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Training Terminology - Toolkit 

Preparation 
 

 

• Decide how many aspects of the main topic should be analyzed (ideally 4-7) 

and divide the number of participants by this number. In this way, you obtain 

the average group size (ideally 5-8 persons).  

• Set up one flipchart for each aspect to be investigated. Write down the title on 

a flash card and attach it to each flipchart, so that the title won’t be covered 

by the sheets.  

• Set up a time plan by allocating less and less time for each session. The first 

one can last for instance 15 minutes, while the last one shouldn’t be longer 

than 8 minutes. Take into consideration also the time for rotation (approx. 2 

minutes after each session).  

• At the end of the session, invite each group to come back to its flipchart of 

departure. Give participants another 15 minutes time to consider the ideas 

that other groups have added and to prepare a short presentation (approx. 3 

minutes).  
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Running the workshop 
 

 

• Distribute attendees into groups.  

• Describe the topic and the different features to be analyzed briefly and 

remember participants to record all their ideas on the flipcharts.  

• Warn participants that the time is running out 2 minutes before the session 

elapses.  

• Give them a signal to move on the next station (they should really move!).  

• Make sure the participants read what the previous group has written down in 

each station. After having interpreted these ideas, they should only add what 

is missing from their point of view.  

• Let participants work on their original flipchart station and prepare a 3 minutes 

report to be presented to the plenary. If the group is not too big, another 

option is to put all the posts in a circle and to move with all attendees from 

one post to another. In this way the participants have the chance to discuss 

the comments made on each flipchart. 

  
 

 


