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This glossary describes the terms used  in the training manual. The definitions of the 

terms have been culled  from various sources1; while many of them are cited  as in the 

original sources, others have been adapted  for our purposes. 

 

A 
ACTIVITY 

Learning tasks designed  to teach a set of content, which lead  to achieving the 

objectives of the program. One of the trainer’s roles is to design activities and  

to be available as a resource while the learners carry out the activities.  

ATTITUDE 

Ways of acting that are replete with values, such as respect, openness to 

d iverse cultures, and  maintaining rigorous standards; the “As’’ in SKAs (skills, 

knowledge, attitudes). New attitudes become apparent when they are 

manifested  in new actions or behaviours.  

B 

BRAINSTORMING 

A basic and  highly popular tool for group problem solving. The purpose of 

using brainstorming is to generate ideas or to seek solutions to both theoretical 

and  practical problems. They require a problem to be analyzed  and  then 

solutions to be developed. Brainstorming encourages and  requires a high 

degree of participation and  it stimulates those involved  to maximum creativity. 

During a brainstorming session, only ideas are recorded; no explanations are 

required  and  no interventions are judged or rejected  at this stage. In a 

subsequent stage, responses are categorized  and  analyzed; ideas are then 

combined , adapted  or rejected .  

BRIEFING 

A brief, cursory and  introductory overview of a single topic. The purpose is to 

introduce the audience to some basic concepts with respect to a given subject. 

                                            
1 The sources used to compile this list can be found at the end of the glossary. 
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BUZZ GROUP 

A small group that works on an assigned  task. Example: Sub-groups of four to 

six individuals are asked  to take about five minutes to d iscuss a particular issue 

or question raised  by the resource person, than share it with the audience. 

C 

CASE STUDY 

A technique designed  to give a group training in solving problems and making 

decisions. A case study is a written description of a hypothetical situation that 

is used  for analysis and  d iscussion. Case studies should  be based  on credible 

and  realistic scenarios which are not too complex and  which focus on two or 

three main issues. Case studies are useful when d iscussing common problems 

in a typical situation. They also provide a safe opportunity to develop problem-

solving skills, and  to promote group d iscussion and  group problem -solving 

skills. 

The scenario for a case study can be presented  to participants for consideration, 

in its entirety, or “fed” to them sequentially as a developing situation to which  

they have to respond. 

CONTENT 

The concepts or ideas being taught and  learned . These can be the knowledge, 

skills or attitudes that need  to be developed through the training.  

D 

DEBATE 

A technique where participants state conflicting views and  argue their points. 

A moderator is required .  

DEBRIEFING 

Also termed “sharing” or “reporting,” debriefing is the final phase of an 

experiential activity. At this stage the trainer aids the participants to report 

back and  interpret what was learned  from the game, exercise, role-play or 

other activity. 

DEMONSTRATION 

A presentation of a method for doing something. A demonstration is useful for 

teaching a specific skill or technique or to model a step -by-step approach. 
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DIALOGUE 
Informational or conversational d iscourse between two people. 

DINAMICA 

A technique or activity type referred  to by some Latin American popular 

educators; in other contexts referred  to as “energizers” or “icebreakers”. The 

purpose of using d inamicas is to increase the energy level of the group and  put  

participants in a more creative frame of mind, as well as to break down barriers 

among group members and  prepare them to work together. Dinamicas are 

usually used  as an introduction or starter for other activities.  

E 

ENERGIZER 

Activities designed  to pep up the group after significant periods of inactivity, 

fatigue, or plain dullness. 

EVALUATION 

The purpose of an evaluation is to assess training outcomes. It provides a way 

to measure how much was accomplished  during a training session and  to 

examine how the design of teaching can be changed in the future, often using 

evaluation instruments and  reports.  

EXPERIENTIAL LEARNING 

A method  that allows the learner to learn from experience; synonymous with 

d iscovery learning.  

F 

FACILITATOR 

A trainer who functions in a way that allows participants to assume 

responsibility for their own learning.  

 

FEEDBACK 

Data received  from or given to one or more participants concerning one’s 

behaviour, attitudes and  relationships in the training situation. 
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FIELD TRIP 

Viewing or experiencing situations first-hand for observation and  study. Group 

visits to relevant institutions or sites can provide valuable perspectives. The 

purpose of the visit should  be explained  in advance and  participants should  be 

instructed  to pay critical attention and  to record  their observations for a 

subsequent d iscussion. 

FISHBOWL 

Group d iscussion technique whereby two concentric circles are formed. 

Participants in the inner circle d iscuss an issue while participants in the outer 

circle observe, then participants change positions and  the roles are reversed . 

FOCUS GROUP 

A group of individuals who are convened to express their opinions, attitudes 

or reactions to a particular program, activity or product.  

FORUM 

Free, open question/ d iscussion period  immediately following a presentation. 

G  
GAME 

An experiential training activity marked  by a learning goal, competition, rules, 

scores or outcomes, and  winners and  losers. The purpose of using games is to 

develop skills or effect a change in behavior and/ or change at titudes. 

GOAL  

The general change that organizations or individuals expect to see as a result of 

education and  training. 

GROUP DISCUSSION 

Mutual exchange of ideas and  opinions by members of small groups (8 to 20) 

on a problem or issue of common concern. The purpose of using group 

d iscussions is to develop understanding. 
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I 
ICEBREAKER  

Structured , content-free training activity designed  to relax participants, get 

them acquainted  with one another, and  energize them. 

IMPACT 

What happens in an organization or to a person over time as a result of a 

particular educational event. 

J 
JOURNAL OR JOURNALING 

A device for capturing in writing one’s feelings, attitudes and  values as one 

undergoes a given set of experiences. It is intended to give one insight or self-

awareness about one’s motivation and  behaviour. 

K 
KNOWLEDGE 

One of the SKAs (skills, knowledge and  attitudes) that make up the content 

being taught in a course; a set of cognitive material that may be presented  in a 

great variety of ways. 

L 
LEARNING 

Constructed  knowing, according to the precepts of popular education; skills, 

knowledge, and  attitudes that are so internalized  that they become the 

learner’s own.  

 

LEARNER-CENTERED TRAINING 

A training situation wherein participants are given the opportunity to assume 

responsibility for their own learning. 
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LEARNING BY DOING 

See “Experiential learning.” 

N 
NEEDS ANALYSIS 

The primary step in the training cycle utilizing interviews and/ or 

questionnaires. 

O 
OBJECTIVE 

Objectives are set for the learning session in order to d elineate exactly what 

learners will achieve. Objectives are specific and  immediate, unlike goals, 

which are general and  long-term. Objectives are usually defined  as being 

behavioural objectives because they can be demonstrated  and  they affect the 

behaviour of the learner. Action verbs are used  for objectives. Example: By the 

end  of this training, participants will have designed  teaching materials. 

P 
PANEL PRESENTATION/DISCUSSION 

Panel presentations/ d iscussions, also referred  to as round -table d iscussions, 

necessitate the assembling of a d iverse group of resource persons representing 

a variety of perspectives on the subject to be addressed . The purpose is to 

generate an animated  d iscussion. For this reason, it is crucial to have a strong 

and  dynamic moderator skilled  in the subject matter, the techniques of “devil’s 

advocate”, and  the use of hypothetical situations. The moderator should  be 

intentionally provocative, stimulating debate between and  among the various 

panelists and  the audience, and  should  control the d irection of the d iscussion.  

The purpose of panel presentations/ d iscussions is to give information or 

develop understanding. 

A “devil’s advocate” is a challenging, provocative role assumed by the 

trainer/ facilitator. The idea is to encourage deeper, more original thought 

and/ or to help group participants reconsider assumptions in a problem -

solving situation.  
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POPULAR EDUCATION APPROACH 

An approach to learning based  on the assumption that human beings are the 

subjects of their own lives and  learning, that they deserve respect, and  that 

d ialogue is an effective means of learning.  

PRESENTATION 

A presentation is an activity conducted  by a resource specialist to convey 

information, theories or principles. Forms of presentation can range from 

straight lectu re to some involvement of the learner through questions and  

d iscussion. Presentations depend more on the trainer for content than does any 

other training technique. 

Q 
QUESTION PERIOD 

An opportunity for anyone in an audience to d irectly question presenters. 

R 
REFLECTION 

The purpose of using reflection is to help participants ponder and  analyze new 

information and  develop their ideas about a topic.  

RESOURCE PEOPLE 

Resource people are trained  or are experts in the particular field  under 

d iscussion (e.g. judges, lawyers, community leaders, human rights 

commissioners). The use of resource people provides a realistic and  relevant 

experience for participants. 

Before their presentation, resource people should  be briefed  on what to do, and  

participants on what to ask or to observe.   

ROLE PLAY 

In a role play, two or more individuals enact parts in a scenario related  to a 

training topic. Role plays are used  to help change people’s attitudes, enable 

people to see the consequences of their actions on others, provide an 

opportunity for learners to see how others might feel/ behave in a given 

situation, provide a safe environment in which participants can explore 

problems they feel uncomfortable about d iscussing in real life. 
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S 
SEMINAR 

An organized  exchange of views, ideas and  knowledge on a particular topic or 

set of related  topics. The purpose of a seminar is to bring together various 

persons, usually (relatively) equal in their degree of expertise, each of whom is 

to contribute to an examination of the subject from his/ her own professional, 

ideological, academic or official position. 

SIMULATION 

A simulation is an enactment of a real-life situation. Simulations allow learners 

to experience decision-making in “real” situations without worrying about the 

consequences of their decisions. Simulations also provide a way to apply 

knowledge, develop skills, and  examine attitudes in the context of an everyday 

situation.  

SKILL 

The practices or behaviours that the learners will learn; along with knowledge 

and  attitudes, they are part of the content of a learning-training session. Skill 

build ing has a large psychomotor component, but is not only physical. 

SKIT 

Also referred  to as “dramatic skit” or “dramatic presentation.” A short, 

rehearsed  dramatic presentation that is presented  to the group. In a skit, 

participants closely follow instructions provided  by the trainer.   

SMALL GROUP DISCUSSION 

An activity that allows learners to share their experiences and  ideas or to solve 

a problem. This training technique enhances problem -solving skills, helps 

participants learn from each other, gives participants a greater sense of 

responsibility in the learning process, promotes teamwork, and  clarifies 

personal values. The optimal size of a small group is four. 

SYNTHESIS 

A summarizing task; a way to invite learners to look back on what they have 

learned  and  sum it up. Popular education aims at a synthesis at the end  of each 

day and  at the end  of the course.   
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T 
TARGET GROUP/AUDIENCE 

A group of people for whom a course or training program is intended .  

TRAINER 

A generic term used  to describe anyone involved  in the training (teaching) 

process. 

TRAINING COURSE 
An organized  training exercise designed  to allow “trainers” to impart 

knowledge and  skills and  to influence the attitudes of “trainees” or 

“participants.” It may either be interactive or follow a “professor -student” 

lecture model, or it may be a combination of both. Whichever model they 

follow, training courses are highly intensive methods of learning.  

TRAINING MANUAL 

A document designed  for the facilitator and  the learner containing courseware 

that will be used  by the learner during a course. May include lecture notes, 

worksheets, d rawings and  other graphic representations or any other 

information that will aid  in the learning process. 

TRAINING PLAN 

The design of learning. While developing the training plan, the focus should  be 

on the situation that needs an educational intervention (why), those who will 

participate (who), the site (where), the content (what), the objectives (what for), 

and  the learning tasks and  materials (how).  

TRANSFER OF TRAINING 
Transfer of the learning that occurred  during a training session to a job 

situation. 

V 
VISUAL AIDS 

The use of blackboards, overhead  transparencies, posters, d isplayed  objects, 

flip  charts, photographs, slides and  videos/ film. As a general rule, information 

produced on transparencies and  charts should  be concise and  in outline or list 

form. If more text is required , printed  handouts should  be circulated . 
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W 
WORKSHOP 

A training exercise in which participan ts work together to study a particular 

subject and , in the process, create a “product,” such as a plan of action. The 

purpose is thus twofold : learning and  the development of a “product.”
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