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1. Context & Objectives

Context

This session is intended to provide an introduction to Inter-Agency Contingency Planning, drawing directly from the Inter-Agency Contingency Planning Guidelines for Humanitarian Assistance, November 2007.

The session is designed as an inter-active module that can be integrated into larger training programmes.

Purpose & Objectives

The aim of this session is to enable participants to engage effectively in inter-agency contingency planning in their own area of operation.

There are two objectives for this session:

1. To familiarize participants with the key concepts of contingency planning applied to an inter-agency context
2. To familiarize participants with the process of inter-agency contingency planning.
2. What is required

In order to effectively facilitate this workshop:

· You must have a thorough knowledge of the material contained in Inter-Agency Contingency Planning Guidelines for Humanitarian Assistance, November 2007, and be prepared to answer any questions about it. You may also wish to read other material on contingency planning to enhance your knowledge of the subject.

· You must have some experience leading or participating in multi-stakeholder contingency planning processes.

· You must be skilled in group facilitation. This is an important prerequisite as you will have to stimulate and guide discussion to meet participant needs and expectations.  While there is content to present, the session is not intended to be delivered in a lecture format.

3. Session participants

The session is designed for anywhere between 15 and 25 participants. A larger number of participants can be included but this will either reduce the amount of time for questions and discussion or extend the time of the session.

Participants will come from a wide range of experiences and organizations. They may be:

· a group of individuals who are not connected in any way other than a desire to learn about contingency planning;

· individuals who, while having experience with contingency planning, have not had exposure to inter-agency contingency planning;

· individuals who have participated in inter-agency contingency processes. If this is the case, you should consider them as resource persons and draw upon their experience to illustrate the concepts.

4. Session options

There are two options for the session:

1. A 90-minute session with an exercise;

2. A 60-minute session without the exercise.

For the 90-minute session, use the powerpoint presentation titled “With Exercise”.  You will need to prepare the exercise handouts in advance of the session. The exercise may also make it more challenging to manage time during the session.

For the 60-minute session, use the powerpoint presentation titled “Without Exercise”.  

5. Session logistics

As the facilitator it is your responsibility to make sure that all logistical arrangements are made for the workshop. This may involve doing it yourself or confirming that someone else has made all necessary arrangements associated with the workshop. Assume nothing!

Room set up should consider:

· Participants are seated where they can easily view the projected presentation.

· To simplify organizing the exercise, participants should be seated in tables of 6-8 people. If this is not possible, there should be working space in the facility for break-out groups of 6-8 people.

A projector and screen for powerpoint presentation are the principal material requirements of either version of the session.  If you are doing the exercise you will also need:
· Exercise handouts (see exercise instructions)

· One flip chart per working group

· Markers

· Tape to put flip chart paper on walls

6. Delivery methodology

There are four key elements to the delivery of this session:

1. Know your participants

2. Play it like an accordion

3. Speaking notes

4. Dealing with difficulty

Know your participants

· The quality of this session will be heavily influenced by the quality of participants and their level of engagement.

· If you do not know your participants and do not have a chance to get to know them before the session, use the introduction to gauge the level of experience in the room. Ask them who has experience in contingency planning (especially inter-agency) and to describe very briefly their exposure to the contingency planning process.

Note: be careful not to engage in too deeply in their opinions on contingency planning as it may sidetrack your session.

· If there is good experience with contingency planning, try to draw in that experience in discussion to illustrate the concepts more effectively.

Play it like an accordion

· The difference between facilitating a session and giving a lecture is the degree of flexibility you have to build in to make the discussion work. In a facilitated discussion, you can’t program the content to a precise schedule.

· What you can do is play it like an accordion.  Where there are issues or experiences that really stimulate discussion, let them flow.  It is better to achieve in-depth understanding of a few issues than superficial understanding of all issues.

· As a consequence, you will need to shorten or flatten other segments of the session to keep to the overall time allotted.

· To do this effectively, you will need to have rehearsed your delivery of the content in advance of the session in order to know how much time you require to deliver key concepts.

Speaking notes

· Speaking notes are included in the presentation below each slide.  

· Become familiar with the speaking notes before you run your first session. 

· You should also become familiar with the slide animation.

· If you find improvement opportunities, adapt your own speaking notes for future implementation. If they are significant improvement opportunities, please share them with the appropriate persons in the IASC Sub-Working Group on Preparedness and Contingency Planning.

Dealing with difficulty

Contingency planning engenders much debate. It is not unlikely that you may run into difficulties during the delivery of the session. Anticipated difficulties include:

Difficult questions

Participants may raise country-specific questions related to inter-agency contingency planning.

· If this is a generic training, it is best not to deal with them in this forum, even if you happen to be familiar with that context.  

· If this is a training with all participants coming from the country in question, you may want to address some of the questions.  However, it is recommended that you create a parking lot of these questions and address them at the end of the session, time permitting.  Some of the content of the session may provide insights or answers to their country-specific questions.

Balancing theory with practice may also present raise questions.

· Where possible, illustrate the concepts with examples of stories from your own experience.  If appropriate, use questions to draw out the experience of the participants to make the theory more practical.

Finally, there is likely to be debate over what is inter-agency and what is not. Being able to answer these types of questions is critical to the success of the session.

· Prepare your notes with some very clear examples of inter-agency, sector and organization level contingency planning.  

· If there is debate, don’t drag it out. There will be some grey areas in planning exercises.  The point is not to categorize every possible fine point of planning. Rather, it is more important that participants leave with a good understanding of the purpose of inter-agency planning and how that differs from the sector level.

· If you are doing the exercise, the “answer sheet” is provided to you in the exercise instructions. Use this to clarify questions, but again, you likely want to avoid extended debate on categorizing information statements if it is not helping to clarify the key concepts.

Difficult people

Not everybody is a fan of planning exercises.  You may encounter negative or skeptical participants who have had a bad experience with an inter-agency planning process.

· Don’t debate with them whether their recollection or evaluation of the inter-agency process was good or bad.  Acknowledge that planning processes are often challenging and that they are much more complicated the more actors you involve.

· Remind them that the purposes of the guidelines and of this training session are for exactly the types of examples they are raising: to try to solve problems in advance of an emergency in order to improve humanitarian response.

· Refer to the slides on “success criteria”.  Most if not all of the examples they raise can be placed into the 4 categories of success criteria.

Differential in participant experience levels

You may not have control over the quality of the participants and level of experience in the room.  If there is a large gap between participants, this may influence your ability to deliver the session effectively and the participants’ appreciation of the session.

· If you have one or more participants with extensive inter-agency planning experience, try to draw on them to illustrate the key concepts.  It is important that these individuals will speak positively and constructively, even if honest in their assessment of some of the failings of contingency planning.  Try to use empowering questions to get them to engage constructively and return to the most constructive contributors for subsequent inputs.

· If you have one or more participants who are really having trouble with the concepts or examples, try (politely) to capture their questions and offer to deal with them outside of the session.  It could be very detrimental to the overall outcomes of the session if you always lower the level of dialogue to the lowest common denominator.

· Your ultimate limitation will be time available for the session.  Try to capture participant feedback to know if further explanation or follow up is required.

