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Session 3.1: Introduction to Disaster 
Management 

Learning objectives 

By the end of this session participants will:  
 Understand commonly used disaster management terminology 
 Be able to explain what is meant by disaster preparedness 
 Be able to identify disaster preparedness related to education  

Session outline 
Content Approx. Time 
1. Introduction 05 minutes 
2. Hazards and disasters 15 minutes 
3. Identifying hazards 15 minutes 
4. Disaster management 15 minutes 
5. Identifying vulnerabilities and capacities 30 minutes 
6. Conclusion 10 minutes 
Total Time 90 minutes 

 

Materials needed for the session 
 No special materials needed for this session 

Session activities 

1. Introduction 05 minutes 
 Review the objectives for this session.  

 Explain that in this session we will first discuss some general 
disaster management topics and then consider the hazards 
that apply in the participants’ districts as well as their 
vulnerabilities and capacities.  

 

 

2. Hazards and Disasters 15 minutes 
 Begin by showing this slide which shows a number of different 

disasters and their effects.  

 Ask participants how they would define a ‘disaster’. 

 Take a number of responses from participants and write these 
on a flip chart. 

 If participants suggest responses, such as an earthquake or a 
cyclone, ask questions such as: 

 Is an earthquake in the middle of an uninhabited desert a disaster? 
 What would make an earthquake a ‘disaster’? 
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 Try to elicit responses that lead to answers such as loss of 
life, or disruption so great that a community or group 
cannot cope without some form of assistance 

 Stress that while there are many different definitions of 
disasters, for our purposes, we will focus on the following 
common elements of disaster definitions. 

 Compare the list of common elements to the participants’ 
responses that you noted on the flip chart. 

 Explain that different organisations and agencies often have different definitions of what 
constitutes a disaster but that these are the common elements 
found in most definitions. 

 You may want to share a specific definition, such as the one 
on the powerpoint slide: 

 

 

 Note that hazards do not necessarily result in disasters. 

 Disaster management is concerned with identifying potential 
hazards for a given area and then identifying: 

 The probability or likelihood that the hazard will occur and, 
if so, its likely level of intensity. For example, a category 5 
hurricane or cyclone is of far greater intensity and can 
potentially do much more damage than a category 1 
hurricane or cyclone. 

 The vulnerability of an individual, community, sub-group, structure, service or 
geographical area that is, the extent to which they are likely to be damaged or 
disrupted by the impact of a particular hazard.  

3. Identifying hazards 15 minutes 
 As a group, brainstorm a list of potential hazards that may occur in participants’ districts. 

Encourage participants to think of all hazards that they can, reminding them that hazards 
can include natural events as well as human-induced events such as epidemics or 
conflict. 

 After you have a good list of potential hazards, ask participants to rank each one 
according to its likelihood of occurrence (1 = unlikely to 5 = almost certain to occur) and 
its likely negative effects (1 = negligible to 5 = serious disruption of activities, destruction 
of property and loss of life). 

 Explain that identification of potential hazards and their effects is a critical component of 
disaster management. 

4. Disaster management 15 minutes 
 Disaster management is also concerned with the issue of risk 

and how to reduce it.  

 Note that, in most cases, it is difficult, if not impossible, to 
prevent a hazard from occurring, but what we can try to do is 
to reduce vulnerability and/or the capacity to cope after a 
disaster. 

 Note that vulnerability and capacity are concepts that can be 
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applied to people as well as to institutions or systems. 

 Human vulnerability is the degree to which people are susceptible to loss, damage, 
suffering and death, in the event of a disaster. 

 Institutions or structures may also be vulnerable, e.g. poorly built houses or schools may 
collapse in a disaster or an institution may be vulnerable if records are destroyed during 
a disaster.  

 Capacity, on the other hand, refers to the resources of individuals, households and 
communities that enable them to cope with a threat or resist the impact of a hazard. 

 By decreasing vulnerabilities and increasing capacities (which by itself decreases 
vulnerability), we can decrease the risk of a disaster. For example, tomorrow we will 
discuss the issue of school location as a key point of reducing vulnerability. Some areas 
where schools existed before the earthquake have been declared too hazardous 
(because of soil conditions, location of fault lines or landslide risk) to reconstruct a school 
on the existing site. In order to reduce the vulnerability of the physical structure as well 
as students and teachers, some schools need to be relocated. 

5. Identifying vulnerabilities and capacities 30 minutes 
 Form the participants into small groups and assign one 

hazard to each group based on the list compiled previously. 
(Assign those hazards that have a higher probability of 
occurring and will have resulting negative effects if they do 
occur.) 

 Ask participants to turn to their workbooks (page 25) and in 
their small groups think about the vulnerabilities that exist in 
the education systems, in terms of their assigned hazard.  Ask the group to complete the 
vulnerability column of the table (each person should fill in their own chart even though 
they should work together as a group)  

 Remind the groups that children are particularly vulnerable in emergencies – their world 
has changed leaving an uncertain present and unknown future. While their vulnerabilities 
are largely the same as for adults, they can also suffer the loss of parental care, as well 
as emotional, psychological and developmental effects. 

 Ask around the groups to share some of the vulnerabilities the groups have identified. 

 Then ask the groups to continue with their table and complete the capacities that exist 
that could enable education to continue with minimal disruption. 

 Ask around the groups to share some of the capacities the groups have identified. 

 Encourage a short open discussion on the vulnerabilities and capacities outlined and 
point out that many of them are the same regardless of the potential hazard. 

6. Conclusion 10 minutes 
 Education (with other emergency responses) revitalises and strengthens the morale of 

children, provides protection, and helps them to build new lives. 

 Point out to the group that education can also be used as a vehicle for increasing 
capacities to reduce overall vulnerability to disaster.  As educators, the planning for 
disaster preparedness should encompass the entire learning system (management 
systems, as well as the teaching and learning process and the children in school) and 
will have benefits for the whole society. 
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Session 3.2: Disaster Preparedness 
Planning 

Learning objectives 

By the end of this session participants will have:  

 Identified disaster preparedness activities that can be implemented in their districts 

 Identified who is responsible and actions that must be taken to be better prepared in the 
event of a disaster  

Session outline 
Content Approx. Time 
1. Introduction 05 minutes 
2. Disaster preparedness planning 60 minutes 
3. Analysis of preparedness measures 20 minutes 
4. Conclusion 05 minutes 
Total Time 90 minutes 

 

Materials needed for the session 
No special materials needed. 

Session activities 

1. Introduction 05 minutes 
 Review the learning objectives for this session.  

 Explain to the participants that the identification of 
vulnerabilities and capacities is of no use unless there is 
planning that mitigates the vulnerabilities by using the 
capacities.   

 In this session we will look at how we can apply these 
concepts to education, that is, what types of disaster 
preparedness measures can be taken to help education systems be better prepared to 
respond and react to disasters. 

 The ultimate goal of disaster preparedness measures must be to keep children and staff 
safe as well as to minimize the disruption of children’s and youth’s access to education. 

2.  Disaster Preparedness Planning 60 minutes 
 Review the definition of disaster preparedness planning with 

participants. Stress that the ultimate goal is to reduce the 
impact of disasters and enable people/communities to 
respond better should a disaster occur.  

 Ask the participants to return to their previous groups. 

 Explain that they are to discuss and develop a series of 
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measures that can be put into place to prepare for a disaster. 

 Ask participants to turn to page 28 in their workbooks. First 
they should review the six categories of preparedness and 
planning measures that are described. Then, they should 
choose three that they would like to implement in their 
districts.  

 For each of their selected preparedness measures, they 
should develop a series of actions to be taken in order to 
implement the preparedness measure. 

 For example; if back-up of records is a component of risk 
reduction measure the specific actions may include regular, 
timely submission of school records (with copies kept at the 
school level), compilation of records at the district or UC level 
(within a week of receipt) and forwarding of those compiled 
lists to at least two different locations for safe keeping.  Ideally 
this should be done electronically.  

 Tell the groups that they must develop at least three real 
actions to be taken for each measure that they choose. In the last column they should list 
the people or sectors responsible for completing the action.  This is on pages 26-27 of 
their workbooks.  

 Tell the groups to write their answers on a flipchart and that they should have these 
completed in 40 minutes. 

3. Analysis of preparedness measures 20 minutes 
 Ask one member of each group to present their findings to the participants 

 Ask the large group if the proposed preparedness measures are achievable and how 
they fit into the timeline from day 2. When should these activities be conducted? 

4. Conclusion 05 minutes 
 Ask participants to think about their outlines and remind them that they need to be 

incorporated into their overall planning.   

 Disaster preparedness should be standard policy. It is the role of the senior managers to 
advocate for policy changes and support as well as to make sure that the head teachers 
and the communities know their responsibilities and are able to incorporate disaster 
preparedness into their activities. This should include knowing what to do in the event of 
an emergency. 
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Session 3.3: Working with Communities 

Learning objectives 

By the end of this session participants will:  
 Have discussed the pros and cons of working with PTCs/SMCs 
 Have considered the role that PTCs/SMCs can play in reconstruction 

Session outline 
Content Approx. Time 
1. Introduction 05 minutes 
2. Debate 45 minutes 
3. Conclusion 10 minutes 
Total Time 60 minutes 

 

Materials needed/special preparation for the session 
 Ball for the debate. 
 Two flip charts labelled “CAN help” and “CANNOT help” hung on the wall. Hang extra 

blank sheets on the wall in case there are more points than can be written on one flip 
chart. 

Session activities 

1. Introduction 05 minutes 
 This session addresses ways that managers can engage parents, guardians and 

community members through PTCs/SMCs.  While school communities were also deeply 
affected by the earthquake and their professional, financial, emotional and other 
resources also overburdened, they can still play a vital role in reconstruction as well as in 
the on-going activities of their schools. 

 It is the responsibility of senior managers as well as principals and head teachers to find 
ways of involving PTCs/SMCs in the running of the schools in their districts and securing 
their support. This will be essential during this difficult time and will also help create a 
feedback loop for parents to obtain an accurate idea of their children’s progress. 

2. Debate: “School committees cannot help” 45 minutes 
 Divide the participants into two groups.  Explain that they are going to take part in a 

debate.  The first group (A) will develop arguments to support the statement “School 
committees cannot help”.  The second group (B) will argue against the topic (i.e. they are 
arguing that school committees can help). 

 Explain that there are particular rules for this debate: 

 Each point made must be different (that is, the same point cannot be repeated). 

 Explain to the participants that each side must develop their own arguments, but they 
must also try to think of what the other side will say and develop arguments against their 
points. 

 Tell the participants that they have 15 minutes to prepare their arguments.   
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 Remind them to use page 31 of their workbooks to help them prepare. 

 Give the instructions for the debate. Side A has a ball, which they throw to somebody on 
side B after they make their first point.  Side B must try to refute the point and then make 
a point of their own.  Then they throw the ball back to side A, who makes a new point 
and so on. 

 Remind the groups that they can only use each point once. 

 Record each point on the appropriate flip chart. 

3. Conclusion 10 minutes 
 At the end of the debate, summarise the main points.  Explain to participants that one 

reason for thinking through possible objections to school committees is to help the 
managers develop stronger arguments in favour of the committees and be better able to 
convince head teachers and communities of the value of school committees. 

 Even though the communities have suffered enormously as a result of the earthquake, 
helping others is part of the healing as well as being a directive of Islam.  Not only will 
the schools be helped through the reintroduction of school committees, but so will the 
communities themselves. 
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Session 3.4: Role of District Managers in 
Reconstruction 

Learning objectives 

By the end of this session participants will have:  
 Discussed the importance of “influence” in the leadership process 
 Considered specific activities for which they can enlist support from PTAs and school 

communities 

Session outline 
Content Approx. Time 
1. Introduction 30 minutes 
2. Influence role plays 40 minutes 
3. Conclusion 05 minutes 
Total Time 75 minutes 

Materials needed/special preparation for the session 
 No special materials needed for this session. 

Session activities 

1. Introduction 20 minutes 
 In this session, we will continue to explore ways in which PTCs/SMCs may be able to 

help in the reconstruction process. We will look not only at specific ways in which they 
can help but we will also look at the concept of “influence”. 

 The relationship of education officials with communities and with higher authorities is not 
one of power or hierarchy. Education officials cannot “order” parents to participate in 
school activities but they can “influence” them in order to secure their support and 
assistance. 

 Begin by showing the two proverbs. Ask participants what is 
meant and how they can apply these proverbs to their work.  
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Show the definition of influence. Stress that the important 
concept is changing or modifying someone’s behaviour, 
actions or opinions. 

 Influence is a key skill for managers to develop. It helps earn 
co-operation from colleagues and community members, 
ensures your voice is heard and makes you a better leader. 
The real skill is learning how to influence through 
commitment, loyalty and trust, rather than through mere 
compliance or, at worst, coercion.  

 Leadership and influence can take many forms.  Show the 
slide and discuss each of the elements briefly.  

 The way influence is acquired without formal authority is 
through the "law of reciprocity"— the almost universal belief 
that people should be paid back for what they do, that one 
good (or bad) deed deserves another.  This belief is held by 
people in different societies all around the world.  Because 
people expect that their actions will be paid back in one form 
or another, influence is possible.  

 Show the slide “sources of influence.” Choose two or three to 
discuss in more detail with the group.  

 

 

 

 

 

 

2. Influence role plays 50 minutes 
 Ask participants to turn to page 33 in their workbooks. As a 

group brainstorm a list of ways that the PTCs/SMCs can 
provide assistance to meet the needs of the schools.  

 After 10 minutes, conduct a round robin exercise. Ask one 
table to state one type of assistance that is needed and write 
this on a flip chart. Then ask the next table to state a different 
type of needed assistance. Continue around all the tables until 
you have captured all of the groups’ responses. 

 Next, ask for four volunteers to play the role of educational managers in a short role play. 
Explain to them that their job in the role play will be to influence the parents in their 
community (the rest of the participants) in order to secure their needed assistance. They 
should practice developing the sources of influence during the role play. 

 Ask the volunteers to choose one type of assistance for which they will try to influence 
the parents to provide for the school. 

 Tell the volunteers that they have 10 minutes to prepare for a short role play on their 
chosen scenario.  

 As the volunteers prepare, explain to the rest of the group that their job in the role play 
will be to act as parents. They may choose to play their roles as they like and they 
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should decide what their needs and interests are and why they may or may not want to 
assist.  

If the education managers are successful in their attempts to obtain assistance from the 
parents, the group may respond positively. If they do not like how they are treated or the 
strategies used by the managers are not compelling, they may choose not to help. 

 The role play will last 5-10 minutes.  

 After the role play, ask the “parents” whether they are willing to help the education 
managers. If so, which strategies were the most influential in securing their assistance? 
What could the managers have done differently in order to influence them to provide the 
requested assistance? 

 Ask the education managers to describe their “influence” strategy. What were they 
“offering” to the community? How were they trying to influence the community? 

3. Conclusion 5 minutes 
 Conclude by showing the influence checklist and summary.  

 Remind participants that influence is about exchange – giving 
something of value 

 In order to have influence you have to work to develop your 
sources of influence and you must want to be influential. 

 District managers have “position authority” because of their 
official roles. This is a source of influence but it may not be 
enough in all situations, additional strategies must be tried in 
order to obtain assistance from communities.  

 Communities can potentially play a critical role in the 
reconstruction of the education system. It will be useful for 
district managers to consider how they would like the 
communities to be involved and how they can influence 
community members. 



Management of Recovery and Reconstruction 
Trainer’s Notes 

PITE/UNESCO  40 

Session: Review of the Course 

Learning objectives 

At the end of this session, participants will:  
 Be able to identify and recall the learning points of the work undertaken so far in this 

course. 

Session outline 
Content Approx. Time 
1. Introduction 05 minutes 
2. Review of the course (Quiz) 20 minutes 
3. Conclusion 05 minutes 
Total Time 30 minutes 

Materials needed for the session 
o Ball 

Session activities 

1. Introduction  05 minutes 
 After the recitation, remind participants that this is the time to see what they have 

internalised from the work done so far. 

2. Review of the course (Quiz) 20 minutes 
 Divide participants into two teams. Give each person on each team a number. Begin at 

one end of the line with number one and continue to the other end of the line. Then cross 
over to the other team and begin numbering at one again.  

 Tell the teams that when you shout a number, the two people who have that number 
should race for the ball. The person who gets the ball earns a point for their team. The 
team that does not get the ball must answer a question. If they answer the question 
correctly, they also earn a point. 

 Tell the group that bonus points will be given at the discretion of the facilitator. 
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Quiz questions 
1. There are 4 objectives for this 

workshop – tell me 2 
2. Give an example of a capacity that 

exists within the education system in 
your districts. 

3. What is the percentage of children 
completing the primary cycle of 
education in one district represented at 
your table? 

4. What is a vision statement? 

5. Why should we have a vision 
statement? 

6. Define vulnerability and give an 
example. 

7. Why do we need SMART objectives? 8. There are at least three levels in an 
objective tree what are they? 

9. Why do we need indicators? 10. What is one disaster preparedness 
measure that you will implement in 
your district? 

11. Define “influence” and how you can 
use it in your interactions with 
communities. 

12. Name 3 ways that SMCs can help in 
the reconstruction phase. 

13. Name two possible sources of 
influence. 

14. What makes a hazard a “disaster”? 

15. Name three responsibilities of senior 
education managers in reconstruction 

16. Tell a proverb or verse from the Quran 
that describes the importance of 
working together or seeking to 
influence people to work together. 

17. The PTCs/SMCs have a long list of 
responsibilities.  Name 4 (not 
previously mentioned) 

18. Describe 2 ways that you can motivate 
members of the SMCs 

19. How many orange pegs were there? 20. What was the assumption made in that 
objective (of finding all the orange 
pegs)? [That we knew exactly how 
many “all” was, i.e. 30.] 

21. Name two problems that NESPAK is 
facing in the reconstruction process. 

22. What can you (or your office) do to 
minimize these problems? 
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Session 4.1: Overview of NESPAK 
Reconstruction Procedures and Q&A  

Learning objectives 

By the end of this session participants will:  
 Understand the NESPAK processes and procedures 
 Be updated on the current reconstruction challenges and status of reconstruction 

activities 

Session outline 
Content Approx. Time 
1. Introduction 05 minutes 
2. NESPAK presentation 

 Option 1 if NESPAK representative attends 
 Option 2 for use if NESPAK does not attend 

60 minutes 

3. Q&A 25 minutes 
Total Time 90 minutes 

 

Materials needed/special preparation for the session 
 No special materials needed. 
 [Option 1] In advance of the session, arrange for representative(s) from NESPAK and/or 

ERRA, the PERRA or SERRA or DRU to serve as resource people. If possible arrange 
also for a representative from a donor organization that is building schools (e.g. ADB, 
UNICEF, SDC, Lighthouse, etc.)  

 [Option 2] If you are unable to arrange for a representative from NESPAK to make a 
presentation, use the presentation provided to present the basic steps of NESPAK’s 
design process and ERRA procedures. 

Option 1 – Session activities 

1. Introduction 05 minutes 
 Explain to participants that the majority of this session will be devoted to answering their 

questions. 

 Explain that during this session there will be a short presentation of NESPAK’s design 
process with a review of the ERRA procedures. Encourage participants to ask and 
answer questions based on their own experiences in their districts. 

2. NESPAK design process 60 minutes 
 Monitor presentation by NESPAK and help facilitate if necessary. 

3. Q&A 30 minutes 
 After the invited guests have presented, allow time for participants to ask questions. 
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4. Conclusion 05 minutes 
 Thank the outside resource people for their attendance this morning. 

 Remind participants that part of their role in the districts is trying to coordinate and 
monitor all of the external agencies that are engaged in the reconstruction process. 
Coordination will be essential to the process of building back better and will make 
reconstruction efforts more efficient. 

Option 2 – Session activities 

1. Introduction 05 minutes 
 Review the session objectives with participants.  

 Explain to participants that during this session there will be a 
brief presentation of the NESPAK design process and the 
ERRA procedures. During the presentations they should think 
about the issues that they are facing in their districts with 
regard to reconstruction. 

 Following the presentation, there will be time for open 
discussion about the issues participants are facing. They should use this time to try to 
think of alternative solutions and to learn from other colleagues’ experiences. 

2. NESPAK presentation 60 minutes 
 Show the slides that describe NESPAK’s design process. The intent here is not to 

describe each step in detail but to inform participants about the range of associated with 
the design and construction of a school.  

 The first step in the process of reconstruction is the 
identification of schools. This first step is critical and is the 
responsibility of district managers. To speed up the 
reconstruction process, district managers should “package” 
schools ensuring that there are no land ownership problems 
with the selected schools.  

In addition, one major problem with the reconstruction is 
attracting contractors to build the schools. Therefore, district managers need to think 
carefully about how they “package” schools. They should include a mix of schools that 
are easily accessible as well as some that are in more remote areas. The packages 
should look attractive to contractors but should also ensure that all schools are rebuilt. If 
the schools in a package are all remote, it will be very difficult to obtain bids from the pre-
approved contractors.  

After district managers have identified the packages of schools, the ERRA PC-1 forms 
are to be completed in consultation with the DRU and submitted to the DRAC for 
approval if less than $100 million Rs.  

When developing the packages, it is critical that district managers take this opportunity to 
specify the requirements for each school and why they are needed, especially if the 
school is bigger or has different facilities than it had before the earthquake.  

 The next series of steps in the NESPAK process is to assess 
the sites. In order to build back better, one of the most 
important criteria at this stage is making sure that safe sites 
are selected. NESPAK engineers must determine that the site 
is not on or near a fault line, whether the ground is stable 
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enough for the construction of a new building and whether 
there are other potential hazards in the area, such as 
landslides or riverbeds subject to flooding, that would make 
the site unsafe. 

During the site assessment, NESPAK teams prepare a 
detailed photo log for each proposed school and collect 
detailed data about each school.  

 Name of the school and head teacher and contact 
numbers 

 Location of the school: by district, tehsil, union council, 
circle, village and settlement levels as well as with the 
use of a GPS coordinate that precisely locates the 
school. 

 Ownership of the land 
 Accessibility and distance from nearest town 
 Type of school: boys, girls, both 
 Number of classrooms and level (primary, middle, 

high, higher secondary) and other rooms 
 The extent of the damage: to students and teachers as 

well as to the building and facilities 
 Availability of electricity and water and materials for 

construction purposes 

 NESPAK also conducts a seismic hazard assessment based on data provided by the 
Pakistan Geological Survey. Explain that the fault maps included here are still in the 
process of being updated as the Geological Surveys obtains new and better information. 

 

   

   
 Each site is assessed for potential hazards and the NESPAK engineers also inquire 

about the availability of alternate sites. A scientific geotechnical evaluation of each site 
and its condition is also conducted. 
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 Finally, the NESPAK team completes its Users’ Requirements Form. This form details all 
the school data including student enrolment before the earthquake and the anticipated 
present needs for the school. 

 After the site assessment has been completed and the school 
packages have been developed, NESPAK prepare the 
detailed design for each school in the package. NESPAK 
has developed a number of standard designs which are used 
for the schools. In addition, NESPAK and other donors will 
also be introducing pre-engineered, steel structures in the 
earthquake-affected areas in order to speed up the process.  

 

   

  
 

 Once the designs have been completed for all the schools in a 
package, the bidding documents are prepared and an 
invitation for bids is sent out.  

 Finally, after the bids have been evaluated, construction can 
begin. District managers should be informed about when 
contractors have been selected so they can monitor how 
quickly construction begins at their sites. 

 Ask if participants have any questions about the NESPAK 
procedures. Encourage them that the better they are in planning the work that needs to 
be done, resolving land issues and packing their schools, the easier it will be for 
NESPAK to complete the process and hopefully construction of schools will be faster. 

 Review the three slides on the ERRA procedures related to the functions and 
composition of the DRU and the DRAC. Remind participants that if the estimated cost of 
a “package” of schools is less than Rs. 100 million, the DRAC can approve the packages 
at the district level without further approval required. 
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3. Q&A – Open discussion 30 minutes 
 Use the remaining time in the session to facilitate a discussion among participants. This 

is a time for them to discuss with their peers the problems that they have encountered 
and steps they have taken to solve the problems.  

 Encourage them to share their success stories with regard to the reconstruction process 
so that others can learn from their experiences. 
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Sessions 4.2 & 4.3: District Action Plans 

Learning objectives 

By the end of this session participants will:  
 Be able to prepare a viable action plan which will incorporate all aspects of this 

workshop. 
 Have drafted an action plan for post-workshop timeline 

Session outline 
Content Approx. Time 
1. Introduction 05 minutes 
2. Preparing an action plan 45 minutes 
3. Presentation of action plans 45 minutes 
4. Conclusion 10 minutes 
Total Time 105 minutes 

Materials needed for the session 
None 

Session activities 

1. Introduction 05 minutes 
 As this is the final activity of this course, this is the time to synthesise all of what we have 

learned and to see how this knowledge and these skills can be implemented.   

 In this session we will look at developing an action plan that you can carry out in your 
own job and that will contribute to the vision, utilise the actions that you developed from 
your objective tree and the outline that you developed during the disaster preparedness 
session.  It is all of these together that should ensure that you can more effectively fulfil 
the tasks assigned to your position.  

2. Preparing an action plan 45 minutes 
 Ask participants to find the colleagues from their own district or institution. 

 Remind the groups to think back to the timeline actions and to share their disaster 
preparedness plans. 

 Tell the groups to turn to page 53 of their workbook and as a group list the steps in 
sequence that they will need to do to move towards achieving their vision. These should 
be things that they personally will do – not activities that they think someone else should 
do. The activities should be phrased as either “I will …” or “We will …” 

 The steps are at two levels – actions that can be done immediately (such as developing 
appropriate disaster drills) and then within six months (such as ensuring that all schools 
are implementing the drills, through monitoring visits and analysis of reports received). 

 Remind participants to fill in the second column as this will indicate with whom they 
should liaise to ensure that their plans can be accomplished. 

 Tell the groups that they have 45 minutes for this task. 
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 Move around the groups to make sure that the plans are realistic and do not involve just 
telling others to “do something”.   

 Remind participants that each person should complete the table in their workbook as this 
is the only record that they will have of what they have committed themselves to doing. 

3. Action plan presentations 45 minutes 
 Ask each group to give a short 5-7 minute presentation of the action plan for their district. 

 After each presentation, ask if there are any questions or comments. Provide comments 
as appropriate. 

4. Conclusion 10 minutes 
 Ask the participants if they are truly committed to fulfilling their action plan. 

 Remind them that as senior managers, they are role models and it is their level of 
professionalism that will be a guide for others. 

 Remind participants that these action plans will be built upon with the workshops to 
come (levels 3 and 4).  
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Session 4.4: Workshop Evaluation and Closing 

Learning objectives 

By the end of this session participants will:  
 Commit themselves to working on the implementation of their workplan 
 Receive their certificates 

Session outline 
Content Approx. Time 
1. Introduction 05 minutes 
2. Evaluation of the course 30 minutes 
3. Closing Remarks 25 minutes 
Total Time 60 minutes 

Materials needed for the session 
Course certificates 

Session activities 

1. Introduction 05 minutes 
 Thank the participants for the work that they have undertaken during the workshop. 

 Remind participants that their feedback is especially important as this is a pilot course 
and any modifications will be on the basis of analysis and their feedback.  Explain that it 
is more important to have full comprehensive comments than it is to have comments in 
English. 

2. Evaluation of the course 30 minutes 
 Ask the group to turn to page 55 in their workbook and to complete the evaluation form.   

 Remind participants that it is not necessary to put their names on the evaluation form. 

 Ask participants to tear the page from their workbooks and hand them in. 

3. Closing Remarks 25 minutes 
 If there is a senior official present to close the workshop, introduce them and hand over 

for the closing remarks. 

 Ask the senior official to hand out the certificates 

 Thank all the participants and organizers and adjourn the workshop. 

 




