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UNITED NATIONS (U333
ECONOMIC COMMISSION FOR AFRICA )
MANPOWER AND TRAINTIG SECTION‘
ADDIS ABABA

SEMINAR ON’ PRAINING METHODS- AND PROGRAMMES FOR
‘DIRECTORS OF TRAINING INSTITUTES AND CIVIL SERVICE TRAINING CENTRES

. (Wairobi, 4 - 15 dugust 1970)
. ATDE-NEMOIRE

B TR Proaect No. and DesCrlptlon : Proaect 46(e)(11)

F

. i:Jorkshops on modern tralnlng methods and teachlng aids and
_sémlnars on traln:.nb prOframmlnb and evaluatlon to be organized for
;Dlrec$ors and. A581stant Dlrectors of Traln;ng Instltutes as well as
for senior trainers from publlo and prlvate tralnlng centres.

-uSe, adaptatlon~andwpreparatlon of teaching materials and the
deéignimg+Of“training“p%Ogrammes%bygty§95-and’leVéls of training.

2. Origin and Authority
(a) Recommendations: of the meeting ¢f the:Working Party on
lanpower and Training E/CN.14/363 - L/CN.14/NP 6/15) of
"October 1966 calllng on® the ECi, in aSSOClatlon with
‘ gthg; appropriate. bodies, to provide training for

,administrators_of:pational‘training pProgramues.

(b} . Recommendation - of‘the”COnferenééuof African Planners,
Second Session (4/CN.14/407 - E/cN.14/CaP/4) of
. 3rd January 1968 3 "Slnce there . was a dearth of
,%jtralned personnel in, Afrlca, tralnlng for the needs
.., 0f planning, plan 1mplementatlon and development in

general must be accorded a high privrity in the curricula
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of universities and other training institutions,

nationaly sub-regional and regional". The Conference

.emphasized that this .need for specific measures to

develop the necessary teaching staff capable of organizing

and ‘carrying out local training programmes.

Recommendation No. 15 of the Second Conference on Urgent
Administrative Problems of African Governments, Addis
Ababa, 14-17 November 1968, called on the ECA 1o @

"Consider the means by which it can give further

~assistance to national, reglonal and sub-reglonal tralnlng
“programmes; by heipihg with tralning ‘naterials,
eontinuing their association with institutes of public
L administration, developing schemes for the ttraining of

“trainers! and helping in the organization of cburées...,."

- The meeting of the Heads of ‘Schools and Institutes of
-Public Administration held at CAFRAD.in. December 1968

.., bassed a resolution requestlng the: ECA, working in

RA

collaboratlon with other international agencies and

institutions, to 0rganlza;ﬂ;prvgramme¢fnrvihe ‘tralnlng

of trainers' as a matter of . wurgencys. .-
Commission Resolutiéﬂ i§5(Iijqui3{?ébruary 1969:

~ Called on the United'Nations #Ad the Specialized and
operating ‘agénhcies of “thé Unitéd Nations family as
well as bilateral and.other organizations concerned

with training in Africa. t9.:

(i)~ Draw up appropriate medium~term programmes based
on indicated needs and reguirements of member
countries in critical #reas of manpower and

training. -



(11} Continue to provide technical assistance
' to member States in Strengthening and’
‘improving national, sub-regional and

regional training institutions.

w'Regﬁestéﬂ%he Executive Secretary ¢

‘o 1n1t1ate a. fea81b111ty study on the establishment
piof reglonal and/or sub—reglonal centres for

teachlng materlal and human resources research,

and. in:coliaboration with: the concerned international

v organizationsy African Governments and institutions

- as Wwell asgiother agencies, subject to the approval

of *the Executive Committee, %o take appropriate
+agtion for the,establishment and promotion of the

said centres.:.

() Comm1551on Resolutlon 202(IX) of 14 February 1969:
- Reguests the Executlve Secretary to aSSlst member

”‘”States”ya

_To accelerate ex1st1ng training programmes through

<the 1nst1tut10ns and schools of publlc admlnlstratlon
- as, well 88, through other tralnlng 1nst1tut1uns, and

A to help in establlshlng tralnlng centres. for high

leyel persopnel._

3 Project Justification: 4 careful study of the éboverrgpbmmendat—

ions and requests shows clearly the consistency and urgency of the
‘need to intensify training action and to 1mprove the taachlng/tralnlng
capabilities of +trainers. Manpower plans must be based on an
understanding of manpower and tralnlng needs establlshed through

' research into human résources requlrements and utlllzatlon. Only then
can the number of perSons to be trained in the various fields be
determined, the facilities and staff for training be assessed; and

the methods of training be determined. It will also then be clear




to what extent exlstlng fa01llt1es are meetlng the needs and to
what extent and 1n what asPects of tralnlng activities they need

R

to be strengthene&.

The Heads of African Fublic Administration Institutions have
expressed the urgent need existing today-for the training of .trainers:
_g1v1ng practlslng trainers teohnlques which will make their immediate

performance more effectlve. This is a contrlbutlon to the growth

~of existing ;nst;tut;qns that shou;d be made‘W1thout delay.

Although Publi¢ Administration Institutions have featured
predominantly in identifying the needs and calling for action, it
should be clearly understood that the skills relevant to training in
such institutions are equally relevant to the needs of trainers
in other training institutions. It is therefore important to
ensure that in the establishment.of training programmes for trainers
other trainers outside the fleld of Fublic Admlnlstratlon are equally

glven 0pportun1t1es for developlng their skills,

Accordlngly, the Preparatory Tralners‘-morkshop on Modern
Training liethods and Teaching kids (B/CN.14/WP.6/29) held in

Addis” Ababa, 15-18 September 1969, recommendsd separate training
programmes ‘for 1nstructors/tra1ners and Dlrectors of Training
Instltutes, 1nclud1ng Tralnlng ndmlnlstrators from the Establishment
Branch.” The flrst Tralners' Workshop for East africa was held in
Lusaka (Zambia) last January.'* ‘Thé proposed Dlrectors' Seminar on
Training Methods and Programmes is therefore in pursuance of the

o a'bgve recommendat i0nhe - o PlA e A T e T

" 457" "Place and Duratioh:

: _ The Seminar will be held at the Kénya Institute of

; 'Administration, Lower Kabete,(Nairpbil§ybﬁrb)(Kenya) from 4 through
15 August 1970. Resource personnel are expected to arrive at the

- Institute by 1 august.



5. Objective of the Seminar: Sl

The purpose of the seminat is 4o further the appfeciation
and understanding of modern trainingmethods.and techniques in those
responsible for the overall directiosi of mational training programmes"
as well as to evaluate the results.of -the first Trainers' Workshop

and planned follow-up action. . .%o iz

6a Seminar Programme:

.....

Annex I. However, furiher modlflcatlons ‘are env1saged on the bhasis
"df:féQOurce personhel avallablllty. “Tn addltlon,'a full session
‘will be devoted to an evaluation of ‘the" experlence gained with the
Lusaka Trainers' Workshop ‘afid of the ECA’s proposed follow-up action,
3'e3peclally with regard’ to 1nst1tut10na1 frameWOrk for continuing

adtion in developlng tralnlng capablllty.'

“Te -Working Languagest B ST ST SN

English and French witH'éiﬁuItaﬁéﬁﬁgjiﬁfefﬁ%etational

Facilities. o B 3 T S T

.8," Partlclpants=

- R

(a) Between 25 and. 30 .places will be avdilable to country
- : partlclpants 1nv1ted from Engllsh— and French—speaklng

member States«

(b) To be accepted for;the Seminar, a candidate must be
either a: Principal. or DBirector of an Institute of Public
Administration, a Director of a Civil Service Training
Centre or a Director of the Establishment Division of the
Public Service. A person in an acting Director's

-capacity of less than six months will not be considered.

(¢) Candidates must be proficient in either English and

French. ©Bome working knowledge of the.other language

would be an advantage.




9. Financing:
The Seminar is to be jointly financed as Tollows:

(a) . ECa will provide a Course Director, wup tortwo _
T + :-. Consultants, four Interpreters, a Bilinguél_Sepretary,
... _.meet all pre-seminar administrative costs and the
international travel tickqts.foz,upﬁgoﬁ25fcpuntry.

participants.

__L(b) ,VAfrican Governments, sponsoring participants to the

o :UPWM:semlnar will be expected to prov1de their nominees

’ normal allouances for offlcers on overseas-m15510ns,
1n sufflclent amount $0 cover boardlng, lodglng and
1n01dental expenses.' A country de01d1ng +0 send
two partlclpants to the Semlnar may do 80 on condltlon
that it will assume the full costs of partlclpatlon
(travel fare and sub51stence) of the second nominee
in addition to providing subsistence allowance only

_for the flrst nomlnee.r _

(c) The host country/Instltute would be required to.-supply
a Co-Director, Administrative Officer, secretarial
assistance, conference facilities) Dirsctor's Office
and local transportation..
i-(d)  Coopetating agencies will meet the travel expenses,
honoraria andasubsistéﬁcé‘&iloﬁénces‘bf the Consultants
.. they will make available to- the,seminar as well as the
costs of transporting and demonstrating exhibits,

films, etc.-

10.- Cooperating Agencies:

Tt is hoped ‘that USAID, CAFRAD, IJEP, Ford Foundation
“and other interested organiszations will fully cooperate with
the ECA in organizing the seminar.-

Wi



11,

12,

Pre-Scéminar Preparations:

(a) For the Beminar to achieve its objective participants
would have to be adequately pfeperedﬁ" It is npt
sufficient to use the seminar forum to share experiences.
It is necessary for every part101pant to take prlde in
hav1ng made 8pe01f10 contrlbutlons to the work of the: i
Bemlner and 1n taklng back to hlS 1nst1tute p051t1ve

new ideas for appllcatlon._

(b)r ann partlclpant is therefore requlred to plck one topic
from among those 1lsted in 1tems 2 to 12 of the seminar
programme and prepare 2 short peper of not more than
5-6 pages, hlghllghtlng country -experiences or problems
and plamned action with regard to tralnlng programmes

and policies. :'..

(¢) BCA will invite about halfva-dozen prospectlve‘
participants to prepare speolal papers ‘and lead discussions
on subJects to be negotlated w1th them and which falls
Within the scoPe of the semlnar prcgramme. These papers
will be dlscussed durlng sPe01al se3510ne to Be assigned.
Persons 80 1nv1ted w111 be exempted from the ovligation

of the preoedlng euhwpardgraph.

Administrative Arrangements

(a) “ECa Manpower and Training Section will be reepohsible for
pre-semlnar admlnlstratlve actlon, 1nolud1ng negotiations for
Consulfénts, ass1gnment of tasks, issue of invitation

letters, selection of candidates, etc.

(v) InvitatiOns to countries to make nominations should
be deepatched before 30 April and the deadline for
.rece1v1ng nominations should be fixed for 21 June.

Acceptanoes should be notified to participants by
1 July 1970.

Fammt i s



(e) Administrative action during the seminar will be
the responsibility of the Colirse Difector, the’
Co-Director and the Administrative Officer, acting

cooperatively.

213 -”Aogpmmo&étioni«ZA

‘(55.u Semlnar partlclpants and Consultants will be accommod.ted
B " in the hostel of the Institute (KIA), prov1d1ng single
bedrooms and boardlng facilities. Parfiqipants will be
-/ 6Bliged to meet their accommodation billélthemselves.
T (b) :The Institute's seminar rooms will be used for

plenary and group discussions.

14. Application Procedures and Deadline!

(a) Candidates for the Seminar are required to supply
full blographlcal data on themselvés, using the

format in Annex II.

~(b)- A formal letter of nominatioh;'fﬁrnishing the above
personal data, must be duly éigﬁed oy %he'appropriate
s 7 officer of Government chargédfwith‘tﬂé responsibility for
co-ordinating external trafﬁiﬁé and Should be sent to the

ECa through the Office of the UNDP Resident Bepresentative.

(¢) 4applications must reach the LOK HoE Tafer than 20 June 1970.

(dj:"Partlclpants accepted,fcr the Semlnar wlll be notified
by cable not later than,l July 1971.A__ N

15.  Evaluation of Implementationk

Both Seminar participants and discussior’‘leaders will be
requested t6 complete programme implemetritation formsi their evaluation
and suggestions will be discussed in-a full sessién’ towards the end

of the courses .’



16, Follow-up Action:

{a) A register of participants will be established for
the purpose of maintaining contacts during country visits

and for receiving appropriate ECA literature on training.

(v) A year after the Seminar participants will be requesied
to communicate to the ECA their impression on the useful—
ness of the Seminar, and to indicate specific ways in
which ldeas gained at the Seminar were particularly
helpful in finding solutions to local training problems.
This information will be turned to good use in preparing
a second Directors' Seminar in 1972 or 1973 as well as for

preparing the programmes of the annual Trainers' Workshops.

17 Enquiries:
A1l enquiries about the Seminars and nominations should be

directed to:

The Head

Manpower and Training Section
Economic Commission for Africa
P.0.Box 3001

Addis Ababa

(Ethiopia)

o g AT ——



UNITED NATIONS

- - Annex I

ECOHOMIC COMMISSION FOR AFRICA
MANFOVER aND TRAINIWC SECTION - ... . ... i

ADDIS ABABA

SEMINAR ON TRAINING METHODS AND PROGRAMHES FOR

- DIRECTORS OF TRAINING INSEITUTES :HND:CIVIL SERVICE TRAINING CENTRE

. l.i( a‘) :
(g)

2{a)

{b)

()

3(a)

(%)

(e)

4.

~ (Nairobiy 4 - X5:Augist 1970)

PROPOSED OUTLINE SEMINAR PROGRamNEY

Subject

Registration*and*Opéﬁiﬁ@*ﬂddreSS;

' Statement of detalled obJectlves of the seminar.

Tralnlng as applled for the purposes of manpower.

'development 1n natlon bulldlng

LS

Training as an executlve re5pon51b111ty.
A AT " : -

The role of tralnlng off1c1als,_ the training g

:”admlnlstra%or, the Dlrector of a, tralnlng 1nst1tute,

" the Dlrector of Studles, the Course Officer,

Determining training needs, priorities and programmes

in relation to assessed manpower requirements.

The place of the training activities of technical

departments in the national training plan.

The need for providing professional and technical

officers with training in administrative skills.

Recruitment, development and utilization of training

staff (national and non-national).

E/Aé recommended bg the Preparatory Trainers' Workshop which was held

in Addis Ababa,

T s - -

15 September 1969.



Annex I
Page 2

5(a)

(b)

lOI

11.

12,

13.

Types and levels of"T}éiniﬁg (oh—fhe—jépﬁ?ﬁd}Q
off-the=-job).
Training Hethods and Technigues - their use,

effectivengss, cosjs_anq,drawbgcks,;;
“vHuman. relations in’the-teaching/learning sitvation.

The organization,-preparation, production,

adaptation and revision of course materials.

Techniques of supervision of group and individual

assignments.

o Technlques for evaluatlng tralnlng programmes.

Research needs in the development of training

programmes. AR M-S

Co-~operation hetween training institutes : shh}ing of

fac111t1es, research, documentatlon, publlcatlons

(1nclud1ng tralnlng materlals)
L

The place of consultancy and advlsory services within

a tralnlng 1nst1tut10n.

T
g

'The publlc relatluns of tralnlng 1nst1tut10ns. .
) s 3!

Clos1ng 533510n and evaluatlon of _seminar

' effectlvenese and recommendatlons Ffor future action.

0

-

LA B 2R e e el -
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Annex II

UNITED NATIONS

ECONOMIC COMMISSION FOR AFRICA
MANPOWIR AND TRAINING SECTION
ADDIS ABABA

SEMINAR ON TRAINING METHODS aRD PROGRAMMES FOR
DIRECTORS OF TRAINING IHITITUTES AND CIVIL SERVICE TRAINING CENTRES

(Nairobi, 4 - 15 august 1970)

CANDIDATE!S BIODATA

”(;)- -mébunffy‘ééking the nomination:, fm
() Ministry/Institute making the nomination:
(¢) Candidate's full name: (Mr./Mrs.):
(d) Postzl Address:
(e) Age last birthday:
(£) Waticnality:
(g) Exact title of current post:
(h) In this post since:
(i) If acting in post, state when acting position began:
(3) Brief outline of candidate's principal duties:
(k) Brief outliine of previous job experience connected with

training:



Annex II.‘L".;:»
Page 2

(1) Working languages:

(m) “Speclflc toplcs 1n, or areas of semlnar programm

"partlcular interest to candldate.

]
H

of

Candidate's signature - . * Date





