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General Facilitator’s Guide to the Training Resource Package 

What is the Training Resource Package for Family Planning? 

 

The TRP is a global resource package for trainers, supervisors, and program managers. It 

contains high quality, user-friendly materials and resources for designing, conducting and 

evaluating training for family planning (FP) providers. The resource package is designed to 

address the needs of all providers – from less highly skilled to more advanced providers, 

including physicians. This Facilitator’s Guide will help you make effective use of The Training 

Resource Package (TRP) to address the specific needs of your learners. 

What is the Purpose of the Training Resource Package? 

 

The TRP is designed to actively involve the trainees in the learning process. Sessions include 

PowerPoint presentations and skills demonstrations by the trainer, simulation skills practice by 

the learner in the form of discussions, role plays, case studies and other activities, and clinical 

practice on both models and with clients (when possible) using objective competency-based 

skills checklists.  

Who Can Use the Training Resource Package? 

 

The training materials are designed to be used by clinical trainers and pre-service educators with 

an understanding of adult learning principles and the ability to provide clinical training on FP 

topics in pre-service or in-service settings.  While each trainer/educator’s level of experience 

may vary, the TRP can be adapted to meet his/her own level of experience as well as the 

learners’ needs.   
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Overview of the Content of the Training Resource Package  

 

Each module in the TRP is a complete package of learning resources needed to address the 

learning objectives of the module, including a session plan, PowerPoint presentations, and 

accompanying activities and resources.  The materials, as included in the TRP, provide a 

comprehensive training experience but can be adapted to address the learning needs of different 

cadres of health workers. 

In order to understand the design of the TRP and its modules, it is helpful to review the diagram on 

page 2. The basic design of each module includes the following: 

• Module-Specific Facilitator’s Guide 

The Module-Specific Facilitator’s Guide provides information how to effectively use the 

components of that module in the design and delivery of training on that topic.  It 

includes a description of the materials, learning objectives, pre- and post-test answer key, 

case studies, role plays and how to conduct clinical training, especially on the key points 

to be discussed in each learning activity.  

Each TRP module includes role play scenarios that enable trainees to practice using the 

knowledge and skills they are learning. Each role play describes a typical client scenario 

and the tasks specific to that scenario. In addition, the appendix includes instructions for 

facilitating role plays, role play observation checklists for clinicians, and general instructions 

for the observer, provider, and client roles.  

In addition to role plays, modules also include brief case studies with progressive case 

descriptions, questions, and answer keys that enable trainees to analyze a situation and 

think through how to apply their newly learned skills and information.  

 

• Learning Objectives  

The learning objectives outline what the trainee is expected to be able to do by the end of 

the training, based on that module.  

 

• Illustrative Session Plan with Training Schedule 

The session plan summarizes how the resources and documents in that TRP module 

should be used to achieve the learning objectives. Each section of the session plan 

addresses a topic relevant to the module. The slides to be shown with each section and 

appropriate handouts are identified. Each TRP module is divided into a number of 

sessions, for example: 

• Session I is on the basic principles related to the module topic. 

• Session II provides information on who can and who cannot use a method 

• Session III gives information on providing the method and is focused on skill 

building.  

Each trainer may wish to divide the module content into sessions in a different manner, 

once they have identified the learners’ needs and how best to address them.  
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The Illustrative Training Schedule provides a snapshot of the breakdown of training by 

day, time, and topic covered.  For example: 

 

DAY 1 

Time Topic Method Resources 

8:00-8:15 
Welcome and Introduction 

Learning Objectives 
Discussion Session I, Slide 2 

8:15-8:45 Pre-test Test 
Evaluation Tool: The Contraceptive FP 

Counseling Pre-Test 

DAY 2 

Time Topic Method Resources 

8:00-9:30 

Session I, continued 

Personal goals for FP 

counseling  

Brainstorming/Group 

Work 
Session I, Slide 4 

What is informed choice? Discussion Session I, Slide 5 

 

• Presentation (PowerPoint slides) 

The PowerPoint presentation includes technical information on the module topic. In 

each module, you may find multiple sets of each type of slide, in order to make 

downloading of files easier by keeping them smaller. There are three types of slides: 

 

The pale green slides with a pink header are Basic Slides that include basic information 

needed by most, if not all, providers and simple illustrations.   

 

 
 

The pale blue Advanced Slides present more advanced information or research that 

supports the recommendations in the Global Handbook and the Training Resource 

Package and can be included or excluded by the facilitator as appropriate, according to 

the needs of the learners. They are especially appropriate for trainees who may need or 

desire additional information according to their level of practice. 
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For some, but not all, modules there may be a third type of slide, called Optional Slides.  

Often these are slides that provide detailed information on the clinical aspects of the 

method, for example, the surgical method used to perform a tubal ligation or vasectomy, 

or to insert and remove an IUD.  For many trainees, these slides will be beyond their 

scope of practice and therefore do not need to be included in training.  

 

• Handouts 

Job aids 

The TRP modules include job aids related to the method. Learning activities in the 

modules give trainees opportunities to practice using these job aids so they can more 

easily incorporate use of these tools at the workplace.  

 

Counseling tools 

The TRP activities can be used with a variety of counseling approaches and job aids. The 

term counseling tool in TRP materials refers to the counseling tool or job aid that trainees 

will be using on the job. Examples of such tools can be found in the “Handouts” in each 

module. In addition, there are global level counseling tools that can be used if no local 

ones exist; they can be found under the “Conducting Training” section of the TRP 

website.  Facilitators should incorporate activities that enable trainees to use the tools or 

job aids that they use at work (or will use after the learning intervention).  

 

Games and activities 

Most of the TRP modules contain review games that are enjoyable ways for trainees to 

review TRP content. TRP modules also contain other small or large-group activities that 

keep trainees engaged and enable them to apply new knowledge and skills. These include 

icebreakers that can be used to help trainees to get to know each other and re-energize 

themselves throughout the training day.   

 

Role Plays  

Each TRP module includes role play scenarios that allow trainees to practice and receive 

feedback on their application of new knowledge and skills. Role plays are particularly 

useful for developing communications and interpersonal skills.   Each role play describes 

a typical client scenario and asks the trainee to respond to that scenario, while being 

observed by the trainer and other trainees, following along with an observation guide.  
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The trainee is then given feedback on what they performed well, and ideas for 

improvement going forward.  

 

Case Studies 

Each TRP module also has case studies.  Trainees can complete the case studies 

individually, in small groups or as one large group.  Case studies review information 

about a client’s situation progressively, asking the trainee to make decisions and provide 

responses at each level; this allows development of analytical skills through the 

application of new knowledge and skills obtained during the training. 

•  Evaluation Tools 

The TRP contains several options for evaluating trainees including pre- and post-tests 

which contain objective questions, with instructions for scoring the tests. The TRP also 

contains competency-based skills checklists and optional review games and instructions 

for evaluating role plays and case studies. 

 Pre- and Post-tests 

There is a pre and post-test for each module in the TRP.  When a training course includes 

several modules, several questions from each module can be selected as the pre- and 

post-test for the course. The pre-test knowledge evaluation should be given at the 

beginning of the training and again at the end (post-test). The trainee’s pre- and post-test 

scores should be compared to measure changes in knowledge. The pre-test contains the 

same test items as the post-test. The pre- and post-tests are objective and comprised of 

true/false and multiple choice questions. Instructions are given on how to score the tests.  

Competency-based Skills Checklists 

Trainers may observe trainees practicing and applying skills, tools, and techniques during 

the training.  This can be done through direct observation of clinical skills, role plays, 

simulations, or case studies.  

A competency-based checklist is developed by breaking down the clinical skill or activity 

to be taught into its essential steps. Each step is then analyzed to determine the most 

efficient and safe way to perform and learn it. These checklists make learning the 

necessary steps or tasks easier and evaluating the learner’s performance more objective.  

In addition to using checklists to learn a skill, trainees and trainers keep track of progress 

in the clinical area by using checklists. The checklists contain enough detail to permit the 

trainer to evaluate and record the overall performance of the skill or activity.  

Competency-based checklists have been developed for those modules in the TRP that 

include skills, for example, counseling, giving a DepoProvera injection, and inserting an 

IUD.  

Using checklists in competency-based clinical training: 

• Ensures that trainees have mastered the counseling skills and activities, first in 

simulated practice with anatomical models or role plays, and then with clients; 

• Ensures that all trainees will have their skills measured according to the same 

standard; and 
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• Forms the basis for follow-up observations and evaluations.  

Criteria for satisfactory performance by the trainees are based on the knowledge, 

attitudes, and skills demonstrated and practiced during training. In preparing for formal 

evaluation by the trainer, trainees can familiarize themselves with the content of the 

checklist by critiquing each other’s skills.  

When evaluating the performance of a trainee, the trainer will judge each step of the skill 

to be: 

1 = Needs Improvement: Step or task not performed correctly or out of sequence (if 

necessary) or is omitted 

2 = Competently Performed: Step or task performed correctly in proper sequence (if 

necessary) but participant does not progress from step to step efficiently 

3 = Proficiently Performed: Step or task efficiently and precisely performed in the 

proper sequence (if necessary) 

Not observed: Step, task, or skill not performed by the trainee during evaluation by 

the trainer.  

Competency-based Skills Checklists can be found in each of the modules under 

Evaluation Tools. 

Course Evaluations 

The course evaluation is an important first step in determining the success of a training 

program. Trainees reactions help determine the effectiveness of a program and how it can 

be improved.  

Rapid evaluations can be done quickly to determine trainee’s reactions to the day’s 

session. For example, at the end of each day, ask the following: 

1. How valuable was today’s session for you using a 5-point scale? 

2. What are the most important things you learned today?  

3. How do you plan to apply those ideas to your job? 

If you choose not to use the course evaluation form, a quick alternative at the end of 

training (or during) is to put up two flip charts. On one flip chart write, “Here are some 

things we found especially useful in the training.” On the other write, “Here are some 

suggestions for how the training could be even better.” Make sure the trainer leaves the 

room while the trainees are writing.  

Course evaluations can be found in each of the modules under Evaluation Tools. 

Review Exercises and Games 

An interesting way to measure what trainees have learned is through the use of review 

exercises and games. Examples of these can be found under the Evaluation Tools section 

of each module 
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• References 

The main references for the FP Counseling TRP as well as for other TRPs of the TRP are 

the World Health Organization’s four cornerstones of family planning guidance: 

 

1. Family Planning: A Global Handbook for Providers (2018 update). This book serves as a 

quick-reference resource for all level of health care workers. It provides practical 

guidance on delivering family planning methods appropriately and effectively. 

http://www.who.int/reproductivehealth/publications/fp-global-handbook/en/  

 

2. The Medical Eligibility Criteria for Contraceptive Use (5th edition 2015). This resource 

provides guidance on whether people with certain medical conditions can safely and 

effectively use specific contraceptive methods.  

http://www.who.int/reproductivehealth/publications/family_planning/MEC-5/en/ 

 

3. The Selected Practice Recommendations for Contraceptive Use (3rd Edition 2016). This 

resource provides guidance on how to use contraceptive methods safely and effectively, 

once they are deemed to be medically appropriate. 

http://www.who.int/reproductivehealth/publications/family_planning/SPR-3/en/ 

 

4. The WHO Medical Eligibility Criteria Wheel for Contraceptive Use (2015) is a tool that 

makes it easy to identify medical eligibility for use of family planning methods. 

http://www.who.int/reproductivehealth/publications/family_planning/mec-wheel-5th/en/ 

Additional information and resources for use by facilitators can be found in the 

“Conducting Training” section of the TRP website (http://www.fptraining.org). 

 

 

Using the Training Resource Package to Develop Training 

 

The design of training so as to make learning and skills building more efficient, effective and 

appealing is called the instructional design process.  The materials in the TRP were developed 

using the instructional design process, and it can also be applied to adapt them to your specific 

training situation.  There are many different models of instructional design, but the steps below 

incorporate the basic principles common to them for you to follow as you work with the TRP to 

meet your specific training needs.    Follow this link for more information on one instructional 

design process: http://reprolineplus.org/resources/instructional-design-learning-resource-

package-second-edition (Instructional Design Learning Resources Package: Second Edition, 

Jhpiego, 2017). 

 

Everything needed to develop and deliver training is included in the TRP. The diagram (page 2) 

following the Table of Contents shows how the different components of the TRP fit together. 

Each component may be adapted to fit circumstances in countries where they will be used, the 

trainers who will be conducting training, and the level of expertise, competencies and skills of 

the trainees. The TRP can be adapted to fit any kind of training e.g., face-to-face or self-study 

combined with clinical practicum, on-the-job training, as well as more traditional classroom and 

clinical settings.  The TRP can be used as a resource for refresher training or for training new 

http://www.who.int/reproductivehealth/publications/fp-global-handbook/en/
http://www.who.int/reproductivehealth/publications/family_planning/MEC-5/en/
http://www.who.int/reproductivehealth/publications/family_planning/SPR-3/en/
http://www.who.int/reproductivehealth/publications/family_planning/mec-wheel-5th/en/
http://www.fptraining.org/
http://reprolineplus.org/resources/instructional-design-learning-resource-package-second-edition
http://reprolineplus.org/resources/instructional-design-learning-resource-package-second-edition
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providers. The individual TRP modules can be used as stand-alone training courses or as part of 

a comprehensive course in FP. Whenever possible, the TRP should be translated into the local 

language.   

 

STEP 1:  Assess and Identify Training Needs 

 

Ideally, designing effective training begins with conducting a performance needs assessment 

(PNA).  A PNA will verify that a lack of skills and knowledge is a primary cause of the 

performance problem or challenge that you are facing. A training program can address only 

knowledge and skills deficits; it does not address any of the other factors that influence workers’ 

performance, such as lack of clear job expectations, clear and immediate performance feedback, 

adequate physical environment and tools, and motivation and incentives to perform as expected.  

Individual trainers do not routinely have the opportunity to conduct a PNA, which can require 

more time, resources and expertise than is available to them.   

 

In this guide, we will assume that a PNA has been done, establishing that training is the solution, 

or at least part of the solution, to recognized performance problems.  Once the need for training 

is established, a training needs assessment (TNA) should be conducted to ensure the training 

addresses the needed knowledge and skills.  In the “General Resources on Training” tab of the 

TRP, there are a number of documents that provide guidance on how to conduct a TNA in more 

detail than is provided here.   

 

In a TNA, the providers’ training needs are determined by identifying the gaps between the 

providers’ current Knowledge, Attitudes and Skills (KAS) and those needed to fulfill their job 

descriptions. The discrepancy between what exists and what is needed, stated in terms of KAS, 

serves to define the content of training.  Keep in mind that the KAS needed for a physician may 

not be the same KAS needed for a nurse, midwife or less highly trainer provider. 

 

What is KAS? 

• Knowledge, which consists of the information and understanding necessary to perform a 

job or task; 

• Attitudes, which consist of the opinions and beliefs associated with performing a job or 

task. 

• Skills, which consist of the practical, hands-on activities necessary to perform the job or 

task 

 

When a TNA has not been done or to learn more about the specific trainees who will receive 

training, you can observe them in their work place, get input from their supervisors, or conduct a 

quick assessment of them at the start of the training, in order to incorporate that information in 

the design of training that addresses real needs.  

 

National standards and guidelines 

The goal of training is to improve Knowledge, Attitudes and Skills (KAS) to meet the needs for 

health care provision. Thus, clinical training should be based on the country’s clinical standards 

and guidelines. Linking the training to the national standards and guidelines is important in: 
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• Identifying providers’ training needs 

• Making the training relevant to the current clinical situation; 

• Making the training consistent with the national standards and guidelines; 

• Providing a basis, or standard, for training evaluation and follow up; and 

• Providing a basis for choosing and strengthening a site for clinical practicum. 

 

STEP 2: Design the training needed to address the identified needs.   
 

Start by writing a training goal that describes what is to be achieved by the training.   

Then write learning objectives that identify the specific knowledge, skills and attitudes that 

learners should gain in order to meet the training goal.    The TRP includes learning objectives 

for each module that can be modified to meet your specific needs.   

 

Then create a training schedule that reflects both the actual time you have available for training 

and the goal/objectives that you wish to achieve.  It’s important to keep in mind that often the 

time actually available for training is not the ideal times included in the schedules and session 

plans developed for the TRP.  If that is the case, you will need to reduce the time allocated for 

some of the sessions by eliminating or shortening some activities in the session plans.  Adjusting 

activities to fit the time can be particularly challenging when you are designing a comprehensive 

or multi-method FP course rather than one focusing on a single method.   

 

Start by reviewing the Illustrative Training Schedule (found in the “Illustrative Module Session 

Plan” tab of each module) that indicates starting and ending times of activities, breaks, and meals, for 

the content you will be covering. You will need to decide what is most relevant to addressing the 

training needs that have been identified, the order in which content should be presented, resources 

available, and other factors as you lay out the timeline for the training.  Do not forget to allow for 

adequate time for evaluation of the trainees’ learning of knowledge, skills and attitudes.  You 

may also want to choose ice-breakers, energizers, warm-ups, wrap-ups and review games that 

complement the activities selected to accomplish the learning objectives. 

 

Create a schedule based on the time you have determined is needed for each training session, 

taking into account the learning objectives addressed, the activities that will be conducted, and 

the prior knowledge and skills of trainees. 

 

STEP 3:  Develop and adapt the training materials needed 

 

The TRP includes most, if not all, of the materials you need to deliver and evaluation your 

training.  

 

• Look at the TRP Diagram (found immediately after the table of contents in this document on 

page X). Consider which part of each module are relevant and useful for your training goal, 

objectives, and intended trainees. You may not want or need to use every resource in a 

module.  

• Select the parts of the TRP that address your learning objectives.  Use only the content 

directly related to the learning objectives.  Including extraneous information in training 

reduces learning.  
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• Download the materials you want to use and adapt the presentations and other TRP 

materials as appropriate.  

• Use an existing session plan, create a new session plan, or combine sections of different 

session plans as needed to coordinate the pieces of your course. Ensure an appropriate 

mix of activities that taps into trainees’ experience, keeps trainees engaged, supports your 

learning objectives, and presents new knowledge and skills in a logical order. 

• Revise slides as needed; remove slides that are not relevant to your learning objectives 

and add your own slides as needed. Combine the slides into a new set.   

• This is your opportunity to adapt the materials (role plays, case studies, other activities) 

to your local situation and culture.  To prepare for this, it is helpful to:  

o Identify local policies, service delivery guidelines, and record-keeping 

practices related to your training goal and objectives so you may adapt 

content accordingly (i.e., the maximum number of pill packs that health 

workers may distribute to new or continuing clients). 

o Identify job aids and resources that trainees use or will be using at their work 

sites so that you can obtain and distribute these during the training and 

include them in training presentations and activities (i.e., screening checklists, 

client brochures, record-keeping forms). 

o Collect local myths or misconceptions related to the training topic so you can 

prepare to respond to them and use them as examples. 

 

STEP 4: Gather needed materials and prepare for training 

 

• Obtain and copy the counseling tools, screening checklists, and other job aids that 

trainees will be using. 

• Obtain equipment and supplies needed: a computer projector for displaying the 

presentation, flip charts, markers and pens, etc.  

• Thoroughly review the content, making sure it is clear, until you feel comfortable 

presenting information and facilitating group activities. 

 

STEP 5:  Assess/Evaluate the course design   

 

Ideally, trainers are able to test their course design with a “practice” group of trainees before 

implementing it with the target audience.  That, however, often is not possible.  Nevertheless, 

when conducting a training course for the first time, it is important to gather feedback on what is 

working and what is not, so corrections can be made for future use.  Routinely collecting such 

feedback and incorporating it to improve training is a best practice that all trainers are 

encouraged to follow.   

 

Some ways of doing this include:    

• Ask an observer, co-trainer or assistant to keep good notes of the training times, content, 

methodologies, time management, and feedback from trainees. Be sure they record all 

learning activities, exercises, or content that need to be changed, as well as reactions from 

trainees.  
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• Ask trainees to evaluate not only the course as a whole, but to provide feedback on 

individual sessions, including content, methodology, handouts, time allocation and 

training site, materials, and training aids. 

 

Be sure to use this information to strengthen the course before each delivery.    

  

Using the Training Resource Package for Pre-service Training  

 

Teachers and curriculum developers may use TRP resources for developing a new course or to 

create teaching materials for an existing pre-service curriculum. While many of the activities 

involved in developing in-service training also apply to pre-service curricula, (for example, task 

analysis of job responsibilities, defining prerequisite skills and knowledge), developing pre-

service curricula involves a distinctive set of coordinated activities. Describing how to use the 

TRP in this process would require more extensive instructions than this guide can currently 

provide. Detailed advice on using the TRP for pre-service education will be included in a future 

revision of this guide. In the interim, please see this document (link) for some practical advice on 

using the TRP for pre-service education, based on actual experience.    

 

 

Conducting Clinical Practice 

 

Ensuring an effective and safe clinical practice experience is both essential and challenging.  The 

following are key points to consider when designing the clinical practicum.  For more 

information on each of these areas please refer to “General Resources on Training”; there are 

several documents listed there that will provide additional guidance.   

 

• The clinical practice site must expose trainees to adequate numbers of cases as well as a 

supportive environment that reinforces the standards taught in the classroom. Clear 

criteria for site selection are needed. Clinical sites may need to be prepared for this role 

and that can take time and resources.  

 

• Expert clinical trainers are needed at the site, in order to ensure adequate supervision of 

trainees.  Not only must they be expert clinicians, they also need mentoring skills.  These 

individuals may need to be developed as well.  
 

• Standards for certification of learners – the level of skill they must demonstrate in order 

to independently, without supervision, perform a procedure - needs to be determined in 

advance.  Case load, the number of trainers, the number of trainees, the complexity of the 

skill and time available are all factors to be taken into consideration.   

 

• When planning, it is important to consider the time available for clinical training, as well 

as the ratio of trainers to trainees.    

 


