task s i n th e organizatio n an d conduc t o f trainin g 
courses , seminars , an d workshops . 

Critical tas k 1 : A  course "style " mus t b e chosen : ful l o r 
part-t ime, timing , duratio n e tc . 

Critical tas k 2 : Th e instructiona l metho d mus t b e appropri -
ate t o th e cours e style . 

Critical tas k 3 : Th e cours e mus t b e planne d wit h a n agenc y 
responsible fo r manpowe r plannin g t o insur e tha t i t wil l 
fulfil a n identifie d need . 

Critical tas k 4 : Th e cours e prospectu s mus t attrac t par t -
icipants an d b e a  clea r descriptio n o f th e course . 

Critical tas k 5 : Selectio n o f participant s i s a s importan t 
as choic e o f instructiona l method . 

Critical tas k 6 : Th e successfu l conduc t o f th e cours e 
depends o n th e instructo r an d th e type s o f materia l an d 
assignments chosen . 
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Cri t i ca l tas k 7 : Meetin g roo m ar rangement s mus t b e optimum . 

Cr i t i ca l tas k 8 : Coordinatio n an d follow-u p wit h governmen t 
agencies an d supe rv i so r s o f par t ic ipan t s a r e essen t ia l i n th e 
planning s t a g e , durin g th e c o u r s e , an d afte r i t ha s bee n 
eva lua ted . 

Cr i t i ca l t a s k 9 : Evaluatio n o f par t i c ipan t s shoul d b e mad e 
du r ing , a t th e end , an d s eve ra l month s afte r completio n o f th e 
c o u r s e . 

Guidelines 

T h e r e a r e fou r mai n s tage s i n th e organizat io n o f a  t rainin g 
course o r workshop . 
1 . Plannin g an d Pre l iminar i e s 
2 . Organizin g fo r th e cou r s e 
3. Implementin g th e cou r s e 
4 . Evaluatin g th e cou r s e an d othe r p o s t - c o u r s e ac t i v i t i e s . 

Planning an d P r e l i m i n a r i e s : Plannin g i s a  p r o c e s s i n whic h 
the p re sen t situatio n i s carefull y examine d an d prepara t io n i s 
made fo r changin g th e s i tuat ion . Th e succes s o f an y cours e 
depends t o a  l a rg e exten t o n th e soundnes s o f plannin g fo r th e 
c o u r s e . 

Guideline 1  : Informatio n abou t need s fo r cours e mus t b e 
gathered an d analyzed . "Needs " ca n b e define d a s th e ga p 
between p re sen t leve l an d des i r e d (o r r equ i red ) leve l o f 
ability o f individual s o r th e organizat io n ( i . e . l i b r a r y , 
information c e n t r e , agenc y e t c . ) i n meetin g i t s r e spons ib i l i t i e s . 
All poss ibl e sou rce s o f informatio n shoul d b e considere d i n 
determining wha t th e proble m an d need s a r e . Classif icatio n 
of th e gathere d informatio n wil l ai d in terpre ta t io n an d 
evaluat ion. 

Guideline 2 : Cours e objectiv e mus t b e formulated . Soun d 
objectives provid e a  fir m bas i s fo r th e decis ion s tha t wil l b e 
n e c e s s a r y a t eac h stag e o f th e c o u r s e . Objective s shoul d b e 
c l e a r , conc i se , an d state d explici t l y wit h n o possibl e mi s -
unders tanding o f in tent . Usua l statement s suc h a s "t o 
improve per formance " a r e vagu e an d d o no t provid e a n 
adequate bas e o n whic h t o develo p a  c o u r s e . 

Guideline 3 : Resourc e need s mus t b e a s s e s s e d . Th e kind s 
of r e s o u r c e s usual l y neede d fo r a  cours e includ e physica l 
fac i l i t i es , equipment , suppl ies , m a t e r i a l s , fund s an d mos t 
important o f a l l , people . Thos e r e s o u r c e s a l read y availabl e 
can b e a n importan t facto r i n plannin g th e programme , an d 
should b e take n int o cons idera t ion . 

Guideline 4 : Th e Organizin g Committe e mus t b e appointed . 
P e r s o n s o n suc h a  committe e wil l normall y hav e som e special -
abi l i t ies o r exper ienc e i n th e deta i l s o f cours e managemen t 
(such a s r e g i s t r a t i o n , publici ty , evaluat ion) . Th e Committe e 
should a ls o includ e r e s p r e s e n t a t i v e s o f grou p whic h i s t o 
benefit fro m th e c o u r s e . 
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Guideline 5 : Sponsorsh i p mus t b e attained » Appropr ia t e 
nat ional an d in ternat iona l agencie s shoul d b e approache d t o 
obtain s p o n s o r s h i p . Thi s wil l ensu r e a  be t t e r cou r s e pla n an d 
a mor e coordinate d approac h t o th e need s fo r educatio n i n a 
coun t ry . 

Guideline 6 : A n actio n pla n fo r th e c o u r s e mus t b e des igned . 
An actio n pla n wil l includ e a  l is t o f s e v e r a l dec is ion s needin g 
ac t ion . F o r example : 

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

10. 
11. 
12. 

13. 

14. 

Language o f ins t ruc t io n 
Scope an d leve l o f c o u r s e conten t 
Length o f c o u r s e 
Time o f y e a r fo r cou r s e 
P lace fo r cou r s e s e s s ion s 
P lace fo r lodgin g an d meal s 
P r e - c o u r s e d is t r ibut io n o f learn in g mater ia l s 
Select ion o f grouping s fo r cou r s e s e s s ion s 
Choice o f ins t ruc tor (s )an d othe r r e s o u r c e p e r s o n s 
Equipment an d o the r faci l i t ie s r e q u i r e d 
Plan fo r monitorin g c o u r s e ' s p r o g r e s s an d par t ic ipan t 

sat isfact ion 
Time sequenc e fo r publ ic i ty , cou r s e p rospec tu s (wit h 

appl ica t ion) , choic e o f p a r t i c i p a n t s , collect io n o f 
r e g i s t r a t i o n information , pos t c o u r s e publici t y 

Budget an d account s fo r fund s t o b e r a i s e d b y g r a n t , 
subs idy , o r fee s 

Maximum numbe r o f p a r t i c i p a n t s : the i r specifi c qualificat -
i o n s , i f any . 

The followin g checkl is t shoul d b e helpfu l t o rev ie w th e comple x 
p r o c e s s involve d i n designin g a n actio n p l an . 

Checkl is t fo r th e ini t ia l plannin g s tag e 

Have yo u wri t te n a  p re l iminar y statemen t o f 
objec t ives? 

Have yo u se t p re l iminar y da te s fo r th e C o u r s e s ? 

5. 

8. 

Have yo u determine d wha t typ e o f cou r s e an d ho w 
many peopl e wil l a t tend ? 

Have yo u estimate d budget ? 

Have yo u at taine d sponsorsh ip ? 

Have yo u tentat ivel y decide d o n a  cou r s e venue ? 

Have yo u a s s e s s e d appropr i a t enes s o f faci l i t ie s 
and avai labi l i t y o f equipmen t a t th e venue ? 

Have yo u l i s te d th e sequenc e an d th e subject s t o b e 
covered i n th e c o u r s e ? 
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Have yo u chose n instructor/s ? Othe r resourc e 
personnel, suc h a s discussio n leaders , recorders ? 

Have yo u determine d qualification s o f par t i c ipan ts ? 

1 1 . Have yo u decide d o n languag e o f instructio n an d 
length o f course ? 

Do yo u hav e a n overa l l actio n pla n an d schedul e o f 
events fro m thi s poin t onwards ? 

Organization fo r th e cours e ;  Decision s concernin g th e who , 
what an d ho w o f th e implementatio n o f th e cours e shoul d largel y 
be determine d o n th e basi s o f wha t i s bes t i n term s o f fulfillin g 
the objectives . Th e Organizin g Committe e an d especiall y th e 
Course Coordinator , a  singl e individual , wil l hav e t o mak e 
several decision s befor e th e instructor s an d participant s 
appear o n the scen e . 

Guideline 7 : Administrativ e responsibilitie s mus t b e assigne d 
and a  secretaria t formed » Th e managemen t an d coordinatio n o f 
the cours e shoul d b e a n assigne d responsibilit y o f a n individua l 
or a  grou p formin g a  secre tar ia t , fro m withi n th e agenc y fo r 
which th e cours e ha s bee n designed . 

Guideline 8 : Cours e announcemen t mus t b e drafte d an d 
and distributed . A  clear an d attractiv e advanc e announcemen t 
must b e drafte d an d circulate d t o dra w th e attentio n o f prospect -
ive participants . 

Guideline 9 : Trainin g staf f mus t b e selecte d an d organized . 
Training staf f shoul d b e tw o differen t categorie s o f competence : 

content resourc e -  person s wit h competenc y i n 
specialized area s o f knowledg e o r 
technical skill s 

methods resourc e -  person s wit h abilit y t o desig n a  wid e 
range o f educationa l activitie s whic h 
promote learnin g i n accor d wit h 
established objectives . 

Guideline 10 : Participant s mus t b e screene d an d accepted . 
The participant s shoul d b e selecte d fo r th e cours e o n th e basi s 
of th e identifie d need s fro m whic h th e cours e objective s wer e 
developed. A n application for m woul d b e extremel y helpfu l 
for screenin g applications . A  formal committe e coul d b e 
established t o d o th e screening . 

Guideline 11 : Availabilit y o f adequat e facilitie s an d th e 
required equipmen t mus t b e determined . I t i s importan t tha t 
supportive element s (facilitie s an d equipment , comfortabl e 
seating, learnin g materials , e tc . ) b e carefull y coordinate d 
and creativel y use d b y th e teachin g staf f t o enhanc e th e 
learning opportunitie s bein g develope d in th e course . 

Guideline 12 : Pre-cours e material , i f any , mus t b e prepare d 
early an d distribute d t o participants . 
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Checklist fo r organizin g th e cours e 

13. 

H . 

15. 

16. 

17. 

18. 

19. 

20. 

2 1 . 

Have yo u establishe d a  schedul e fo r administrativ e 
tasks t o b e performed ? 

Have yo u sen t ou t preliminar y cours e 
announcement? fina l cours e brochure ? 

Have yo u reache d agreemen t wit h trainin g staf f o n 
course outline , learnin g activit ies , facilitie s an d 
arrangements ? 

Have yo u screene d application s an d sen t accept -
ance let ter s wit h follow-u p instructions ? 

Have yo u distribute d pre-cours e material , i f any , 
to participants ? 

Have yo u confirme d facilitie s an d equipmen t avail -
ability fo r course ? an d livin g accommodatio n (i f 
any)? 

Have yo u arrange d fo r transportation ? specia l 
dietary menus ? livin g quarters ? 

Have yo u arrange d fo r registration/hospitalit y o n 
first da y o f course ? 

Have yo u sen t ou t pres s re lease ? 

Implementing th e course : Implementatio n o f th e cours e doe s 
not mea n tha t al l plannin g i s concluded . Althoug h th e bul k o f 
the plannin g ma y b e don e befor e implementatio n begins , eac h 
of th e phase s overlap s th e other . 

Guideline 13 : Schedule d room s fo r cours e mus t b e checke d 
out fo r satisfactor y s ize , ventilation , electrica l outlets , 
furniture, seatin g arrangements . 

Guideline 14 : Fina l tim e schedul e fo r cours e activitie s mus t 
be determine d an d distribute d t o al l participants . Th e dail y 
schedule, wit h assignment s fo r staf f an d participant s shoul d 
be par t o f th e material s prepare d fo r th e course . Thi s i s a 
critical tas k a s th e tim e schedule . 

The tim e tabl e presente d t o th e teachin g staff , especiall y i f 
they ar e outsid e resourc e personnel , woul d includ e suc h 
additional informatio n a s th e following ; 
1. 
2. 
3. 

4. 
5. 

the actua l attendanc e an d compositio n o f th e participant s 
how th e cours e i s planne d i n tot o 
anything tha t ha s happene d whic h migh t affec t presentat -
ion suc h a s question s o r problem s whic h hav e alread y 
been raise d 
who wil l introduc e th e resourc e personne l 
information abou t th e aid s whic h ha s bee n requested , 
such a s chalk-board , easel , overhea d projector , e tc . 
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Guideline 15 : Educationa l activitie s mus t b e stimulatin g fo r 
intended audienc e an d promot e discussio n an d exchang e o f view . 
Participants althoug h havin g th e necessar y educationa l back -
ground an d experienc e ar e no t usuall y read y t o plung e int o 
discussion earl y i n th e course . Befor e th e typica l participan t 
starts t o tak e par t i n th e question-and-answe r discussion , h e 
needs t o becom e involve d an d identifie d wit h th e grou p s o tha t 
he wil l fee l a t ea se . Participant s wil l hav e som e question s 
which shoul d b e answered . 
1. Wh o i s who ? Wh o ar e th e othe r participants ? Ho w do th e 

participants compar e i n term s o f background , on-the-jo b 
skil ls , an d experience ? 

2. Wher e d o I  fi t in ? What' s expecte d o f me ? Ho w a m I 
supposed t o participate ? Ho w muc h a m 1 expected t o con -
tribute? D o I  jus t si t an d liste n o r a m 1 expected t o talk ? 

3 . Wha t i s th e purpos e o f thi s course ? Wha t ar e th e goal s 
and objectives ? Wh o designe d th e course ? Wha t ar e w e 
expected t o accomplish ? 

There ar e thre e basi c problem s whic h accoun t fo r th e failur e o f 
most question-and-answe r period s an d shoul d b e overcome . 
1. Th e proble m o f communicatio n 
2. Th e proble m o f puttin g informatio n t o wor k 
3 . Th e proble m o f collectin g informatio n t o us e i n plannin g 

future meetings . 

Guideline 16 : Material s prepare d an d distribute d mus t b e 
appropriate t o illustrat e concept s an d principle s whic h appl y i n 
actual situations . Inappropriat e material s ca n jeopardiz e th e 
educational objective s of  th e course . Material s shoul d b e 
clear an d understandabl e t o th e learner , directl y relatin g t o 
his needs . 

Guideline 17 : Sequenc e an d pac e o f instructio n shoul d matc h 
the variet y o f capabilitie s o f th e participants . Mos t ofte n th e 
sequence shoul d procee d fro m simpl e t o complex , wit h genera l 
remarks mad e fo r orientation , bu t fo r a  gradua l buildin g t o 
generalization afte r a  numbe r o f specifi c aspect s hav e bee n 
covered. 

Guideline 18 : Learnin g aid s (audi o visual s an d other s a s need -
ed) must b e i n goo d workin g orde r an d availabl e whe n needed. ' 

Checklist fo r implementin g th e cours e 

Have yo u checke d th e room s fo r th e cours e t o 
determine satisfactor y ventilation , s ize , furniture , 
seating arrangements , e tc . ? 

Is th e require d equipmen t a t th e meetin g sit e 
and i n goo d workin g order ? 

Have yo u assigne d specifi c person s t o th e variou s 
supportive tasks ? 
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25. Have th e arrangement s fo r meals , refreshmen t 
breaks bee n confirmed ? 

Have th e instructor s bee n briefed ? Ar e ther e an y 
changes i n th e tim e schedul e o f activities ? 

Will th e pac e o f instructio n an d sequenc e o f 
learning activitie s b e monitore d fo r effectiveness ? 

28. 

29. 

Are th e handou t material s pre-assemble d an d avail -
able o n tim e an d i n sufficien t quantities ? 

Have welcomin g an d departur e arrangement s bee n 
made final ? 

Evaluating th e cours e an d othe r pos t cours e activitie s 

Evaluating method s ca n provid e informatio n abou t th e exten t t o 
which a  course ' s  impac t i s wha t wa s intende d an d t o discove r 
the mean s b y whic h tha t impac t wa s achieved . Tw o kind s o f 
evaluations ar e possible . Bot h ma y b e necessary . Th e firs t i s 
course evaluatio n whic h i s use d t o provid e feedbac k abou t th e 
course i n proces s s o tha t i t migh t b e adjuste d a s necessary . 
The secon d i s resul t s o r outcom e evaluation , whic h i s use d t o 
measure th e degre e t o whic h objective s hav e bee n met . Eac h o f 
these kind s o f evaluatio n mus t b e planne d fro m th e beginnin g o f 
the cours e i n orde r t o determin e wha t informatio n wil l be , 
needed, ho w t o acquir e tha t information , an d ho w t o us e it . 
Some usefu l guideline s ar e give n below : 

Guideline 19 : Th e purpose s fo r evaluatio n mus t b e determined . 

Guideline 20 : Th e evaluatio n proces s (durin g an d afte r th e 
course) mus t b e planned . 

Guideline 21 : Reliabl e an d vali d evaluatio n informatio n mus t b e 
collected, organize d an d analyzed . 

Guideline 22 : Evaluatio n dat a mus t b e reporte d an d utilized . 

Guideline 23 : Summary , reports mus t b e distribute d t o part ic i -
pants an d othe r intereste d pa r t i e s . 

Guideline 24 : Follow-u p report s coul d b e receive d fro m par t -
icipants a t fixe d interval s alte r th e course . 

Guideline 26 : Fina l contac t wit h trainin g staf f shoul d b e a t 
cordial affair . 

Checklist fo r pos t cours e activitie s 

30. Have yo u decide d o n th e prope r for m fo r evalua -
tion o f th e course ? o f th e instructor ? o f th e 
participants? 
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Have yo u collecte d an d analyze d evaluatio n data ? 

Have yo u writte n an d use d th e evaluatio n report ? 

Have yo u prepare d pos t cours e report s t o 
sponsor?' t o participants ? Hav e participant s 
produced reports ? 

Have yo u distribute d pos t cours e materials ? 

Have yo u sen t a  lette r o f appreciatio n t o 
instructors an d other s wh o contribute d t o th e 
conduct o f th e course ? 

Reference: UNISIS T Guideline s fo r th e organizatio n o f 
training courses , workshop s an d seminar s i n 
scientific an d technica l informatio n an d documen -
tation, UNESC O SC/75/WS/29 , Par i s Apri l 1975 . 
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