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Agenda

Training 1 on skills, networking & team building
Group 1 (Polog & Skopje regions)
Group 2 (Northeastern & Eastern regions)
SEI & managers
Mission 1.3.7
11th– 15th of April 2016
MS Experts: Bram Segijn, Marc du Maine
Objectives:

· Implement three 1-day training sessions with 3 different target groups: Group 1 (Skopje & Polog regions), Group 2 (Northeastern & Eastern regions), and SEI staff + managers. Each target group should involve a maximum of 20 participants, including SEI and local authorised environmental inspectors and permit writers for the sessions for Groups 1 & 2, and only SEI staff and managers for the session devoted to them.
· Implement an additional half-day training session with a selected group of SEI and local inspectors, to train them on how to become good trainers.

· Training to Groups 1 & 2:
· Participants know the basic rules of communication, how to have a good conversation/interview, create mutual understanding with operators, building contact and trust, interview techniques and are capable of doing this in practice.
· Participants know the rules of giving feedback and doing this in practice.
· Participants know techniques to improve knowledge-sharing in group meetings (peer-2-peer).
· Training to SEI staff and its management: learn how to develop a highly effective team.
Outputs of mission: Training materials linked to the training on skills.
AGENDA
Monday 11th of April
· 08:40 – 12:30 

·  Discussion with the RTA & RTA Counterpart of the detailed working plan, structure and goals of the training, information needed, information available

· Review of existing relevant documentation, fine-tuning of the training
· Execution of pending interviews with SEI staff

· Discuss availability of key-inspectors for Train-the-Trainer session on Friday
· 12:30 – 13:30 Lunch break

· 13:30 – 17:30 
· Execution of pending interviews with SEI staff

· Elaboration of additional training materials if required.

· Travel to training location for group in Northeastern + Eastern region.
1-day training session on skills for Group 2 (Northeastern + Eastern regions)
Tuesday 12th of April
· 09:30 – 10:30 
· Welcome; introduction of trainers and participants
· Communication exercise
· General communication theory
· Types of questioning

· 11:30 – 11:45 Coffee break

· 11:45 – 12:30

· Keys to a fruitful conversation, including understanding, trust and building of contacts
· Exercise of discussion based on a typical situation at work
· 12:30 – 13:15 Lunch break

· 13:15 – 15:15 
· Presentation and exercise focussed on the topic „feedback in communication”
· Theory of feedback
· Exercises on how to provide effective positive and negative feedback

· 15:15 – 15:30 Coffee break

· 15:30 – 16:30
· Presentation and initial discussion on the process of knowledge sharing
· Presentation on the peer-2-peer review technique

· Exercise on the peer-2-peer review technique
· Evaluation of the training

· 16:30 Travel back to Skopje

1-day training session on skills for Group 1 (Skopje + Polog regions)
Wednesday 13th of April 
· 09:30 – 10:30 
· Welcome; introduction of trainers and participants

· Communication exercise

· General communication theory

· Types of questioning

· 11:30 – 11:45 Coffee break

· 11:45 – 12:30

· Keys to a fruitful conversation, including understanding, trust and building of contacts
· Exercise of discussion based on a typical situation at work
· 12:30 – 13:15 Lunch break

· 13:15 – 15:15 
· Presentation and exercise focussed on the topic „feedback in communication”

· Theory of feedback

· Exercises on how to provide effective positive and negative feedback

· 15:15 – 15:30 Coffee break

· 15:30 – 16:30

· Presentation and initial discussion on the process of knowledge sharing
· Presentation on the peer-2-peer review technique

· Exercise on the peer-2-peer review technique

· Evaluation of the training
1-day training session on team building for SEI staff and managers
Thursday 14th of April
· 09:30 – 11:00 
· Welcome; introduction of trainers and participants

· Discuss expectations of today

· Presentation of theory Highly Effective teams
· Discuss results of interviews
· 11:00 – 11:15 Coffee break

· 11:15 – 12:30 Inventory of talents in the team
· 12:30 – 13:30 Lunch break

· 13:30 – 14:45 
·  Timeline: the successes of the team in the past, the challenges in the future
· Reflection on features of highly effective teams and the teams quallity

· 14:45 – 15:00 Coffee break
· 15:00 – 16:00
· Matching of challenges and talents: what is youir contribution to the team and its challenges
· Training session evaluation 

Half-day Train-the-Trainer workshop for key-inspectors

Friday 15th of April
· 08:40 – 12:30  
· Investigating with 4-8 key-inspectors of their training needs as a trainer

· Training of 4-8 key-inspectors in a selection of skills of communication and facilitation

· Investigating further needs and training
· 12:30 – 13:30 Lunch break

· 13:30 – 17:30 

· Assessment of the training sessions.
· Discussion with RTA & RTA Counterpart on training evaluation, and of next training (1.3.8).

· Preparation of agenda and materials for training 1.3.8
· Preparation of mission’s report of experts.
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