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and Evaluation  

 

FACILITATOR GUIDE 

Module 1: Get Started 

Sample Facilitator Guide for a nonprofit agency. Only a sample of pages, not the entire guide are 
shown. 
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MODULE OVERVIEW 
TIME 

 

60 minutes 

Day 1, 8:30 a.m. – 9:30 a.m. 

LEARNING 
OBJECTIVES 

 

By the end of this module, participants will be able to: 

● Describe the course goal, objectives, and structure. 

● Identify the Trainers and the other participants. 

● Navigate through the Participant Workbook (PW). 

● Set up and work in teams. 

OVERVIEW This module provides an introduction to the course including the 
course goal, objectives, class norms, course materials and structure, 
and facilitator and participant introductions. 

OUTLINE This module contains these topics: 

1. Welcome and Introductions 
2. Logistics and Class Norms  
3. Course Overview and Materials 
4. Module 1 Wrap Up 
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MODULE INSTRUCTIONS 
WELCOME AND INTRODUCTIONS (20 MINUTES) 

WELCOME 

 

Note: This facilitator guide is set up to accommodate vILT and ILT 
instructional methods. The guide distinguishes when instructions are 
for ILT versus vILT. (vILT specific instructions are denoted with a red 
box around them.) If there is not a distinguishing icon, then the 
information is applicable to both audiences. The slide deck is set up 
primarily for vILT instruction. However, if the course is being taught 
in ILT you just need to click the ILT icon (in the slide deck) to 
proceed to the ILT slides section. 

 

 

 

 

 

 

1. Display Slide: Welcome to Applied Performance 
Monitoring & Evaluation 

Moderator As participants enter the online course delivery 
platform:   

Say Please check your microphone. Each day, when you arrive, you 
may need turn your microphone on and off. If you are having 
problems, make sure that your headset microphone is turned on by 
selecting in “Select Microphone”. If you cannot get your microphone 
to work, please text me.  

Ask participants to post their name and number in the chat box. 

 

Note: (If deploying in an ILT environment, skip this slide and 
proceed to Slide 2.) 

 

2. Display Slide: Course Title  

When deploying in ILT:  As participants enter, greet them and 
invite them to find a seat. 

(Also, see note after Slide 3.) 
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3. Display slide: Welcome and Introductions section slide 

Say Welcome to the Applied Performance Monitoring and Evaluation 
Course.  

Say We are happy to have you here! The first module of the course 
is titled “Get Started.” I will do that by first introducing myself and 
then my co-Facilitator will introduce themselves. 

 

Note: If this is an ILT course, (delivered in-person, without the use 
of a virtual platform) click the ILT icon on the slide which will take 
you to the ILT welcome slide, Slide 30: Welcome to Applied 
Performance Monitoring and Evaluation.  

If this course is being taught on a virtual platform (vILT), 
then please disregard the ILT icon and simply advance to 
the next slide. 

 

 

Welcome ILT section: 29: Display Slide: Welcome to 
Applied Performance Monitoring and Evaluation 

Ask the participants to create a name plate. 

Click the “Return” button to go to Slide 5: About this Course.  

 

Note: Consider asking participants about their experience and 
English as a second language.  (Sometimes people have less 
experience with, and sometimes taking a class in a second language 
can be a challenge for some individuals.) 

  

 

4. Display Slide: Virtual Training Basics  

Moderator: vILT Basics  

Say Let’s cover some basic functions. All the windows in the meeting 
room are called Pods. You can arrange the placement and size of the 
pods. When you first enter the classroom, the Sharing Pod is the 
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main display. This allows you to share your screen, documents or 
whiteboard. 

Say this attendees pod shows all attendees in the class.  

Ask participants to keep their microphones muted unless sharing, 
reporting or in breakout rooms. 

 
 

Explain how to Set Status: Use the Set Status features to provide 
real-time feedback:  

● Raise Hand 

● Agree 

● Disagree 

● Speak Louder, etc.  

● Use Set Status > Step Away to let us know when you are no 
longer at your computer.  

Ask participants to do simple things like raise and lower hands, 
applaud, and turn their microphones on and off.  

Say Use the main chat pod to ask questions, give answers, and 
participant in discussions.  Let us know if sound is an issue here and 
we will try to capture the lecture highlights in chat. Remind them that 
some of the lecture material is covered in their PW.  

Drag over the box labeled “Parking Lot” and explain its use.  

o If you ask a question that will be covered later in the course, 
one of the Facilitators may ask you to put the question in this 
parking lot. This serves as a reminder to us to make sure that 
we cover this point in the appropriate module.  

o We will review all of the notes and make sure that we 
address them. Remember, if you have a question about 
something, someone else in the class probably has the same 
or similar question. The parking lot helps us to manage 
questions and ensure that we address all of them. 
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Show participants the files folder where each day’s materials will be 
and the screen share where they will be able to see the slides.  

Introduce participants to the polling function by dragging over the 
pre-loaded question, “How comfortable are you with learning 
online?” 

Ask participants to answer the poll question. 

Discuss poll results and how polls will work in this class.  

Say we have an Acronym List in Google sheets. This is a list of 
common acronyms used. We will take the time to identify any new 
acronyms and terms that are used in our discussions. 

  

 

5. Display Slide: About this Course  

Say This course is an opportunity for you to practice and further 
develop your performance monitoring and evaluation managerial 
skills.  

This course employs a knowledge and skills-based blended learning 
approach. Participants will build proficiency and confidence in 
executing performance monitoring and evaluation tasks to promote 
efficiency, effectiveness, and use of evidence. 

 

6. Display Slide: Course Goals 

Say The primary goal of this course is for you to deepen your 
performance monitoring and evaluation skills in support of missions. 

 

7. Display Slide: Pre-work and Pre-requisites 

Say Before attending this course, you are required to have 
successfully completed: 

● Monitoring & Evaluation Essentials: Understanding the Basics 
(online course) 
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INTRODUCTIONS 

 

8. Display Slide: Participant Introductions: 

Say Now, it’s your turn to introduce yourselves.  

 Note: ILT:  If this is an ILT course, (delivered in-person, without the 
use of a virtual platform) click the ILT icon which will take you to the 
ILT participant introductions (slide 30).  

If this course is being taught on a virtual platform, then please 
disregard the ILT icon and simply advance to the next slide. 

 

 
 

Intro ILT section Slide 31: Display Slide: Participant 
Introductions 

Say Give brief information about your background, including: 

● Name 

● Operating unit/position 

● Years of experience 

● Experience with this training topic 

Ask participants to introduce themselves. 

Click the “Return” button to go to Slide 10: Logistics and Class 
Norms. 

  

 

9. Display slide: Participant Introductions 

Say Introduce yourselves, one at a time in the order of appearance 
in the attendance box, unmute your microphone and tell us your: 

● Name 

● Operating unit/position 

● Years of experience 

● Experience with this training topic 
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COURSE OVERVIEW AND MATERIALS (10 MINUTES) 

 

17. Display Slide: Course Overview and Materials 

Say We will now transition to discuss the content of the course. 

 

18. Display Slide: Course Learning Objectives 

Say These are the course learning objectives. By the end of this 
course, you will be able to: 

• Develop performance indicators   
• Review Performance Indicator Reference Sheets (PIRS)   
• Select appropriate data collection method   
• Analyze performance monitoring data   
• Distinguish between different evaluation designs   
• Develop evaluation Statement of Work (SOW) and budget   
• Develop post-evaluation action plan   
• Describe spectrum of resources available to inform 

performance monitoring and evaluation practices 

  

19. Display Slide: Module Learning Objectives 

Say This module is the course introduction. At the end of this 
module, you will be able to: 

• Describe the course goal, objectives, and structure 
• Identify the Trainers and the other participants 
• Navigate through the Participant Workbook  
• Set up and work in teams  

 

20. Display Slide: Module Topics and Time 

Say Here is a snapshot of the topics in this module. 
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21. Display Slide: Agenda 

Say A more detailed course agenda can be found in your PW; we 
have included a high-level agenda here. 

Talk through the opening day’s sequence of modules.  

Say Beginning tomorrow, we’ll review what we covered the previous 
day. We’ll do some “question and answer” to check knowledge and 
understanding of the content, and we’ll capture and address any 
parking lot questions. 

  

22. Display Slide: Participant Materials 

Say Here is a snapshot of our course materials:  

• PowerPoint Slides,  

• Participant Workbook or PW and  

Say The PW serves as a course workbook and a job resource for 
after the course. It is meant to be a companion tool that works 
together with our facilitation and the PowerPoint slides. It provides 
key content and space to take notes. Please use the PW as you see 
fit for your learning. 

  

23. Display Slide: Course Materials - Example 

Walkthrough the organization of the PW with participants: 

Say the course agenda is in the Course Overview and provides an 
outline of the course and what we intend to cover each day. 

Say each module section contains an introduction, module 
objectives, and a list of the topics in the module. Your PW includes 
important content for you to read in class and reference afterwards.  
The PW also includes the course exercises and a resources section. 
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24. Display Slide: Icons Used 

Refer participants to their PW for all icons. 

Say These icons are in your PW. You will see many of these icons 
(but not necessarily all) used throughout this course. 
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