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1. Programme Introduction 

This document provides an overview of training activities, BSLA programme customisation, train-the-trainer/cascade models, and support available throughout the programme. It is deliberately brief to give trainers the opportunity to provide feedback about how they see the customisation, cascade and impact processes working in-country.  

1.1
The Building Strong Library Associations Programme

Building Strong Library Associations is a comprehensive programme offering a strategic and coordinated approach to capacity building and sustainability of library associations. The programme benefits associations, libraries, and their communities.

The Building Strong Library Associations programme consists of:

· A modular, customizable training package on library association development 

· IFLA's policy-based learning materials (for example, those developed by FAIFE)

· Mentoring and advice on forming partnerships

· Cross-association activities, to bring participants together

· An online platform to provide remote access to materials

Training materials and activities can be customized to meet the needs of different associations, and different language, cultural, political, social and other conditions.

The programme is delivered by the Action for Development through Libraries (ALP) programme.

Vision

IFLA’s vision for this programme is to enrich society and the library and information profession by building strong, sustainable library associations. The programme will help library associations and their members increase their potential to:

· improve services for library users

· provide equitable access to information

· develop the library and information profession
It will do this through a series of learning packages and activities that can be customised to accommodate different cultural, political, technological, social and other conditions. The programme will focus on a sustainable and evidence-based approach to library association development, using impact assessment and other methods as appropriate to evaluate the outcomes of training and activities. 

Audience

The programme is aimed at library association workers – this can be staff, office bearers, volunteers, representatives (such as regional co-ordinators) and members. Depending on the nature of a country’s library association, it is designed to initially be delivered to a core group of individuals, with further workshops and cascade training, where appropriate, taking place consequently. Parts of the programme can also be adapted for delivery to people outside of the library sector, or connected to the association in a different way. Examples might include politicians and decision makers, or organizations working with library associations.
1.1
Programme support and contacts
For IFLA-funded country projects, core trainers will be supported by the ALP Programme Co-ordinator and in-country facilitators from the organising team in each country.
Full logistical support will be offered to the core trainer for the duration of their involvement of the programme, and IFLA sees each country project as very much a team effort in terms of implementation. 
2. The Building Strong Library Associations training package

Each module contains a series of topics, learning objectives, case studies, and opportunities for self-assessment. 

· Library Associations in Society

· Building Your Library Association

· Sustaining your Library Association

· Developing Strategic Relationships: Partnerships and Fundraising

· Libraries on the Agenda
· Specialist modules:
· Library Statistics for Advocacy 
· Copyright for Library Associations

Because of IFLA’s International nature, our members – and those who would likely want to use our package – will come from cultures with different learning styles and expectations, different training needs for their members, different requirements for building capabilities of their members and for strengthening their association, and different needs for sustainability. To accommodate this, the package will be as open as possible, rather than prescriptive. The package will therefore provide the outline and content of the modules, and blended learning components that include exercises, examples, goals and objectives relevant to the module content. Customisation due to differing needs is expected.
2.1
Development of the programme
The content of the following modules:

· Library Associations in Society

· Building Your Library Association

· Sustaining your Library Association

· Developing Strategic Relationships: Partnerships and Fundraising

· Libraries on the Agenda

Were developed by Angela Bridgland and Christine Goodacre together with an expert reference group representing a range of library associations and IFLA Headquarters during 2009.  

The content of the module:

· Library Statistics for Advocacy 
Was developed by members of IFLA’s Statistics and Evaluation section and coordinated by Tord Høivik.

The content of the module:

· Copyright for Library Associations
Was developed by members of IFLA’s Copyright and Other Legal Matters (CLM) core activity and coordinated by Olivier Charbonneau. 
3. Using the training package
Each module includes:

Trainer’s manual

The manual outlines content and activities for a face-to-face workshop. Ideally, groups should be no larger than 10 participants to facilitate group learning discussion. Each module contains a series of topics, learning objectives, case studies, and opportunities for self-assessment. 
Slides

A complete set of slides for each module topic in PowerPoint format, to be used where a projector and computer is available.

Annex

Additional content, workshops and handouts for use during the workshop.

3.2
Who should participate

Participants should be working in either a paid or voluntary capacity for their library association. It is recommended that participants include the association’s leadership (President, Vice-President, other office bearers) and staff (if applicable). 

Additional participants may include emerging leaders in the association. A broader audience may be reached through cascade training in-country.

Other participants may be librarians wishing to better support their library association through an improved understanding of how to build their association’s capacity to perform well. 
Parts of the programme are adaptable for delivery outside the library sector, to partners, politicians and decision makers. However, as such delivery would be made by the library associations themselves content would need to be highly customised. Guidance on these situations will be given by IFLA on an individual basis.

4. Preparation for workshops 

Please note that it is important for facilitators to have all materials prepared in advance and to check that any equipment is in good working order. Handouts need to be copied in advance ready for distribution and where it might be helpful, sent to participants in advance.

Pre-workshop surveys of participants’ background knowledge and experience are advised, along with ensuring their desired outcomes from the workshop are analysed and taken into account for delivery of the workshop content.

4.1
Materials needed for workshops
To be sent to participants in advance
· Pre-workshop survey 

· Copies of the slides for participants to add notes

· Copies of any required handouts
Room requirements

· Room layout – a room in which the furniture can be moved for group work is preferred. Dedicated training rooms are preferred. Rooms should have adequate power and temperature

· The workshop location would preferably have Internet access, but participants do not need to have a computer to attend. The room does not need to be equipped with computers
· The training room needs space to accommodate small group work. whiteboard and marker pens would be desirable

· A computer for the trainer and a projector to project slides
If there is no computer and projector available, it is recommended to print out some of the slides for the group.
For group activities

· A flip chart with plenty of flip chart paper

· Felt-tipped marker pens

· Adhesive for putting flip chart paper to display group work on the wall

Printed materials for each participant at the workshop

· Copies of the slides for participants to add notes

· Copies of any required handouts
· Copies of the evaluation form
· Copies of expense/per diem disbursement forms, if required

· Certificates of appreciation/attendance 
Other materials
· Name tags

· If possible, a camera to record pictures of the workshop

4.2
What the trainer needs to prepare in advance
The trainer should read through the manual carefully and preview the slides and the additional information in the annexes before the workshop. To adapt the manual to the local context, some workshop sessions need special preparation in advance, for instance, gathering local examples to illustrate the content. Facilitators should also share their own experiences in working with library associations.

In your preparation for each module you will need to identify any cultural or contextual issues that will impact on the content.
Suitable local examples will need to be ready to illustrate key points and to maintain audience interest.
5.
Customising the materials

Each module can be customised for different social, language and political situations, and to meet the needs of different library associations.

There is no single pathway for using the materials. Library associations can use as much or as little of the training package as they need – for example, they do not need to participate in all modules.

IFLA takes a non-formal approach to learning and its training materials, due to the multilingual, multicultural and diversity of library associations and library association needs.
5.1
Customisation process

IFLA will work closely with countries participating in the BSLA programme to assess their needs and to select the training modules and activities. Customisation will occur at two levels for country projects:

· Selection of training modules based on needs assessment

· Selection of examples, case studies, activities prior to workshops

Trainers are strongly encouraged bring their own experiences and expertise to workshops. This may be through providing examples, adjusting learning activities to support local conditions and participants, or making use of the case studies database and other resources.

Each country project will be different – each library association will have different goals, project teams, association structures, and political, social, and economic background. It is to be expected that training will need to be customized each time it is delivered. It is also expected that each deliver will help to develop the modules by generating new exercises, examples, and cases studies. 

6. Guide to Training

6.1
Tips for customising materials

1. Select from the materials what you need and you think will work for your purposes. 

2. Identify local problems or groups with special needs that should be emphasised in your workshop.

3. Adapt the contents to your local culture. What can be said or discussed in one part of the world possibly can’t in another. We rely on you to spot what needs to be changed or adapted for your culture.

4. Localise the examples and case studies. Your participants will understand and appreciate the material better if it is illustrated with examples from their own country or region.

5. Collect local materials (posters, handouts, booklets, etc) to show to the participants. These will help make what you tell them more real.

6. Involve local leaders and elected representatives as advisers (and maybe invite them to speak). 

7. Make use of local experts and activists. If you can call on people from NGOs, community groups, government agencies and local government to support the workshop or to be a guest speaker, they can help you make the content more meaningful.

8. Expand the content of the materials to deal with hot local issues or special topics that your participants will want to know about.

9. Choose appropriate delivery methods. If you think that your participants will need a lot of time for discussion, allow for that. If they will enjoy participatory exercises try to design something suitable for them. Don’t just rely on talking at them.

10. Try to make your workshop enjoyable and memorable. People learn best if they are having fun.

Tips from previous IFLA, IFLA/FAIFE and ALP training

· Repeat important content

· Side-discussions can be ok – they can help to check understanding if participants do not want to ask questions of the whole group

· Check understanding using the case studies, activities, and learning outcomes

· Be aware of gender issues in some countries

· Give people time to think when you ask a question, especially if they are communicating in a second language

· Let participants know before they come to the workshop that they will be expected to contribute

· Provide a variety of options to participate, not just talking to the whole group – for example, as group scribe, reporter within their group, opportunity to make written or visual responses to activities

6.2 
Cultural sensitivity

Cross-cultural issues are not new to any of us, but it bears repeating that there may be some challenging topics or situations throughout the course of the programme. Although writing about American expatriates, Oberembt
 provides sound advice that resonates everywhere -

“libraries, whatever their broad similarities of mission and of operation, are embedded in different cultures, and those cultures infiltrate into every aspect of library business, affecting everything from the perception of what constitutes proper service to the preference for certain styles of management (and leadership) over others as offering the best means of meeting service goals. […] American librarians practicing their profession abroad (and others who anticipate working overseas) must expect national culture to be an ever-present reality in the workplace, visibly and invisibly.” 

6.3
Train the trainer, or cascade training

Train the trainer or cascade training enables learning to be extended throughout the library community in a country. After the initial participants have been trained, and depending on the country’s needs, selected components of the BSLA training package can be cascaded throughout a country either through further workshops or by using the online platform.

For IFLA-funded country projects, the responsibility of IFLA’s core trainers in collaboration with the in-country facilitator and others will be to ensure that those who will carry out the cascade training have the required support and skills. This may including a half-day or session on training methods and impact evaluation as part of the initial workshop. Any expectations on participants to carry out further workshops or activities will need to be known in advance of their selection to participate in workshops. 

It is expected that there will be a wide range of outcomes from cascade training in each country – one of the most successful aspects of IFLA/FAIFE’s programmes has been the unexpected outcomes of cascade training. 

6.3
Trainer responsibilities

IFLA’s core trainers for IFLA-funded country projects will be to provide training to participants through a series of workshops over a 12-18 month period. The number of workshops will vary according to the needs of the involved association, although it can be assumed that trainers will need to make 2-3 country visits during the period of the project. 

Trainers will be delivering training and activities in both a face-to-face and online learning environment depending on the needs of each library association. The blended options could range from totally online or totally face-to-face to a mixture of face-to-face and computer mediated learning environments.
Core trainers will:

11. Liaise with the in-country local facilitator and ALP Programme Coordinator to organize training and other activities in-country

12. Have knowledge of all of IFLA's BSLA training packages, and be able to deliver any one of them according to the needs of the association. Customise training as needed to suit local conditions, including selection of case studies, activities and discussions. 
13. Deliver training and other activities for up to a week at a time in-country

14. Assist with the moderation of online discussions. 
15. Be involved in assessing the impact of the programme using the impact evaluation framework in liaison with the in-country local facilitator and the ALP Programme Coordinator.  
7. More tips for training 

7.1
Personal Preparation

Here are some guidelines to help you assess if you know the material well enough to deliver a powerful training:

· Take the time. The standard preparation time is three hours for every hour of training. It seems like a lot, but it’s worth it in the end.

· Learn the material. Know the material inside and out and make your own notes about the information so you can use the power point presentation as a resource, not a crutch, and can answer questions correctly. 

· Use your own words. The training will be more interesting for participants, and you will be more confident if you know the salient points well enough to be able to express them with your own unique style.

· Use your experiences to illustrate the point. Personalizing information with your own your own anecdotes or other tactics will enhance the impact of the slides and handouts.

7.2
Demonstrating Your Credibility

There are seven common steps you can take to ensure the participants view you as credible trainer. The steps are:

· Always be honest with the participants. If you don’t know the answer to a question, don’t make one up.

· Make your presentations balanced and as free from bias as possible. 
· Make sure the audience knows you are the expert. 
· Raise questions about the information yourself. 
· Support the information with your own facts and experiences.

· Cite authorities that are accepted by your audience. 

· Invite questions from the audience.

7.3
Facilitating Discussions

The key to facilitating effectively is to remember that your role is to lead the discussion, not direct it. 

· Be respectful of the participants. Demonstrate this respect by calling them by their names and listening actively.

· Be enthusiastic about the topic and the training program. Display your enthusiasm by leaning towards participants when they are speaking.

· Ask and encourage questions and idea sharing. Do not use destructive language, such as, “That’s wrong,” when responding.

· Keep your own contributions during group discussions brief. Let participants respond to questions and to one another first. If they answer a question completely, you, the trainer, need not add additional information.

· Encourage the participation of people who have been quiet. One way to do this is to state the participant’s name first and ask the participant an opinion question with no correct answer. You can avoid putting the participant on the spot by asking a question you know she or he can easily respond to.

7.4
Asking Questions

It is incumbent upon the trainers to pose stimulating and intriguing questions or topics for discussion. Below are some tips for asking questions that yield powerful responses.
· Use open-ended questions that encourage answers beyond yes or no. Closed question: Did you like the training? Open-ended question: What did you like about the training?

· Use “think back” questions. When trying to engage participants in a discussion about their experiences, ask them to remember their past instead of imagining a hypothetical situation.

· Ask clear and concise questions. Make sure your questions only cover one issue at a time.

· Avoid asking “why.” Instead of asking someone why they believe something, try asking them what experiences led them to that conclusion, to give examples, or other strategies that will help draw out more information.

7.5
Answering Questions

As a trainer, one of the most common questions you will ask is, “Does anyone have any questions?” If, in response, you are asked questions you think the group can answer, redirect them to the group to encourage active learning. If you are the only person who can answer the question, use the following tips:

· You’re asked a question that you can’t answer. Don’t be defensive or fake it, just say you don’t know or ask to get back to the person later.

· You’re asked an extensive question. Break the question down into smaller parts and keep your answer as concise as possible without omitting key details. 

· You’re asked a controversial question. This is good, it means people are thinking critically. Take your time in answering, don’t be pressured into saying anything you don’t mean.

7.6
Sensitive Topics

Introducing sensitive topics is one of the trickiest aspects of facilitation. The following tips can help you prepare the participants and maximize their sense of safety discussing the issue.

· Address the issue from the beginning. Do not surprise participants with a sensitive topic and acknowledge that it may be harder to talk about the topic than ignore it. Letting people know that the training will delve into sensitive areas can help participants prepare. 

· Pick an ice breaker that really encourages trust. Low physical activity ice breakers, like sharing the origin of one’s name, can help keep the energy at a calm and thoughtful level once the sensitive topic is broached.
· Gradually build up to sensitive discussions. Do not attempt to engage the participants in a sensitive discussion with the first question. Groups need time to get to know each other and form trust.

· Be prepared to change plans. If participants are very upset or are simply not responding, you may have to change your plans. When participants are not responding try rephrasing the question or asking a slightly different question. 

7.7
Debriefing

Debriefing after the training is essential to getting feedback from participants on the training. Some guidelines for a successful debriefing include:

· Make the objective clear. Make sure that they understand that debriefing is used for you to gain an understating of participants’ reactions, suggestions and ideas for what went well and what did not, and how the training can be improved. 

· Keep the discussion focused. Ask for constructive feedback related to the current training only.

· Encourage feedback. Tell participants how much you value their observations and ideas, thanking each person for any debriefing comments they contribute.
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License 





IFLA training packages are licensed as Creative Commons Attribution Non-Commercial 3.0 (Unported): � HYPERLINK "http://creativecommons.org/licenses/by-nc/3.0/" ��http://creativecommons.org/licenses/by-nc/3.0/� unless otherwise indicated.





In addition, IFLA makes available training packages to IFLA members under the conditions that IFLA is attributed as Author and IFLA’s name and logo remains attached to all copies and versions. IFLA retains the authority to request changes to content should any adaptations conflict with endorsed IFLA policies.








� Oberembt, K J. 1998. Expatriate librarians and the challenge of national culture. In: Mech, T and McCabe, G B (eds). Leadership and Academic Libraries. Greenwood: Westport CT. pp. 121.





� The content for this section is summarised from: Train the trainer: Basic training guidelines, Alameda County Public Health Department, Retrieved from: � HYPERLINK "http://www.acphd.org" ��http://www.acphd.org� 
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