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1. INTRODUCTION 

The overall purpose of this document is to guide workshop designers in developing course materials for 

before, during, and after BTSF workshops and using the Workshop and Trainer Guide Templates.  

BTSF seeks to shift from traditional, presentation-heavy sessions toward a structured spaced learning 

approach. The main aim of the workshop component is to reduce presentation time and increase 

participant engagement.   

BTSF workshop sessions are designed according to the following principles: 

• Reduce cognitive load: limit the time to 20 minutes allocated to PowerPoint or Video presentations 

to prevent information overload and to maintain participant focus. 

• Strengthen higher-order learning: using questions and exercises to emphasize Bloom’s taxonomy 

levels 4–61 (analysis, evaluation, and synthesis) to increase participant engagement and promote 

active learning. 

• Incorporate spaced learning: include structured pre- and post-workshop activities to ensure 

thorough preparation and to continue the learning after the workshop. 

• Enable replication: package workshops as Dissemination kits (DK) that participants can easily 

adapt and deliver the workshops within their respective countries. The DK includes the programme, 

the PowerPoint presentations, the Participant Workbook and the Trainer Guide, which are fully 

aligned.  

Adherence to these design principles will enhance learning outcomes and create a more engaging and 

enjoyable participant experience. A Participant Workbook and a Trainer Guide must be developed for the 

workshop and should follow the same structure as the workshop programme.  

A BTSF Workshop Learning materials checklist is available to assist with the submission of materials for 

validation by DG SANTE, see Annex to this document.   

 

1 See for example: https://poorvucenter.yale.edu/teaching/teaching-resource-library/blooms-taxonomy 

https://poorvucenter.yale.edu/teaching/teaching-resource-library/blooms-taxonomy
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2. WORKSHOP PROGRAMME 

The workshop programme provides a detailed description of each workshop session, including the timing, 

learning objectives and planned learning activities.  

The programme should be designed to provide an appropriate balance between presentations, participant 

interaction and practical application. The workshop should maintain a steady pace while allowing sufficient 

time for discussion, reflection and participant engagement. 

Contractors may determine the number of sessions required each day, provided that: 

• the total duration of formal learning activities does not exceed 360 minutes per day;  

• participants are provided with sufficient refreshment and lunch breaks;  

• the programme allows adequate opportunities for interaction and discussion.  

 

A typical workshop consists of either three or four days of training delivered over four or five calendar days, 

usually beginning on the afternoon of the first day and concluding on the morning of the final day. 

As a general guide, each workshop day should consist of no more than four 90-minute sessions. Where 

additional sessions are required, individual session durations should be reduced to ensure that the total 

daily learning time does not exceed 360 minutes. 

Each 90-minute session should normally consist of one of the following formats: 

• Two presentations followed by participant interaction.  

• One presentation followed by one scenario-based exercise.  

• One extended scenario-based exercise or practical workshop. 

 

Every presentation should be followed immediately by structured participant interaction. This may include 

a facilitated discussion, short scenario-based activities, problem-solving exercises, case studies or other 

learning activities that require participants to analyse and apply the concepts presented. 

As a general principle, presentation time should not exceed one-third of the session duration, with 

approximately two-thirds devoted to participant interaction and learning activities. Experience has shown 

that participants retain significantly more knowledge when concepts are reinforced immediately through 

discussion and application. 

Field visits may be incorporated where they contribute directly to the learning objectives of the workshop. 

Field visits should include structured observation tasks and opportunities for reflection to ensure they 

reinforce rather than replace the workshop learning outcomes. 

Review the workshop programme in the Example Participant Workbook for the Animal Health Workshop.  
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3. PARTICIPANT WORKBOOK AND TRAINER GUIDE 

A Participant Workbook and a Trainer Guide must be developed for every BTSF workshop. Both 

documents should follow the same structure as the workshop programme to ensure that participants and 

trainers can easily navigate the workshop and locate the relevant materials for each session. 

The Participant Workbook and Trainer Guide are complementary documents. The Participant Workbook 

supports participants throughout the workshop, while the Trainer Guide provides facilitators with the 

additional information required to deliver each session consistently and effectively. Both documents 

should therefore be fully aligned with the workshop programme, presentations and learning activities. 

3.1. Participant Workbook 

Providing participants with a digital or printed “Participant Workbook” enables them to follow the workshop 

more effectively and gives them access to all relevant readings, discussion questions and exercises before, 

during and after the workshop. The workbook also provides space for participants to record notes, 

reflections and responses during the sessions. The Participant Workbook should support learning rather 

than duplicate presentation slides. It should provide participants with the essential information required 

to participate actively in discussions and practical activities, while avoiding unnecessary repetition of 

presentation content. 

The Participant Workbook includes the following elements. Refer to the Example Participant Workbook for 

reference.  

1. INTRODUCTION: Provide an introduction to the workshop 

2. WORKSHOP OBJECTIVES: Include the workshop objectives provided by DG SANTE 

3. PRE-WORKSHOP ACTIVITIES: Include the pre workshop activities. This should include 

a. Pre Workshop activity description 

b. Provide instructions to participants 

c. NOTES 

4. WORKSHOP PROGRAMME: Provide the workshop programme including information on timings, 

coffee and lunch breaks. Include presentation titles and if available, names of speakers. 

5. DAY ACTIVITIES (Describe the sessions including the following information for each day) 

 

a. SESSION  – TITLE (There are up to 4 sessions in a day) 

b. SESSION  OBJECTIVE (One to two objectives per session. Align presentations and activities to 

the objectives) 

c. PRESENTATION TITLE (There are up to 2 presentations per session) 

d. PRESENTATION NOTES (Presentation notes should not duplicate the slide content. Provide 

a summary of what the presentation covers highlighting the key points. 
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e. DISCUSSION ACTIVITY (Provide the discussion question/s) 

f. NOTES (Include the space for notes wherever appropriate) 

g. REFERENCES/READINGS (Include references and links to readings where appropriate 

throughout the guide) 

6. PRACTICAL SESSION – TITLE (For practical sessions the focus is the exercise) 

a. SESSION OBJECTIVES (Provide the objectives for the scenario exercise) 

b. SCENARIO SYNOPSIS (Provide the synopsis) 

c. INSTRUCTIONS (Provide instructions to participants on what they need to do) 

d. EXERCISE QUESTIONS/EXERCISES (Provide multiple questions as required) 

e. NOTES 

7. POST WORKSHOP ACTIVITIES 

a. POST-WORKSHOP ACTIVITY QUESTIONS 

b. NOTES 

The workbook should remain practical and easy to use. It is intended to guide participant learning and 

support discussion rather than serve as a comprehensive technical manual. 

3.2. Trainer guide 

The purpose of the Trainer Guide is to support trainers in delivering the workshop consistently and 

effectively. The Trainer Guide is an expanded version of the Participant Workbook containing 

additional information that enables trainers to deliver the workshop in a consistent manner while 

maintaining and ensuring the intended learning outcomes. The Trainer Guide provides practical guidance 

that assists trainers in facilitating discussions, reinforcing key learning points and managing workshop 

activities. 

The Trainer Guide includes the following elements but with additional elements to guide the trainer. Refer 

to the Example Trainer Guide for reference.  

8. INTRODUCTION: Provide an introduction to the workshop 

9. WORKSHOP OBJECTIVES: Include the workshop objectives provided by DG SANTE 

10. PRE-WORKSHOP ACTIVITIES: Include the pre workshop activities. This should include 

a. Pre Workshop activity description 

b. Answer guide 

c. NOTES 

11. WORKSHOP PROGRAMME: Provide the workshop programme including information on timings, 

coffee and lunch breaks. Include presentation titles and if available, names of speakers. 

12. DAY ACTIVITIES (Describe the sessions including the following information for each day) 

 

a. SESSION  – TITLE (There are up to 4 sessions in a day) 
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b. SESSION  OBJECTIVE (One to two objectives per session. Align presentations and activities to 

the objectives) 

c. PRESENTATION TITLE (There are up to 2 presentations per session) 

d. PRESENTATION NOTES FOR TRAINER (Presentation notes should not duplicate the slide 

content. Provide practical guidance to the trainer on the messages to emphasise, concepts 

that may require additional explanation, examples that illustrate application in practice. 

Focus on helping the trainer draw connections reinforce the intended learning outcomes) 

e. DISCUSSION ACTIVITY 

f. KEY POINTS TO COVER IN DISCUSSION (Discussion notes should guide the trainer, not 

provide model answers. Identify the key messages and conclusions that should emerge. 

Highlight any common misconceptions to address. Ensure the discussion remains focused 

on the intended learning outcomes. 

g. NOTES (Include the space for notes wherever appropriate) 

h. REFERENCES/READINGS (Include references and links to readings where appropriate 

throughout the guide) 

13. PRACTICAL SESSION – TITLE (For practical sessions the focus is the exercise) 

a. SESSION OBJECTIVES (Provide the objectives for the scenario exercise) 

b. INSTRUCTIONS TO TRAINER TO RUN SESSION (These instructions should guide the 

trainer on organising the activity etc.) 

c. SCENARIO SYNOPSIS (Provide the synopsis) 

d. EXERCISE QUESTIONS/EXERCISES (Provide multiple questions as required) 

e. EXAMPLE ANSWERS FOR TRAINER 

f. NOTES 

14. POST WORKSHOP ACTIVITIES 

a. POST-WORKSHOP ACTIVITY QUESTIONS 

b. INSTRUCTIONS TO TRAINER 

c. NOTES 

Refer to the Example Trainer Guide to see how these elements are used for a workshop.   

The Trainer Guide should provide sufficient information to enable another suitably qualified expert to 

deliver the workshop effectively while maintaining a consistent learning experience across different BTSF 

courses. 

 

 

 

 



  

Page 6 of 19 

for BTSF workshops 

Version 3. 03/08/2026 

 

PEDAGOGICAL GUIIDELINE 

4. WORKSHOP PREPARATION AND FOLLOW-UP ACTIVITIES 

4.1. Pre-workshop activities 

The primary purpose of pre-workshop activities is to prepare participants for the workshop. The better 

prepared participants are, the more engaging and effective the workshop sessions will be. Training 

Coordinators, having a clear view of the workshop content, are well placed to identify areas where prior 

preparation would be particularly beneficial.  

Where possible, core content should be addressed during the pre-workshop phase. Participants should be 

given access to relevant reference material, videos, and any pre-course activities such as forum questions, 

surveys, or short eLearning modules to help them develop a foundational understanding of the subject 

matter before attending the workshop. 

In line with the focus of BTSF pedagogy which requires that each session be structured as one-third content 

presentation and two-thirds participant interaction, participants who have completed the assigned 

questions, watched the recommended videos, and/or accessed the reference material will be better 

equipped to contribute meaningfully during the workshop. 

The key requirement for this component is to identify appropriate preparatory materials (readings or 

videos, forum questions other activities) and ensure they are made available (uploaded to the course page) 

in BTSF ACADEMY.  

A pre-workshop activity may, for example, include a short eLearning module2, an essay question or forum 

activity on the workshop topic that participants must complete in advance. The eLearning module could 

be positioned as part of the workshop onboarding process.  

Given the constraints of high workloads under which most officials work it is important to remain realistic 

about expectations. A reasonable target would be approximately 1-2 hours of pre-course work. 

Importantly, to make this preparation meaningful and encourage engagement, it should be clearly linked 

to workshop activities. 

To reduce in-session delivery time for content, some content will inevitably need to be moved outside the 

workshop, further reinforcing the importance of well-designed pre-and post-workshop activities. For 

example: Think of the areas where legislation must be covered. No one wants to waste time in the 

workshop presenting the legislation in detail, so think of an exercise where participants need to read the 

key Articles and form a view.  

 

2 Contractors should liaise with BTSF ACADEMY on the technical requirements for hosting or providing access to an eLearning 

course module in the course folder in the ACADEMY. 
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Participants could be asked to prepare short positions or opinions on selected topics, which they will later 

be asked to present or discuss during the workshop. This creates a built-in incentive, as participants know 

they will be actively involved and put on the spot. 

Participants’ learning needs and experience will have been submitted in the pre-course BTSF survey as part 

of their training applications.  

4.2. Presentations 

For a 90-minute session, include no more than two presentations of up to 20 minutes each. Presentations 

may be delivered using PowerPoint slides or video. 

Presentations are primarily a passive learning method. Without immediate reinforcement or interactive 

elements, participants retain only a small portion of the information presented. Research shows that 

learners may forget more than 70% of new information within 24 hours, with retention dropping to as little 

as 8% after one week. 

A common challenge for subject matter experts is limiting too much content. Often, failure to do so results 

in long, linear presentations overloaded with information. Instead, focus on distilling key messages. 

Prioritize clarity, simplicity, and engagement rather than attempting to cover every detail. 

PowerPoint Presentations 

• It is suggested to limit presentations to 20 minutes. 

• To keep presentations shorter, limit presentations to approximately 10 slides (about 2 minutes per 

slide). Speaker notes must be made available to SANTE BTSF 

• Slides should support and reinforce the speaker’s message, not duplicate it. Avoid dense text, 

excessive data, or cluttered visuals. 

• Contractors are required to capture presenters’ verbal additions/clarifications to presentations 

using IT solutions. 

Videos 

• Should be no longer than 10 minutes. 

• Use visuals to provide real-world context. For example, when discussing slaughter practices, 

consider including relevant footage to illustrate the environment and processes. 

• Videos are particularly effective for expert interviews, field demonstrations, technical procedures 

and insights from farmers, legislators, or other officials. 

• Visual content should focus on the elements and concepts referred to in the topics and objectives. 

Diagrams and graphs that include text should be included in editable slides and not in video to allow 

machine translation in the BTSF ACADEMY. 
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4.3. Exercises immediately after presentations 

Learning reinforcement should occur immediately after each presentation. Short discussion exercises 

allow participants to reflect on the material presented and connect it with their own professional 

experience. 

Well-designed discussion questions help participants: 

• Connect theoretical concepts with practical implementation. 

• Reflect on how the topic relates to their work or responsibilities. 

• Identify challenges or differences in implementation between countries. 

• Share experiences and learn from the approaches used in other national systems. 

 

Trainers should encourage open dialogue and ensure that participants from different countries have the 

opportunity to contribute perspectives. 

 

4.4. Designing Application and Analysis Questions 

Questions should be linked directly to the key learning points of the presentation. Rather than asking 

participants to recall information, questions should prompt them to: 

 

• Analyse a concept or policy in the context of their national systems. 

• Consider how a principle would be applied in practice. 

• Identify operational challenges or implementation barriers. 

• Reflect on the effectiveness of current approaches. 

 

Application and analysis questions can be designed in the form of discussion questions or debate style 

questions. See examples of each.  

 

By integrating application and analysis questions in a format of structured discussions into the training 

sessions, participants will: 

• Develop a deeper understanding of the presentation topics. 

• Share practical experiences from different national systems. 

• Identify good practices and potential improvements. 

• Strengthen their ability to apply the Animal Health Law framework in operational settings. 
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4.3. EXAMPLE DISCUSSION QUESTION 

Topic: Disease categorisation and disease control strategies 

“Consider how disease categorisation is intended to support proportionate and risk-based disease control 

strategies.” 

Discussion prompts: 

• How do veterinary authorities in your country use disease categorisation when designing surveillance 

programmes or disease control policies? (Analysis) 

• Are there situations where the same disease category requires different control approaches depending 

on national epidemiological circumstances or production systems? (Application) 

Recommended timing: 

Allow approximately 10 minutes of discussion per question. 

Guidance: 

Prepare two to three discussion questions per presentation to reinforce key learning points. 

Facilitating Level 5 and 6 Exercises (Evaluation and Synthesis) 

Some sessions may include more advanced discussion formats, such as structured debates or problem-solving 

exercises. These correspond to Bloom’s Levels 5 and 6 (Evaluation and Synthesis) and are designed to stimulate 

deeper critical thinking. 

These exercises encourage participants to: 

• Evaluate different approaches to disease prevention and control. 

• Compare policy frameworks and implementation strategies across countries. 

• Develop shared insights and potential improvements to current practices. 
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4.3. EXAMPLE DEBATE QUESTION 

Participants are divided into two groups and asked to debate the following perspectives: 

Position A: 

Disease categorisation is essential for designing effective disease prevention and control strategies. 

Position B: 

Effective disease prevention and control strategies can be implemented without relying on disease 

categorisation. 

Each group prepares arguments supporting their assigned position and presents them to the wider group. 

Role of the tutor 

The tutor plays a key role in ensuring that discussions remain focused, constructive and relevant to the 

learning objectives. 

Tutors should: 

• Clearly explain the purpose of the discussion question. 

• Encourage participation from different countries and perspectives. 

• Ensure that discussions remain focused on practical implementation. 

• Summarise key points and link them back to the learning objectives of the session. 

Timing Guidance 

4.5. Scenario Based Exercises 

Scenario-based exercises are a key component of the BTSF pedagogical approach because they enable 

participants to apply knowledge to realistic workplace situations. Unlike presentations, which primarily 

transfer knowledge, scenario-based exercises require participants to analyse information, make decisions, 

justify their reasoning and learn from the experiences of colleagues from other Member States. 

Activity Recommended Duration 

Level 3–4 discussion question 8–10 minutes 

Group feedback / reporting 5 minutes 

Level 5–6 structured discussion or debate 20–30 minutes 
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Scenarios should be based on realistic situations that participants could reasonably encounter in their 

professional roles. The objective is not to test factual recall, but to encourage participants to interpret 

information, evaluate possible approaches and identify practical solutions. 

A well-designed scenario should include: 

• A realistic background or context.  

• Sufficient information for participants to analyse the situation.  

• A clear task or problem requiring a decision.  

• Supporting evidence such as inspection reports, laboratory results, legislative extracts, maps or 

photographs where appropriate.  

• Structured discussion questions that guide participants through the decision-making process.  

• A facilitated debrief that highlights the key learning points.  

Scenarios should be sufficiently challenging to stimulate discussion while remaining achievable within the 

time available. They should encourage participants to compare approaches used in different Member 

States and reflect on how legislative requirements are applied in practice. 

The Trainer Guide should include facilitation notes, expected discussion points and the key conclusions 

that should emerge during the debrief. 

4.6. Post workshop activities 

 BTSF Survey 

The BTSF survey participants are asked to complete at the end of the workshop uses the same questions 

participants were asked to complete on their learning needs and experience in their training application. 

These should be developed together to ensure coherence with the workshop session objectives, and to 

measure the expected participants’ goals and the actual course outcomes achieved. The survey outcomes 

can also serve to assist contractors and SANTE policy units in modifying course focus or content in relation 

to the participants’ feedback.  

Follow-up Activities 

Follow-up activities are essential for evaluating the impact of the workshop and reinforcing learning over 

time. They should focus on helping participants translate learning into practical next steps - essentially 

addressing the question: “What will I do differently as a result of this workshop?”  

In line with the principle of spaced learning, participants should also engage in structured activities that 

help consolidate their knowledge and skills. For example, they could be asked to submit a portfolio of 

evidence demonstrating how they have applied workshop learning to their daily responsibilities or 
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workplace challenges or submit a response to questions in the course forum 3 , or other activities as 

requested. 

Another effective strategy is to offer online coaching sessions, either individually or in small groups. These 

sessions should be facilitated by an expert and focus on discussion, reflection, and problem-solving based 

on participants’ real-world experiences. 

Mandatory post-workshop activities should be clearly structured and supported by detailed guidance, with 

meaningful incentives to encourage completion. For instance, submission of a portfolio of evidence, or 

taking part in forum or other activities, and completion of the dissemination survey will be requirements 

for obtaining the course completion certificate.  

Such measures promote continued engagement, reflection, and practical application of learning well 

beyond the conclusion of the workshop. 

  

 

3 A short reflective forum post (e.g. 300 words in BTSF ACADEMY workshop forum), where participants outline their key takeaways 

and intended actions. This approach avoids the need for formal marking by contractors  

• It introduces a degree of peer accountability, as contributions are visible to others. 

•  Estimated time commitment: approximately 1 hour 
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5. PREPARATIONS FOR USING THE WORKSHOP DISSEMINATION KIT 

The Workshop Dissemination Kit consists of the following components: 

• A workshop programme outlining the sessions, session objectives, and timing 

• Presentations (in PowerPoint or video format) 

• A Participant Workbook 

• A Trainer Guide 

• Links to additional relevant resources in BTSF ACADEMY. 

Together these components form the Workshop Dissemination Kit (DK), which participants and National 

Contact Points (NCPs) may use to disseminate the workshop within their own organisations and Member 

States. 

The four components should be developed as a single, integrated package rather than as separate 

documents. The workshop programme provides the overall structure, while the presentations, Participant 

Workbook and Trainer Guide should be fully aligned with the objectives, learning activities and expected 

outcomes of each session. 

Any changes made to one component should be reflected consistently throughout the remaining 

components. For example, changes to presentation content should also be incorporated into the 

Participant Workbook, Trainer Guide and workshop programme where appropriate. 

Contractors should ensure that all materials use consistent terminology, learning objectives and session 

numbering to provide a coherent learning experience and facilitate future dissemination. 
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6. ANNEX 

BTSF WORKSHOP LEARNING MATERIALS  

CHECKLIST 

How to use this checklist 

Use these questions while preparing your training materials for submission to the BTSF Team. The 

questions are designed to help you ensure your workshop aligns with the BTSF pedagogical approach.  

When reviewing your materials, always consider: 

• What should participants be able to do differently after the workshop?  

• Are you designing for application and discussion, not just understanding?  

• Does your workshop reduce passive listening and increase participation? 

6.1.  WORKSHOP PROGRAMME 

Review your workshop programme using the following questions: 

Structure and timing 

Does each day include a maximum of 4 sessions of 90 minutes, with adequate coffee and lunch 

breaks? 

(This is essential to manage cognitive load and maintain attention)  

Session clarity 

Does each session include a clear numbering convention, title and objective? 

(Participants and trainers need to understand the purpose of each session)  

Alignment 

Does the programme clearly support the overall workshop objectives? 

(Check that all objectives are covered across the sessions)  
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6.2. PRESENTATIONS 

For each presentation, consider the following: 

Duration and volume 

Does the presentation stay within the 20 minute limit? 

(As a guide: more than ~10–12 slides or very dense slides usually exceed 20 minutes)  

Clarity and focus 

Is the presentation well-structured with a clear message? 

(It should introduce the topic, highlight key points, and avoid unnecessary detail)  

Are slides:  

• focused on key ideas?  

• visually clear and not overloaded with text? 

• consistently numbered and labelled? 

Quality control 

Has the presentation been checked for spelling and grammar? 

(This is the contractor’s responsibility)  

Supporting materials 

Are speaker notes or presenter explanations provided? 

(These should support delivery and be suitable for inclusion in the dissemination kit)  

6.3. QUESTION EXERCISES (AFTER PRESENTATIONS) 

Question exercises are essential to reinforce learning and must follow each presentation. 

Availability and timing 

• Have you included at least 2–3 questions per presentation?  

• Are these designed to support ~20 minutes of discussion?  

Quality of questions 

Do the questions ask participants to:  

• apply concepts?  

• analyse situations?  

(Avoid simple recall questions) 

Alignment 
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Are questions clearly linked to the key learning points of the presentation? 

(Each key message should ideally be supported by a question)  

Placement 

Are the questions included in the Participant Workbook (and optionally in slides)? 

6.4. DISCUSSION EXERCISES 

Discussion exercises may be standalone or supported by a short introductory presentation. 

Relevance 

Does the discussion focus on the session topic and objective? 

(For example: challenges, implementation issues, or practical responses)  

Preparation 

Are participants given the opportunity to prepare in advance, where appropriate?  

Integration 

Is the discussion exercise:  

• included in the workshop programme?  

• referenced in pre-workshop preparation, if needed?  

6.5. SCENARIO EXERCISES 

Scenario exercises involve group work on practical cases and typically run for a full session (90 minutes). 

If a scenario is included in the programme:  

• Is the scenario:  

o clearly described?  

o relevant to real-world practice?  

(Scenario exercises should follow the same approach as in previous BTSF workshops) 

6.6. PARTICIPANT WORKBOOK 

The Participant Workbook should support engagement during the workshop and serve as a reference 

afterwards. 

Core content 

Does the Workbook include: 

• an introduction and workshop objectives?  
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• the workshop programme?  

Session support 

For each session, does it include: 

• summaries or supporting information for presentations? 

(Keep this concise – no more than half a page per presentation)  

• question exercises immediately after presentations?  

• discussion exercises with clear instructions? (If used in the session) 

• scenario exercises? (Including instructions) 

Additional elements 

Is information about the field visit included (if applicable)? 

(e.g. what to expect, key questions to consider)  

6.7. TRAINER GUIDE 

The Trainer Guide supports delivery and should enable replication of the workshop. 

Structure 

Does the Trainer Guide follow the same structure as the Participant Workbook and programme? 

Session guidance 

Does each session clearly explain:  

• objectives  

• key learning points  

• intended outcomes  

Facilitation support 

Does it include:  

• consistent numbering with the participants’ version? 

• instructions for running discussions?  

• guidance for exercises and scenarios? 

• suggested feedback or key messages for wrap-up?  
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6.8. PRE-WORKSHOP ACTIVITIES 

Pre-workshop preparation helps ensure participants are ready to engage. 

Design 

Have you included at least one pre-workshop activity with clear instructions? 

(Approx. 2 hours of work in total) 

Reflection 

Have you included a pre-workshop BTSF survey to accompany the workshop invitation? 

(Template provided by BTSF and adapted to workshop series’ session objectives) 

Resources 

Have you completed the upload of reading materials and/or videos to BTSF ACADEMY?  

6.9. POST-WORKSHOP ACTIVITIES 

Post-workshop activities help reinforce learning and support application. 

Reflection 

Have you edited the post-workshop BTSF survey for this series of workshops in BTSF ACADEMY, to 

be completed on site? 

(Template provided by BTSF and adapted to workshop series’ session objectives) 

Application 

Have you designed at least one post workshop activity in BTSF ACADEMY that encourages participants 

to: 

• Reflect on what they learned 

• Apply it in their daily work? 

Clarity 

• Are clear instructions provided for the activity? 

Reflection & impact measurement 

Contractors must remind participants to complete the Dissemination survey in BTSF ACADEMY from 3 

months after the workshop has ended, via a forum message from the course container, directed to 

session group members (or only to those who did not complete the activity). 

   

 


