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HOW TO USE THIS TRAINER’S MANUAL 
 

This training guide was written as a “how to teach” 18 session series on Health Education.  It 
has been modified to include 12 sessions. It was written to give you the main concepts, goals, 
objectives, and contents on a session per session basis. It also attempts briefly to give you 
some of the essential elements are necessary for any training to be successful. 
 
The “Trainer’s Manual” gives recommended step-by-step instructions on how to approach 
each session. Note that these are recommendations, and the facilitator can and should modify 
the manual according to the special needs of the women in the group. 
 
This manual is a simple teaching outline for the use of the trainer only. It includes the session 
Objectives (which are best written on large flip chart paper and posted before the start of 
each class) and the Rationale (why the topic is being taught).  The facilitator should read 
aloud the Objectives and Rationale prior to beginning the session.  This is followed by a 
summary of exercises to be conducted during the session and a listing of materials needed in 
pre-session preparation. This is a checklist, which needs to be consulted and completed prior 
to facilitating class.  This is for your own use and does not need to be presented to the 
participants. 
 
A “Resource Book” and “Workbook” are also included for each session.  The Resource Book 
typically contains handouts related to the session topic. The Workbook contains any 
activities or special exercises that will be conducted during a session. 
 
At the beginning of each session, the group members will receive the “Resource Book” and 
“Workbook” for that particular session.   
 
Tips on Facilitating/Training 
 
A group member’s initial impression of the group can determine future attendance and the 
success of the overall project. For this reason, it is important to take special measures to 
insure that the impression you make is one that will leave the women desirous of 
participating. The following is an outline of some of the steps you need to take. 
 
Trainers should not have to be concerned with administrative details once the session begins. 
The room must be set up well in advance and preparations made for the unexpected, such as 
a small turnout or lateness. All materials needed for the session, like newsprint charts, videos, 
additional handouts, and room set up must be done before the session. The objective is to 
create a degree of professionalism, which will also be expected from the participants. 
 
All materials needed by a group member, such as resource/workbook, paper, pencils, et 
cetera, will be provided by the program. This will give group members the feeling of truly 
participating in an educational process without having to worry about affording a student’s 
“tools”. 
 



Facilitating/Training is an art! It takes a lot of preparation and energy to create and maintain 
interest in what you are going to say in the next 90 minutes. It is your enthusiasm and 
commitment to the material that will help to build self-motivation in members of the group. 
 
Most importantly, it is the trainer’s primary responsibility to create a non-threatening, open 
environment conducive to learning.  One way to do this is to maintain an open, non-
judgmental attitude at all times.  Session topics may evoke strong reactions from both 
participants and facilitators.  Please be aware of your own reactions to the material and 
maintain a neutral, positive stance. Facilitators should also limit self-disclosure during the 
sessions.  While self-disclosure can be helpful in certain cases, it can also make participants 
feel uncomfortable at times.  By limiting your own disclosures, you can keep your focus on 
the participants and their responses to the sessions.  
 
The next few pages will outline in a very cursory way the keys of successful presentation. 
Reread this section occasionally. Try to measure your sessions against some of the following 
criteria and suggestions. Ask colleagues to give you feedback on your sessions and 
presentation. Attempt to deliver the best possible training always. 
 
Be open to feedback from group members and your sessions will remain energetic and fresh. 
 
New group leaders, always remember that feeling nervous about speaking before a group is 
absolutely natural, but within the first few minutes of your talk this will dissipate. And, of 
course, with practice it will diminish even further. 
 
The Training Environment 
 
 Keep the training environment simple and clean. 

 
 Make sure that any visual aids can be seen from all seats. 

 
 It might serve you to change the seating arrangements according to the type of activity 

chosen for each session; e.g.: 
 

o Seats placed in a circle facilitate group discussions. 
 

o Classroom style rows are good for didactic lectures. 
 
 You may need to take a brief break in the middle of the session. A 5-minute break in 

which participants can stretch their legs is appropriate.  
 
Visual Aids 
 
 Visual Aids include newsprint/flipcharts and videotapes. They are important because they 

give the presenter an outline and motivate the students as well as help them retain more of 
the material. 

 



 We recommend that all objectives be written on newsprint using colored markers. Each 
printed letter should be at least 2 inches in height. Test your newsprint/ flipcharts out. See 
if they are legible from all angles of the session room. Flipcharts can also be used to keep 
you on track. Small and light pencil notes, which are visible only to you, could replace 
hand held notes or the need to constantly read from the trainer’s manual. 

 
 Review all materials before the session for appropriateness and content. 

 
Remember that you are your best visual! 

 
 Speak out in a voice tone and volume that will engage your audience. 

 
 Make eye contact with everyone. It will help you to gauge your audience’s interest and 

include them in your presentation. Eye contact has a powerful influence on 
comprehension and credibility. It also helps to control your nervousness as it gives you the 
feeling of speaking one-on-one. 

 
 Get audience participation by asking open-ended questions. Let group members come to 

their own answers.  Always try to get participants to offer ideas about a topic.  This keeps 
the material fresh, even during a didactic presentation.  Self-discovery is a very effective 
way to learn. 

 
Other Training Considerations 
 
Know your audience. 
• What is their attitude about being in the group? 
• Are group members all at the same knowledge level? 
• Are there any special needs? 
• Is your group all or almost all one ethnicity? 
• Is there any background that you should know about? 
 
Anything that you can do to familiarize yourself with the group will enhance your chances of 
making these sessions a meaningful experience for everyone. 

 
Know your objectives and what you need to accomplish on a session per session basis. 
 
Organize your materials (session handouts, visual aids, seating, trainer’s notes, etc.) ahead of 
session each and every time. 
 
Practice, Practice, Practice. Run through each session using visual aids in front of a mirror or 
a colleague. Identify potential problems or questions which may come up in a session. This 
will help you become comfortable with the use of visuals, enhance your familiarity with the 
material, and reduce nervousness. 

 



Your Role as a Facilitator/Trainer 
 
There are two types of training used in this curriculum: didactic and experiential. The 
didactic portion concentrates on the health information content.  When presenting this 
material, you should follow the script and present all of the information in the Trainer’s 
Manual.  If you find that there is additional time at the end of an exercise, feel free to turn to 
the Resource Manual for supplemental information.  You can continue with a didactic review 
of any of these materials.  In the end, you will become quite an expert in women’s health, as 
well as skilled in finding a balance between presenting factual information and getting 
participants involved.   
 
The experiential training is one of content and process. The participants experience the issues 
and the training itself. The experiential model allows participants to find their own answers 
without the intervention of the trainer. It is essential that you are able to shift your role from 
that of didactic trainer to facilitator when the subject matter requires you to. 
 
Within the curriculum, you will be required to conduct structured experiences and activities. 
The experiences are at a very simple level and therefore will require that a few simple rules 
be remembered: 
 
Announce to the session that there will be an activity. 
 
 Explain the activity, its goal, and how it will be done. 

 
 Participants need to be asked to suspend judgment of the activity, do it and then evaluate it 

later. A group’s or person’s refusal to participate in an activity suggests that there is a lack 
of trust. 

 
 Get a confirmation from the session that they understand the activity. 

 
 Give the group a time frame for the activity and announce when time is ALMOST up (5 

minutes should be sufficient). 
 
 Process the activity—make sure that those who want or need to share have a chance to do 

so. This is especially crucial when dealing with sensitive health issues as in this manual. 
 
The next step, which is included at the end of the activities, is to relate the sessions’ 
experiences to theoretical principles. Be prepared for activities to produce other than the 
desired results. Group discussions can produce more questions or very deep feelings such as 
anger. These need to be expressed within the contexts of the ground rules, which are laid out 
in the beginning of each session. 
 
As a facilitator, remember to step back and be aware of what is happening with the 
participants AND WITH YOU. Ask yourself, 
 

 What am I feeling? 



 
 Is it uncomfortable? 

 
 Do I need to further clarify? 

 
 Are all group members participating? If not, why? 

 
Do Not Rush, Take Time To Notice What Is Happening Around You. 
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