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Facilitator Guide
Training Tool Kit Overview
Significant human and financial resources have been invested worldwide in the collection of population, facility, and community-based data. However, this information often is not used by key stakeholders to effectively inform policy and programmatic decision making. As a result, many health programs fail to fully link evidence to decisions and suffer from a decreased ability to respond to the priority needs of the populations they serve. Many possible factors undermine evidence-based decision making. Some relate to how information flows to decision makers, and how they make their decisions; others to the context in which information is collected and decisions are made; and yet others to the organizational infrastructure and technical capacity of those that generate and use data.  
This course aims to provide the conceptual basis for data use within an organization or program, or at the national, state, or district levels of government. Also included in the course are several tools created by MEASURE Evaluation to facilitate the use of data in decision making. Specific learning objectives include:  
· Improving the understanding of the role of data in decision making, the context of decision making, the determinants of data use, and the importance of data sharing and feedback

· Building skills for applying data demand and using tools
Ideally, the course should be delivered to teams from the same organization or government level. Each team should include both data users and data producers. Data users are health professionals, policymakers, and other key health decision makers who use data to inform the design, implementation, monitoring, and improvement of health programs. Data producers are professionals who acquire and analyze health data and prepare them for distribution to audiences of users. These include monitoring and evaluation (M&E) specialists, data clerks, or researchers. The team approach has proven effective because it ensures that all of those involved understand their respective roles in data demand and use, and how the roles interact with each other. Understanding that team training may be cost prohibitive, the next best option is to provide separate training for data users and data producers from the same organization. This type of training can be conducted as an add-on to previously scheduled meetings to minimize travel costs. If this option is selected, trainers should emphasize the links between data users and data producers.

Training Tool Kit Components

The Training Tool Kit contains six training sessions. Detailed speaker notes are provided below each slide to assist the trainer in covering the key concepts on each slide. The Tool Kit includes five practice small group activities to give participants an opportunity to practice the skills taught and understand the key concepts the training materials communicate. A corresponding facilitator’s guide is provided to assist the trainer with timing each session, soliciting feedback from the group, and implementing the small group practice work. The Tool Kit provides all of the resources needed to conduct the course, including training materials, practice activities, job aids, and background materials. The specific components of the training Tool Kit include:
· Facilitator Guide

· Training Sessions – PowerPoint Slides
· Session 1: Using Data to Inform Policies & Programs
· Session 2: Determinants of Data Use
· Session 3: Context of Decision Making
· Session 4: Understanding Data and Information Flow
· Session 5: Sharing Information and Providing Feedback
· Session 6: Linking Data to Action
· Activity Handouts – ready-to-print handouts for the small group activities. These include group work instructions, case studies, and blank versions of the tools for use in group work.
· Session 1: Case Study Review
· Session 2: Action Plan to Address Barriers to Data Use
· Session 3: Stakeholder Analysis and Engagement 
· Session 4: Mapping Information Flow 
· Session 6: Framework for Linking Data with Action
· Background Reading 
· Data Demand and Information Use in the Health Sector: Conceptual Framework, MEASURE Evaluation, 2007.
· Tools for Data Demand and Use in the Health Sector. MEASURE Evaluation, 2011.
· Data Demand and Information Use in the Health Sector: Case Study Series. MEASURE Evaluation, 2007.
· Building the Bridge from Human Resources Data to Effective Decisions: Ten Pillars of Successful Data-Driven Decision Making.  Ummuro Adano, Management Sciences for Health. August, 2009.
· Factsheet: A Model for Evidence-Informed Decision Making in Public Health. National Collaborating Center for Methods and Tools, Manchester University.
Each training session has the same layout. The session begins with a slide on learning objectives that describe what participants will learn in that session. Subsequent slides present the technical content of the session. A summary of key messages covered during the session is the last slide before small group work instructions. Some sessions contain discussion questions to encourage participation and active engagement of the large group. Five small group activities are incorporated throughout the training to transition participants from knowledge to practice. The first small group activity, found at the end of Session 1, uses national and program-level case studies to highlight the role of data in program improvement. The second small group activity, found at the end of Session 2, provides participants with an opportunity to discuss barriers to data use. More important, the activity encourages problem solving and action to overcome barriers to data use. The third small group activity, found at the end of Session 3, gives participants the chance to identify stakeholders and brainstorm about how to engage them in activities. The fourth small group activity, found at the end of Session 4, allows participants to practice using the Information Use Map. The fifth small group activity, found at the send of Session 6, gives participants the opportunity to practice identifying priority decisions and linking them to data. Although an approximate amount of time is suggested for each activity, the facilitator will have to adjust the activity timing to meet the needs of participants. The Quick Reference Table below outlines the six sessions, their corresponding slides, and the small group activities.
Session Descriptions ​​– Quick Reference Table

	Session
	Topic
	Key Topics
	Small Group Activity

	Intro
	Training overview
	· Training objectives

· Overview of sessions
	None

	1 
	Using Data to Inform Policies and Programs
	· The role of data in decision making

· The challenges to using data in decision making

· The purposes of M&E

· Examples of data use
	1 – Case Study Review

	2 
	Determinants of Data Use
	· Determinants of data use

· Barriers to data use

· Assessing barriers to data use
	2 – Action Plan to Address Barriers to Data Use

	3 
	Context of Decision Making
	· The role of:

· Stakeholders

· Decisions

· Data
	3 – Stakeholder Analysis and Engagement

	4 
	Understanding Data and Information Flow
	· Information flow
· Information Use Map
· Guide to expanding use of information
	4 – Mapping Information Flow

	5 
	Sharing Information and Providing Feedback
	· Define feedback

· Examples of feedback

· Possible ways of providing feedback
	None

	6 
	Linking Data to Action
	· Understanding decisions and questions
· Using the Framework for linking data with action
	5 – Linking Decisions with Data

	Summary
	Review of Key Themes
	· Key themes from Sessions 1–6
	None


How to Use the Training Tool Kit
Facilitator Guidance 

All general directions and comments to the facilitator are noted in the Facilitator Guide. Any resources or materials needed for each session also are indicated in the Facilitator Guide, including activity handouts. Comments relevant to specific slides are found on the notes pages of the PowerPoint Slides, prefaced by Note to facilitator (in italics).  

The training is intended to be given sequentially, with all sessions presented in order. While they are organized sequentially, the order of Sessions 1 through 4 can be rearranged, depending on the context of the training and audience being trained. Of note is that Sessions 5 and 6 must never be reordered; they remain in the same sequence regardless of who is being trained. The sample agenda below provides guidance for the standard 3-day training. 
Depending on the existing capacity of training participants, local training objectives and other mitigating factors, the training facilitators may desire to reduce the duration of the training. In order to shorten the training, combine sessions 1, 2 and 3 into one session, and sessions 4 and 5 together for a total of 3 sessions. With the exception of the Small Group Activity 1: Case Study Review, small group activities can be omitted to reduce time.  If the Small Group Activities 2, 3, 4, and 6 are omitted, edit the slides that cover the Data Demand and Use Tools (sessions 2, 3, 4 and 6) by removing in-depth information about the tools. Instead introduce each tool and recommend that the learners seek the instructions on tool implementation from http://www.cpc.unc.edu/measure/publications/pdf/ms-06-16b. 
Sample Agenda for 3-Day Training 
Expected outcomes:

· Raise participants’ awareness of the importance of using data to inform program planning and policy development through case studies/examples of data use;

· Develop action plans to overcome barriers to data use as a means of strengthening demand for data and increasing instances of information use at the headquarters, state, district, and program site levels;
· Develop action plans that link data to specific programmatic questions or upcoming decisions  that will  inform program  management and/or improvement; and
· Integrate Data Demand and Use tools and approaches presented and used during the workshop into the organization’s assessment and planning processes.
Day 1

	9:00  Registration

9:30  Welcome – Introductions through icebreaker

· Introductory remarks by hosting organizations

· Housekeeping – team structure, team assignments, team presentations, logistics announcements

· Participant expectations
· Review agenda
10:30  TEA BREAK
10:45 Begin Technical Agenda


	Session 1:  Using Data to Inform Policies and Programs  
Presentation describing data use concepts and general discussion of experiences. (45 min)
11:30 Small Group Activity: Groups will read and answer questions about a case study to learn about data-based decision making. (45 min)
12:15 Group Work Report Back (45 min)

	1:00 LUNCH
2:00  Session 2:  Determinants of Data Use
Presentation on understanding the determinants and common barriers to data use. (30 min) 
2:30 Small Group Activity:  Group will examine and discuss barriers to data use within their organizations and brainstorm solutions. Groups will complete an action plan for their organization, outlining steps to overcome priority barriers. (1 hour)
3:30 Group Work Report Back

	4:30   Wrap-up and Announcements

	Day 2

	

	9:00  Opening

Summary of Day 1, review agenda for Day 2  

9:30   Session 3:  Context of Decision Making 
Presentation on the context of decision making and the role of stakeholders. (45 min)
10:15 Small Group Activity:  Small groups will select a decision made in their organizations and complete the Stakeholder Analysis Matrix to identify the stakeholders to involve in the decision-making process. (45 min)
11:00 TEA BREAK

11:15   Group Work Report Back
12:15   Session 4: Understanding Data and Information Flow

Presentation on information flow, both within an organization and with external stakeholders. (45 min)

1:00 LUNCH
2:00 Small Group Activity, Pt 1:  Small groups will complete an Information Flow Map based on the way information currently flows within their organizations. (30 min)

	2:30   Small Group Activity, Pt 2:  Small groups will review and discuss the Information Use Map, considering how the flow of information can be improved. (30 min)
3:00   Group Work Report Back
4:00 Wrap-up and Announcements

	Day 3

9:00  Opening
Summary of Day 2, review agenda for Day 3
9:30  Session 5: Sharing Information and Providing Feedback
Presentation on the importance of feedback and information sharing. (1 hour)
10:30   TEA BREAK  
10:45 Session 6:  Linking Data to Action

Presentation on developing a Framework for Linking Data with Action. (45 min)

11:30 Small Group Activity (1 hour)

12:30  LUNCH
1:30  Group Work Report Back (1 hour)
2:30   Summary of Workshop and Evaluation Form


4:00   Closing Ceremony

Session Facilitator Guidance
Session Title: Introduction
Materials:  
· Flip chart, markers

· LCD, laptop, and screen
· PowerPoint slides
· Handouts of presentation

Time: 1 hour 
Objective: 
· Provide an overview of the workshop and agenda to the participants.
	Trainer Notes
	Steps

	1)  Preparation – 15 minutes
2) Introductions – 45 minutes (15 min for introduction and 30 min for icebreaker)
3–4) Expectations, ground rules, and agenda – 15 minutes


	1)  Prepare for the opening session:  Before the session, the trainer should prepare a flip chart with the agenda for the day, noting the tea breaks, lunch, and finishing times. The agenda should build in time for sessions that take longer than planned—essentially building in the ability to end on time if discussions are more robust than originally envisioned.
2)  Introduce the workshop, allowing the hosting organization to make remarks as appropriate. Review the workshop training objectives and sessions. Discuss team structure, team assignments, and team presentations. Make any necessary logistics announcements. Choose a method for participant introductions as an icebreaker. You could ask participants to introduce themselves with a brief statement about themselves or ask them to turn to the person on their right and spend a few minutes interviewing them. Each person then introduces the person on their right to the larger group.
3)  Ask participants to list their expectations for the training and then ask them to set ground rules (i.e., no cell phones, take turns speaking, etc.).

4)  Note that each participant will be asked to complete an evaluation form at the end of the training but that comments, thoughts, and suggestions are welcome throughout the workshop—either one-on-one during a break or at the beginning or end of the day.


Session Title: 1 Using Data to Inform Policies and Programs
Materials:  

· Flip chart, markers

· LCD, laptop, and screen
· PowerPoint slides
· Handouts of presentation
· Handouts of Small Group Activity 1: Case Study Review, enough copies for all participants
Time: 2 hours 15 minutes

· 45 minutes for slide presentation
· 45 minutes for group activity

· 45 minutes for report back on group activity

Objectives: 

· Understand the value of data collection and use in program monitoring and improvement
Understand the key concepts in data demand and use
· Understand the decision-making process 
	Trainer Notes
	Steps

	1) Present technical content – 45 minutes
2) Small group activity – 45 minutes
3) Group work report back – 45 minutes 
	1) PowerPoint slides, Session 1. See slides’ speaker notes in the PowerPoint file for specific guidance. On slide 18, ask for group participation. Before moving on to the small group activity, ask participants if everything was clear and if they would like to discuss any of the concepts or topics further.
2) With the large group, review the instructions for the small group activity found on slide 23. Divide the large group into smaller groups. Ideally, you will form four groups of five to eight individuals per group. Provide each person with a copy of the handout Small Group Activity 1: Case Study Review. Assign two groups case study 1 to read and discuss and assign two groups case study 2. After 20 minutes, encourage the groups still reading the case study to move on and begin discussion. Each group should answer the five questions on the slide (and handout) and record their answers on flip chart paper. Note: You will find a Word file, Small Group Activity 1: Case Study ANSWERS, for your reference.
3) Assuming four groups, each group should spend 10 minutes reporting on their answers to the case study questions. If there are more than four groups reporting back, encourage the groups not to repeat what has been said already, but rather note a common response and report back only new information discussed by the group. The facilitator should take a few minutes at the end of the session to discuss the importance of data to program improvement, and the role of the provider in data collection, and use in each of the two case study examples.  


Session Title: 2 Determinants of Data Use
Materials:  

· LCD, laptop, and screen
· Flip chart, markers
· PowerPoint slides
· Handouts of presentation
· Handout – Action Plan to Address Barriers to Data Use, enough copies for all participants
Time: 2 hours 30 minutes
Objectives: 

· Explain the data use conceptual framework
· Highlight the determinants of data use
· List potential barriers to data use
· Introduce the Assessment of Data Use Constraints tool
	Trainer Notes
	Steps

	1) Present technical content – 30 minutes
2) Small group activity – 1 hour
3) Group work report back – 1 hour
	1) PowerPoint slides, Session 2. See slides’ speaker notes in the PowerPoint file for specific guidance.  Slide 10 asks for group participation. Before moving on to group work, ask participants if everything was clear and if they would like to discuss any of the concepts or topics further.
2)   With the large group, review the instructions on slide 15. Have the participants rejoin their smaller groups from Session 1. Provide each person with a copy of the handout Small Group Activity 2: Action Plan to Address Barriers to Data Use. After 20 minutes, encourage the groups still discussing barriers to move on to solutions. With 20 minutes remaining, encourage groups to fill out the action plan. Each group should record its priority barriers, possible solutions, and action plan on flip chart paper. 
3)  Assuming four groups, each group should spend 15 minutes reporting on its barriers and action plans. If there are more than four groups reporting back, encourage them not to repeat what has been said already, but note a common response and report back only new information discussed by the group. The facilitator should take a few minutes at the end of the session to discuss the importance of overcoming barriers to data use and the necessity of following up on action plans over time to ensure that barriers have been overcome.


Session Title: 3 Context of Decision Making
Materials:  

· LCD, laptop, and screen
· Flip chart, markers
· PowerPoint slides
· Handouts of presentation
· Handouts – Stakeholder Analysis and Engagement, enough copies for all participants
Time: 2 hours 30 minutes
Objectives: 

· Explain the context of decision making
· Define the concept of stakeholders
· Explain the importance of involving stakeholders throughout the data use in decision making cycle
· Introduce the Stakeholder Assessment and Engagement tools
	Trainer Notes
	Steps

	1) Present technical content – 45 minutes 
2) Small group activity – 45 minutes

3) Group work report back – 1 hour 
	1) PowerPoint slides, Session 3. See slides’ speaker notes in the PowerPoint file for specific guidance.  Slides 4, 8, 16, and 20 ask for group participation. Solicit the group input BEFORE revealing the answers on the slides (where applicable). Reveal the answers by clicking to activate the custom animation. Before moving on to group work, ask participants if everything was clear and if they would like to discuss any of the concepts or topics further.
2) With the large group, review the instructions on slide 30. Divide the large group into smaller groups. Ideally, you will form four groups different from the ones formed on Day 1 so that participants can interact with different people. Provide each person with a copy of the handout Small Group Activity 3: Stakeholder Analysis and Engagement (which contains the Stakeholder Analysis Matrix and Stakeholder Engagement Plan). After 25 minutes, encourage the groups still working on the Analysis Matrix to move on to the Engagement Plan. Each group should record their Analysis Matrix and Engagement Plan for one stakeholder on flip chart paper.
3) Assuming four groups, each group should spend 15 minutes reporting on its Stakeholder Analysis Matrix and Engagement Plan. If there are more than four groups reporting back, encourage them not to repeat what has been said already, but note a common response and report back only new information discussed by the group. The facilitator should take a few minutes at the end of the session to discuss the importance of engaging stakeholders.



Session Title: 4 Understanding Data and Information Flow
Materials:  

· LCD, laptop, and screen
· Flip chart, markers
· PowerPoint slides
· Handouts of presentation
· Handouts of Small Group Activity 4: Mapping Information Flow (contains the Information Use Map), enough copies for all participants

Time: 2 hours 45 minutes 
Objectives: 

· Identify opportunities for improving data production and use
· Identify opportunities for feedback mechanisms
· Identify points at which analysis and data could support programmatic decision making
	Trainer Notes
	Steps

	1) Present technical content – 45 minutes

2) Small group activity, Pt 1 – 30 minutes
3) Small group activity, Pt 2 – 30 minutes

4) Group work report back – 1 hour

	1) PowerPoint slides, Session 4. See slides’ speaker notes in the PowerPoint file for specific guidance. Slide 9 asks for group participation. Before moving on to the group work, ask participants if everything was clear and if they would like to discuss any of the concepts or topics further.
2) With the large group, review the instructions on slide 15. Convene small groups. Ideally, for this activity, participants will be from the same organization. If not, this activity can be done with participants from different organizations, but have the group choose one organization to map for the exercise. Provide each person with two copies of the Information Use Map. Participants should spend 30 minutes filling this out based on the way information currently flows in their organization. 

3) After 30 minutes, ask participants to review the Information Use Map and look for ways to improve the flow of information based on the questions on slide 16. Participants should then re-create the Information Flow Map. 
4) To report back on this exercise, use a ‘round robin’ approach. Instruct one group member to remain at the table to present the group’s map to visiting table groups. The other group members (minus the presenter, who remains behind) move to the right to visit the table next to them. Table group representatives should spend 10 minutes describing to their visitors how they improved their information flow and how this would facilitate data use. After 10 minutes, the table group moves one more table to the right and visits a new table. Again, representatives spend 10 minutes describing to their visitors how they improved their information flow and how this would facilitate data use. All table groups return to their own tables to consider and discuss how what they learned from their neighbors could be applied to their own settings to improve information flow and data use. 


Session Title: 5 Sharing Information and Providing Feedback
Materials:  

· LCD, laptop, and screen
· PowerPoint slides
· Handouts of presentation
Time: 1 hour 
Objectives: 

· Understand the importance of feedback in program improvement and management
· List potential barriers to providing feedback
· Consider how to improve feedback mechanisms in participants’ own work
	Trainer Notes
	Steps

	1) Present technical content – 1 hour

	1) PowerPoint slides, Session 5. See slides’ speaker notes in the PowerPoint file for specific guidance. Slide 17 asks for group participation. Before moving on to the next session, ask participants if everything was clear and if they would like to discuss any of the concepts or topics further.
Note – This session does not include group work.


Session Title: 6 Linking Data to Action
Materials:  

· LCD, laptop, and  screen
· PowerPoint slides
· Flip chart, markers
· Handouts of presentation
· Handouts of Small Group Activity 5: Framework for Linking Data with Action, enough copies for all participants
Time: 2 hours 45 minutes 
Objectives: 

· Identify priority decisions and programmatic questions
· Link decisions/questions with potential data sources
· Create a time-bound plan for using data in decision making
	Trainer Notes
	Steps

	1) Present technical content – 45 minutes

2) Small group activity – 1 hour 

3) Group work report back – 1 hour 


	1) PowerPoint slides, Session 6. See slides’ speaker notes in the PowerPoint file for specific guidance. Before ending the training, ask participants if everything was clear and if they would like to discuss any of the concepts or topics further.
2) Review the instructions with the large group (slide 25). Divide the large group into smaller groups. Provide each person with a copy of the handout Small Group Activity 5: Framework for Linking Data with Action. Ask each group to select a note taker. Instruct each group to brainstorm three decisions or questions in columns 1 and 2 in the Framework for Linking Data with Action and then complete the remaining columns. If participants find the brainstorming of decisions/questions challenging, refer to Slide 22 for examples. At the end of the exercise, the note taker should have their completed Frameworks on flip chart paper so each group can share their Framework with the large group during the report back session. Some groups may choose not to use the Activity handout but rather work directly on the flip chart paper. 
3) After one hour, ask participants to present their completed Frameworks to the large group. Each group will have 5 minutes to present its completed Framework. After each presentation, allow 5 minutes for the large group to discuss whether other data sources might have been used in this decision or if other stakeholders could be involved.



Session Title: Review of Key themes

Materials:  

· LCD, laptop, and screen

· PowerPoint slides

· Handouts of presentation
Time: 15 minutes 
Objectives: 

· Review key themes presented during the workshop
	Trainer Notes
	Steps

	1) Review technical content – 30 minutes if needed

	1) There are no slides for this section. Simply review the key themes from each session. Before concluding the training workshop, ask participants if everything was clear and if they would like to discuss any of the concepts or topics further.
Note – This session is a summary of the content covered in Sessions 1–6 and does not include group work.


Workshop Closing 
Materials:  

· Group expectations from Introduction session written on flip chart
· Evaluation form
Time: 1 hour
Objective: 

· To close the workshop
At the end of the workshop, the facilitator should review the training expectations solicited from participants during the Introduction session to determine if they were met. The facilitator also should encourage participants to complete a training evaluation form so that information is collected on how to improve the training to better meet the learning needs of students in their specific context. 
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