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 Community Engagement and Accountability Foundation Training
Online Facilitator Guide
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This module has been designed to be delivered using Zoom and Jamboard, but could be adapted to work on other platforms, such as Microsoft Teams or Miro if needed. To deliver this training on Zoom, access to a paid Zoom account will be needed. Jamboard is free to use and only requires a (free) Google account. Advise participants they will need a computer, stable internet access, and a quiet place to join the training. They should also sign up for a free Zoom account (if they don’t have one already) and have Zoom downloaded to their computer to join the training i.e., they should not use the browser version of Zoom as this will limit their participation
Before the training session you need to:
1. Prepare Jamboards for group work
2. Set up Zoom polls in Zoom
3. Set up your breakout rooms 
4. Make sure you can use all the Zoom functions needed for the module. 
If you need more guidance on delivering online training than is included here, see the online facilitator guide for the one-day CEA in Emergencies training which is more comprehensive. 

Preparing the Jamboards for the group work
The CEA in Emergencies Training Module uses Google Jamboard, an online digital whiteboard, (or flipchart) for many of the group exercises and scenario-based group work. Template view only Jamboards have been set up for the CEA in Emergencies Training which you can access, duplicate, and adapt if needed, for your training. 

All the template Jamboards can be accessed here. You will need the following Jamboards for this module:
1. CEA in Emergencies Minimum Actions
2. Feedback steps (if you are including this group exercise on slide 57)
3. The CEA in Emergencies scenario tasks 1-3 for whichever scenario you decide to use i.e., CEA in a Population Movement response or in Epidemics

Please note – you cannot use the template Jamboards in this folder for your training as they are view only, meaning participants cannot write on them or edit them during the group work. You need to make a copy of each Jamboard and save it to your own google drive. Do this by clicking the three dots at the top right of the page and choosing ‘Make a Copy’. Once you have created your own Jamboards for the training you will need to add the links for these into the participant handouts. Do this by clicking ‘share’ and then updating the link access to ‘anyone with the link’ and ‘editor’ as this will ensure participants will be able to edit the Jamboards during the group work. This folder also contains the Jamboards for the CEA Foundation Training so make sure you are only using the Jamboards you need for this CEA in Emergencies module. 

Jamboards for group exercises will have four identical pages – one page for each of the four groups in the training. Make sure participants understand they should work only on the page that is for their group. Jamboard is very simple to use, instructions are below, which are also included in the first few group work participant handouts.  
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Setting up your Zoom polls
There are single and multiple-choice polls during the CEA in Emergencies module, used as quizzes during the PPT sessions. These need to be set up in Zoom before the training so these are easy to access when you are presenting. The host or co-host will also need to share the results of the poll so all participants can see. On average, participants take 30-60 seconds to answer a poll and the facilitator can see the number of attendees who have answered. Zoom polls used in the module include, with correct answers in bold:

Slide 23
What are some of the ways CEA can be integrated in the response?
1. Brief everyone who joins the response on CEA
2. Have everyone sign the Code of Conduct
3. Recruit a dedicated team who can carry out all CEA work for the response 
4. Make CEA a standing agenda point in all operational meetings
5. Provide CEA trainings to all sectors

Slide 30 (if using this slide)
Which are these are good practices for an accountable assessment?
1. Each sector should conduct its own detailed assessment
2. Collect disaggregated data
3. Only ask multiple choice questions – it’s quicker
4. Practice questions and data collection with the assessment team
5. Only use male data collectors
6. Collect as much data as possible

Slide 39
On average, what % of people in the community understand selection criteria and targeting processes?
1. 81%
2. 53%
3. 35%
4. 18%
5. 5%

Slide 50 (if using this slide)
Good risk communication will:
1. Address the gaps in knowledge
2. Send one-way messages
3. Communicate the threat
4. Give instructions with no explanation 
5. Respect cultural beliefs and practices
6. Give people advice they can put into practice

Slide 52
What level of participation would community committees support?
1. Inform
2. Consult
3. Involve
4. Collaborate
5. Empower

What level of participation would assessments support?
1. Inform
2. Consult
3. Involve
4. Collaborate
5. Empower

What level of participation would noticeboards support?
1. Inform
2. Consult
3. Involve
4. Collaborate
5. Empower

Slide 59
Which of these are the basic requirements of a feedback mechanism in an emergency?
1. Have at least 5 channels for collecting feedback
2. Everyone in the community should know about the mechanism and feel comfortable using it
3. Only important feedback needs to be recorded & responded to
4. Feedback should be discussed in team meetings
5. Only staff working on the mechanism need to know how it works

Setting up your breakout rooms
The breakout rooms function allows you to split participants into smaller groups to work on group exercises and scenario tasks. For the CEA in Emergencies Training Module, there are potentially three times participants will be put into breakout rooms, depending which parts of the module you decide to use (for the minimum actions exercise, the feedback exercise, and the scenario group work at the end). Decide who will go in which breakout rooms in advance and set these up in Zoom so the transition from plenary to breakout room is fast. 

Zoom functions 
While most people will be familiar with Zoom given the level of online meetings and remote working over the last few years, it is still recommended to provide participants with a demonstration of the key Zoom features and functions and introduce them to Jamboard. Key functions using during the module include:

1. Chat box
During the training, participants can share comments and ask or answer questions using the chat box function. Messages can be sent to everyone, or privately to a specific person. This allows participants to discuss issues with each other and supports some of the face-to-face networking that would normally happen in trainings. 

2. Reactions
There are number of reactions participants can use to share non-verbal feedback, such as a thumbs up or raised hand. Reactions are a good way to encourage interaction during the training and ensure people are still listening and understand key concepts. Reactions include:
· Raise hand / lower hand as a request to speak or ask a question
· Yes / no
· Go slower / go faster
· Thumbs up / thumbs down so show agreement or disagreement
· Clap to show appreciation
· Need a break 
· Away to show the person is not at their laptop

3. Verbal and mute/unmute
Although the training is online, people can still participate verbally. It is good practice to ask people to use the raise hand icon if they wish to speak. Participants can mute or unmute themselves, but as host or co-host you can also mute participants too. For example, if someone is creating background noise.

4. Annotate
Annotate allows participants to write directly onto the PPT slides, so is a good tool to use for plenary discussions. There are several different options with annotate including writing text, drawing, or adding a stamp like a heart or a tick. The annotations will stay on the screen when you click to your next slide so make sure you select the ‘clear all drawings’ option when the discussion is finished. If lots of people have written answers on the slide on top of one another, you can move the annotations by clicking the select tool and then clicking on item you want to move, then simply drag it to clear place.
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