
1 

 
ENHANCING COLLABORATION and 

EFFECTIVE MANAGEMENT OF AGP2 

TECHNICAL COMMITTEES 
MODULE ONE 

Facilitators Guide 

June 2017 



2 

The production of this training document has been made possible by the generous support 
of the Government of Canada through Global Affairs Canada (GAC) 

 



3 

Acknowledgements 
 
This Facilitator’s Guide, along with the Participant’s Guide, was first developed by the Safety Net 
Support Facility (SNSF) with financial support from the Canadian International Development Agency 
(CIDA) as part of its contribution to the Productive Safety Net Programme. Now it is adapted for the 
support of Agricultural Growth Program II (AGP 2) with support of Global Affairs Canada, previously 
known as CIDA. 
 
The Effective Management of AGP 2 Steering Committees and Technical Committees is in support 
of AGP 2 Program Implementation Manual Component five on Project Management, Capacity 
Development and Monitoring and Evaluation. 
 
The purpose of the training material is to enhance the coordination and collaboration effectiveness 
of AGP 2 Technical Committees and Steering Committees. The focus areas are: Institutional 
Arrangement and Collaboration, Committee and Member Self-assessment, Developing Committee 
Terms of Reference, Communication, Effective Committee Meetings and Cross-cutting Issues 
  
We would also like to thank all regional CDSF Teams and regional AGP 2 staff for their contributions 
to the successful development of the training material. 
 



i 

Table of Contents 
Note to the Facilitator ............................................................................................................................ 2 

Introduction to the training ................................................................................................................ 4 

UNIT 1: Program Overview ...................................................................................................................... 9 

Project Development Objective and PDO indicators ...................................................................... 12 

Project Scope .................................................................................................................................... 13 

Project Beneficiaries ......................................................................................................................... 13 

Project Geographical Coverage and Selection Criteria ..................................................................... 13 

Program Components ....................................................................................................................... 14 

Unit 2: Institutional Arrangement and Collaboration ......................................................................... 17 

AGP 2 Institutional Arrangement ...................................................................................................... 18 

Role of Steering Committees (Federal, Regional, Woreda) .............................................................. 18 

Role of the Technical Committees .................................................................................................... 19 

Collaboration among AGP 2 Implementing Agencies ....................................................................... 20 

Building Blocks Required for Effective Collaboration ....................................................................... 22 

Coordination Mechanisms with Aligned and Parallel Projects and Implementing Agencies ........... 23 

Unit 3: Review of Committee Assessment and Committee Member Self-Assessment ..................... 25 

Committee Self-assessment ............................................................................................................. 25 

Unit 4: Reviewing Committee Terms of Reference (ToR) ................................................................... 29 

Writing Effective Purpose Statements .............................................................................................. 31 

Unit 5: Effective SC and TC Communication ........................................................................................ 37 

Communication Forms and Direction ............................................................................................... 37 

Communication Skills ........................................................................................................................ 39 

Communication Questioning Skills ................................................................................................... 45 

Gender and Communication in Committee Work .......................................................................... 54 

Communication Report Writing Skills ............................................................................................... 56 

Communication Summary ................................................................................................................ 59 

Unit 6: Effective Committee Meetings ................................................................................................ 61 

Smart Meeting Agenda ..................................................................................................................... 61 

Making the Meeting Time Effective .................................................................................................. 64 

Writing and Distributing the Minutes ............................................................................................... 67 

Increase Attendance and Participation............................................................................................. 69 

The Committee Chairperson ............................................................................................................. 71 

Unit 7: Agricultural Growth Program (AGP 2) Cross-cutting Issues .................................................... 74 



ii 

Introduce the three cross-cutting issues ......................................................................................... 74 

Climate Smart Agriculture ................................................................................................................. 74 

The Three Pillars of CSA .................................................................................................................... 75 

CSA Programs and Projects in Ethiopia ............................................................................................. 77 

Examples of Climate-smart Agricultural Practices ............................................................................ 80 

Integrating Gender in to CSA Initiatives ............................................................................................ 82 

National Nutrition Programme II (NNPII) .......................................................................................... 86 

Gender Dimensions of Nutrition ....................................................................................................... 89 

Gender-sensitive Agriculture ............................................................................................................ 91 

Gender in Agriculture Sector Strategies ........................................................................................... 92 

 

Annex 1: CDSF Regional Technical Committee Module One Training Participant Evaluation 
Template ........................................................................................................................................... 97 

Annex 2: Lincoln Decision Committee: Learning about group skills ............................................ 100 

 

 



1 

Schedule and agenda 

Day 1 Session 
8:30-9:00 Registration 
9:00-10:00 Introduction  
10:00-10:30 Program overview 
10:30-11:00 Tea break 
11:00-11:30 Program overview 
11:30-12:30 Institutional arrangement and collaboration 
12:30-2:00 Lunch break 
2:00-3:30 Institutional arrangement 
3:30-4:00 Tea break 
4:00-5:00 Committee self-assessment 
500-5:15 Daily evaluation and closing 
Day 2  
8:30-9:00 Recap  
9:00-10:30 Committee self-assessment 
10:30-11:00 Tea break 
11:00-11:30 Committee TOR: presentation and discussion 
11:30-12:30 Committee TOR: group work and presentation 
12:30-2:00 Lunch break 
2:00-2:30 Committee TOR: group work and presentation 
2:30-3:30 Committee communication 
60min. Communication forms and directions 
3:30-4:00 Tea break 
4:00-5:00 Communication skills: Active listening 
11:00-11:15 Daily evaluation and closing 
Day 3  
8:30-9:00 Recap  
9:00-9:30 Communication skills: asking powerful questions 
9:30-10:30 Communication skills: presentation skills, report writing skills 
10:30-11:00 Tea break 
10:30-12:30 Effective meetings: Group exercise and meeting agenda 
12:30-8:00 Lunch break 
2:00-3:30/30min Effective meetings: writing and distributing minutes 
30min Effective meetings: meeting time effectiveness 
30min Effective meetings: increasing attendance and participation 
3:30-4:00 Tea break 
4:00-4:30 Effective meetings: increasing attendance and participation 
4:30-5:00 Effective meetings: the committee chair 
5:00-5:15 Daily evaluation and closing 
Day 4  
8:30-9:00 Recap 
9:00-10:30 Cross-cutting issues 
10:30-11:30 Tea break 
11:30-12:30 Performance tasks, training evaluation and closing 
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Note to the Facilitator  
 
The most important element for a facilitator to remember is the achievement of the learning 
objectives of the training module. Key questions to ask prior to delivering each of these units are as 
follows:  
 
1. What is the intended result of the training activity?  
2. What should the participant know? 
3. What should the participant be able to do?  
 
Delivery of the training is designed to follow a four-stage sequence: 
 

(a) Experience – exploring participant’s experience or creating a new experience. Different 
professionals involved in this training have different experiences and this is expected to 
enrich learning as the module is deliberately designed to help participants infuse their 
individual and group experiences into the learning process 

(b) Reflection – facilitate brief discussions for internalizing the experience  
(c) Generalization – facilitate a process of widening the internalized experience to a broader 

meaning; and,  
(d) Application – facilitate the development of the application of new skills to another situation.  

 
Participants will be given practical assignments to conduct after the training. This will support 
participants to better engage in the application of the skills gained from the training. Successful 
participants are expected to lead the implementation of changes by winning support for their ideas 
of change among their peers and team members in their respective posts.  
 
Considerable care has been taken in simplifying the content of the training materials to enable 
successful participants to share the knowledge and skills acquired. Knowledge-sharing and repetitive 
use of training resources is highly encouraged. 
 
Evaluation of the training:  
An example of an evaluation appears in Appendix 1. The evaluation has three parts: Part A: Content; 
Part B: Relevance, Applicability and Effectiveness; and, Part C is designed to help the facilitator with 
continuous improvement based on the feedback of the participants. Part A measures knowledge, 
skills and attitude gains as a result of the training.  
 
Icon Glossary 
 

Icon Meaning 

 

Steps in the process 
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Icon Meaning 
 

 

Facilitator presents and participants are encouraged to ask questions 

 

Group activity / discussion 

 

Questions to be asked by facilitator 

 

Exercise 

 

Gender/Social Development Considerations 

 

Main points/ Summary 

 

Facilitator Tip 

 

Conceptual Linking (linking of ideas among units and modules) 
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Unit Title  
Introduction to the training  

Objective(s)  Participants are able to:  
• Outline the objective(s) of the module  
• Identify the roles of the facilitator and those of the participants  
• Commit to the module schedule  

Required Preparation 
and Materials  

• LCD projector  
• Power Point Presentation  
• Color cards or post-it notes  
• Flip chart paper  
• Markers (enough for participants)  

Duration  60 minutes  
 

The introduction sets the tone for the workshop. Remember the training is about 
enhancing committee work. Start on time and keep to time, give participants different 
responsibilities in managing the workshop and make the facilitator’s responsibilities 
clear. 

Start on time and stay on time: Although culturally starting on time demonstrates respect to those 
who have come on time, it is important to recognize this and to begin. Think about ways that you can 
start and other individuals can join in as they arrive. 

Give participants different responsibilities: People engage in the process as active learners if they are 
given roles to undertake during the event. Use participant to write on flip charts, manage them on 
walls and undertake a daily evaluation. The more roles for participants, the more active they will be. 

Make the facilitator’s role clear: Be clear on the role of the facilitators for the process and preparation. 

Step 1: Welcome participants: The introduction sets the tone. It is important to model good 
facilitation practice throughout. 
 
Including the standard CDSF practices of 1) starting on time and honor set health and lunch break 
times, 2) make every effort to get participants involved and give them responsibilities throughout, 3) 
make the responsibilities of facilitators clear and, 4) begin each different unit by introducing the 
objectives and end each session with the debriefing so participants know what was covered. 
 
Welcoming Name Game  Time: 20 seconds/person Suggested Group Size: 20-100 
 
Everyone stands in a circle. The first person steps forward and says her/his name LOUD and PROUD, 
and everyone else welcomes them. The way it looks is each person will stands and say, “Hi my name 
is”, whatever their name is, and everyone else will yell "Hi ... (whatever your name is!)" loudly. 
 

Step 2. Building a Collaborative Environment - Building an environment where there is 
a willingness to learn. 
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Option #1 -- Questions in a Cup 

Give each participant a piece of paper and a pen or pencil. Ask them to write down a question that 
they would like to ask to get to know someone else in the group. Instruct participants to create one 
question that requires more than a simple “yes” or “no” answer. Fold all the questions and place them 
in a cup, bowl or other size-appropriate container. Have the participants sit in a circle and choose one 
person to start the activity. Ask them to retrieve one question from the container and answer it. Pass 
the container until each participant has answered a question. 

Option #2:    Freeze  Time: 15+ minutes.  Suggested Group Size: 8+  
 
Two people improvise a comedy play or story. At any time, someone from the audience can shout 
"FREEZE!" at which point the performers do just that — in whatever position they are. The "FREEZE!" 
shouter becomes a new performer by tapping one of the performers, who leaves the stage as the new 
performer assumes the old one's frozen position. S/he works off of the frozen positions to create a 
new scene, with which the other actor/ress plays along. This continues until someone else shouts 
"FREEZE!" and so it goes. If ever the an actor/ress feel the scene has gone on too long, s/he can shout 
"FREEZE!" and call someone up from the audience to replace her/him in the frozen position s/he has 
assumed. 
 

Option #3:    Facilitator’s Self Exploration Time: 30 minutes 
 
Note: This exercise is geared towards Technical Committee members evaluating themselves. Have 
them share answers, in pairs (possibly switching partners for each of the three sets of questions). 
These questions can also be answered in writing. After pair and share time, the group can be 
reconvened for discussion. 
1)  What do you feel are your greatest facilitation strengths? Describe an important moment when 

you felt them needed. 
2)  What is your growing edge as a facilitator? What are areas in which you still have more learning 

to do? Describe a time when you felt this “room for improvement” came to light. 
3)  In your interactions with your co-facilitator(s), what did you appreciate about yourself? How do 

you think you could have supported or befriended or worked with them better? What are some 
things you appreciate about them? 

 

Step 3: State the learning objectives for the training: 

Unit 1: Program Overview 

After completing the unit, the participants will be able to: 
• Describe program development objective,  
• Describe five components of AGP 2 

 

Unit 2: Institutional arrangement and collaboration 

After completing the unit, the participants will be able to: 



6 

• Describe AGP 2 institutional arrangement  
• Describe roles and responsibilities of Steering and Technical Committees 
• Understand importance of collaboration 

 

Unit 3: Committee self-assessment 

After completing the unit, the participants will be able to: 
• Describe the rationale for conducting a committee assessment 
• Describe the steps involved in an assessment 
• Compile and analyze assessment data 
• Develop a plan for enhancing committee effectiveness 

 

Unit 4: Develop committee terms of reference 

After completing the unit, the participants will be able to: 
• Construct a Terms of Reference 

 
Unit 5: Effective Steering Committee and Technical Committee Communication  

After completing the communication unit, the participants will be able to:  
• Describe the importance of good communication to effective team work 
• List the different communication methods and skills  
• Assess individual listening, questioning, presentation and reporting skills 
• Describe principles of effective communication to improve the coordination and collaboration 

functions of AGP 2 Technical and Steering Committees  
 
Unit 6: Effective Steering Committee and Technical Committee Meetings 

After completing effective meetings unit, the participants will be able to:  
• Describe the importance and content of a meeting agenda 
• Describe three principles of effective meetings 
• List content items in meeting minutes 
• Explain reasons of low attendance and participation and solutions 
• Describe six elements chairperson must manage to help committee be effective 
•  Describe indicators of committee effectiveness 
 
Unit 7: Cross-cutting issues 
 
After completing effective meetings unit, the participants will be able to:  

• Understand cross-cutting issues in AGP 2 
• Understand to how to mainstream the cross-cutting issues in all program components 

 
 

• Describe monitoring tools  
 

Effectiveness is the capability of producing the desired result. When something is deemed effective, 
it means it has an intended or expected outcome, or produces a deep, vivid impression. 
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Ask participants “Do the learning objectives match your expectations?” “What adjustments 
should be made to the program?” 

 
Step 3: Ask participants in a group to discuss the following principles in relation to this training and 
write their thoughts on a “card” or “post-it” note and place it on a common flip chart at the front of 
the room:  

• Dialogue:  
• Everyone teaches- everyone learns (we all have important knowledge and can learn from 

each other)  

Differences are not a problem  

• Learning by doing  
• Hard on issues soft on people  

 
Now based on their answers, outline the roles and 
responsibilities of the facilitator and the participants on a flip 
chart.  

• Question: What are the roles and responsibilities of 
the facilitators? 
o We are all facilitators in this process. 
o Facilitators are responsible for the content for 

that time period, and the process. 
o Facilitators need to be sure that everyone is talking and is being heard. 
o Facilitators need to be sure we’re progressing toward our goal. 
o Facilitators will ensure that the task and time are suitable. 

 
Then discuss the logistics in general: start/end times; break/lunch times; and, structure of the 
workshop – predominately group work and writing assignments with very little presentations as they 
will be developing training materials. 
 
Question: What do the participants provide? 

(a) We are all participants when we’re not leading the group. 
(b) Information that is needed and making sure it is relevant to the needs of champion facilitators. 
(c) Manage their own participation – let other people contribute and contribute yourself. 
(d) Stand behind the decisions made as a group. There will be priorities but we will be stretched 

on the amount of time we have to deliver the training and cover the content. 
 
Establish an Action Agreement (ask participants to put their names down in a square during the first 
tea break). 
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Action Day 1 Day 2 Day 3 Day 4 
Recap am 

pm 
am 
pm 

am 
pm 

am 
pm 

Evaluation am 
pm 

am 
pm 

am 
pm 

am 
pm 

Timekeeper(s) am 
pm 

am 
pm 

am 
pm 

am 
pm 

Energizer(s) am 
pm 

am 
pm 

am 
pm 

am 
pm 
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UNIT 1: Program Overview 
 

Unit Number and Title  Unit 1: Program Overview 

Objective(s)  Participants are able to:  

• Understand program context 
• Describe program development objective,  
• Describe five components of AGP 2 

Required Preparation 
and Materials  

• LCD projector  
• Power Point Presentation  
• Participant’s Guide  
• Flip chart, color cards, pens, masking tape  

Duration  60 minutes  

 
a) Country Context 

Ethiopia has experienced strong economic growth over the past decade. Economic growth 
averaged 10.7% per year in 2003/04 to 2011/12, compared to the regional average of 5%. 

Although Ethiopia has made substantial progress on social and human development over the past 
decade, it still remains to be one of the world’s poorest countries.  
 
The Government of Ethiopia (GoE) is currently implementing its ambitious Growth and Transformation 
Plan (GTP; 2010/11-2014/15), which sets a long-term goal of becoming a middle-income country by 
2025, with growth rates of at least 11.2% per year during the plan’s period.  
 

b) Sectoral and Institutional Context 
 
The agricultural sector remains a dominant sector in the Ethiopian economy and is an important 
source of economic growth. Although there is an ongoing structural transformation in the Ethiopian 
economy, predominantly from agriculture to services and manufacturing, agriculture still comprises 
45% of total output and continues to dominate employment (78%).  
 
The further growth of the agriculture sector is expected to feature prominently in the second Growth 
and Transformation Plan (GTP2). Maintaining the current growth rate in the sector will require 
increased agricultural productivity as opportunities for increased land expansion for smallholder 
production are limited.  
 
The GoE’s agricultural development strategy focuses on both encouraging large scale investment in 
commercial agriculture and support to smallholder farmers, who in 2012/13 contributed 96% of the 
total agricultural production according to official statistics. To increase agricultural productivity of 
smallholders and their transformation to commercial farmers requires a strengthening and focusing 
of support services and infrastructure, and greater private investment to support input and output 
value chains (VCs). To drive this transformation, the government is moving towards focused support 
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to specific commercialization clusters targeting areas with the highest potential for the production of 
commodities for which Ethiopia has a comparative advantage and can stimulate agro-processing and 
value addition. 

 
Strengthening research and extension linkages, further expansion and capacity of the extension 
service and enhancing farmer access to inputs are required to support investments in extension 
workers. Animal health and production services also suffer from capacity limitations and low outreach, 
leading to low productivity and quality across a range of animal products. 
 
To enhance agricultural productivity, availability of improved technologies and information is critical. 
Currently, agricultural research is undertaken by the national agricultural research system mainly 
comprising of the Ethiopian Institute of Agricultural Research (EIAR) and Regional Agricultural 
Research Institutes (RARIs). Access to and application of agricultural inputs is a decisive factor to 
improve agricultural productivity and production. In addition, there is considerable opportunity to 
promote the use of machinery for production and post-harvest activities.  

 
Output marketing system and infrastructure in Ethiopia are dominated by traditional, informal 
exchanges. For a large part of the country, this means trading with limited infrastructure. There are 
few market structures, storage, loading and unloading facilities, quality checking and banking services 
in or around most market centers. This has resulted in high trading costs, low product qualities and 
high post-harvest losses.  
 
Agricultural water development is crucial to improve smallholders’ livelihoods, since irrigation can 
help farmers increase their crop diversity with high value crops and enable multiple cropping seasons. 
Household Irrigation (HHI) as well as medium- and large-scale schemes will be an important strategy 
to achieve this goal, in combination with exploring and developing groundwater potential. 
 
Future agricultural growth needs to be sensitive to gender. On average, female farm managers in 
Ethiopia produce 23% less (in terms of gross value of output) per ha than their male counterparts. 
Differences in both the levels of productive factors used and the returns that these factors generate 
drive this gender gap.  
 
In Ethiopia, 40% of children under the age of five suffer from stunting as a consequence of chronic and 
cyclical malnutrition. The National Nutrition Program (NNP) was revised in 2013 to strategically 
address the nutrition problem in the country to include initiatives that have emerged since the 2008 
NNP, including taking into account the multi-sectoral and multi-dimensional nature of nutrition and 
the linkages among key implementing sectors, one being agriculture.  
 
With the limits of bringing uncultivated land under production being met, the likelihood of climatic 
variability and the potential degradation arising from more intensive production practices increases, 
and thus there is an urgent need for agriculture to conserve resources and reduce degradation. In 
recent years, there has been considerable investment in natural resource conservation and 
development work. In 2013/14 alone, communities undertook natural resources conservation work 
on 20.15 million ha of land, according to official statistics. This current momentum of community 
mobilization in natural resource conservation by pursuing activities such as slope stabilization, 
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watershed approaches to water management, and reduction of tillage should be sustained to make 
the sector more resilient and sustainable. 
 

c) Higher Level Objectives to which the Project Contributes 

 
The Second Agricultural Growth Project (AGP 2) is aligned with GTP2, to contribute to the achievement 
of targets set for agriculture sector growth. The sector is critical for the GoE’s development strategy 
in the current GTP, and in particular to maintaining at least an 11% average real growth in the gross 
domestic product. The AGP 2 will continue to help achieve the GoE’s poverty reduction strategy and 
achievement of the twin goals of ending extreme poverty and increasing shared prosperity.  

 
The important role of the agricultural sector in achieving nutritional goals is recognized in the NNP. To 
increase impact, agricultural growth needs to be nutrition-sensitive, as growth by itself may not lead 
to improved outcomes. GoE and the Bank regard climate change and variability as an important 
challenge for Ethiopia, and the country has significant mitigation potential. Under the GoE’s Climate 
Resilient Green Economy (CRGE) Strategy, Ethiopia aims for a carbon neutral growth trajectory. The 
agriculture sector will play an important role in the achievement of this goal. AGP 2 would contribute 
to this by mainstreaming Climate Smart Agriculture (CSA) in all components. 
 

Group participants into 6-8 people/group.  

Ask the groups to be creative and answer the questions in drawings 

Group 1 - What were the core achievements of AGP I and II? Mention 5 

Group 2 - What were the major strengths of AGP 1 Technical Committees (woreda 
and Regional)? (mention 5) – think of AGP 2 to be a tractor or a dairy cow or other and show its 
strength 

Group 3: What would you want AGP 2 Technical Committees to look like? 

Group 4: What makes AGP 2 different from AGP 1? 

 

The first phase of the program (AGP I) was five-year program implemented from 2011 to 2016 in 
four regions, 96 woredas. 

Remarkable results that can be scaled up in the other areas of the country have been 
registered. Similar to the first phase of AGP, the AGP2 is also designed in a manner aligned 
with GTP2, thereby contributing to the achievement of targets set for agriculture sector 
growth during this period.  

AGP 2 is a five-year program (August 31/2015 to October 10/2020) and is implemented in selected 

targeted areas in seven regional states, namely Tigray, Amhara, Oromiya, SNNPR, Benishangul 

Gumuz, Gambella, Harari and Dire Dawa city administration. It continues to operate in all 96 
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woredas targeted in AGP I to sustain achievements made during the first phase and other 61 new 

woredas of similar agro-ecological conditions to scale out the program successes. 

The interventions of AGP 2 are considered comprehensive in that: 

(1) They include production, marketing and irrigation infrastructure development activities that 
respond to strategic goals set for the sector.  

(2) Consider VC perspectives that are inclusive of producers, assemblers/traders, processors, 
distributors, exporters, retailers and, finally, consumers along the nodes of a given commodity VC; 

(3) Implemented in decentralized and demand-driven schemes where bottom-up planning processes 
are employed where participation of women and men in problem identification, planning, 
implementation and monitoring of the activities are encouraged; 

(4) Focuses on selected strategic areas,  

(5) Incorporates strategic cross cutting issues, 

(6) Is anticipated to ensure sustainability as the program is implemented within the framework of 
existing government structures at all level, and 

(7) Focuses on enhanced complementarities and linkages within and between components. 

 

Ask in the plenary: 

In how many woredas and kebeles AGP 1 was implemented in your region? 

How many farmers benefited? 

In how many woredas and kebeles will AGP 2 operate in your region? How many are new? 

How many farmers will benefit? Gender disaggregated  

What is the development objective of AGP 2? 

 

Project Development Objective and PDO indicators 

The Program Development Objective (PDO) is to increase agricultural productivity and 
commercialization of smallholder farmers targeted by the program and contributes to 
dietary diversity and consumption at HH level. 

 
The project would also contribute to the higher-level objectives of poverty reduction, and climate 
change mitigation and adaptation through supported CSA initiatives. 
 
The PDO indicators are: 
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1) Percentage increase in yield for selected crops in targeted households  
2) Percentage increase in yield for selected animal products in targeted households  
3) Proportion of production sold by targeted households for selected crops 
4) Proportion of animal production sold by targeted beneficiaries for selected products  
5) Household dietary diversity: increase in average number of food groups consumed at HH 

level 
6) Number of direct project beneficiaries. 

 
Project Scope 
The scope of the project is defined in term of the geographical coverage and targeted beneficiaries. 
 
Project Beneficiaries 
The primary target of the project is smallholder farmers, who live in areas located in the AGP 2-
targeted woredas.  
 
Smallholder farmers are defined by the Central Statistics Agency as farmers living in a village, 
registered as a resident in kebele administration, conducting agricultural production activities (crop 
production, livestock husbandry and agroforestry) and owning land of variable size; the average 
holding sizes of land per household in Ethiopia is around 1 ha. 
 
The target number of direct beneficiaries will be 1.6 million (40% women). The project will also 
specifically target women farmers with tailor-made innovations, activities and technical assistance. 
The target proportion of female direct beneficiaries (both female head of household and married 
females) will be 40%. The direct beneficiaries will include smallholder farmers benefiting from: 
 

• trainings and demonstrations leading to adoption of new technologies, 
• farmers in Common Interest Groups (CIGs), farmers benefiting from small scale irrigation and 

HHI including those in Irrigation Water User Associations (IWUAs),  
• farmers in Farmer Research Extension Groups, and 
• farmers being linked to the market by the project, farmers using animal health services and 

farmer members of cooperatives supported by the project. 
 
In addition, the project will reach a significant number of indirect beneficiaries, including household 
members and farmers benefitting from overall improved public agricultural services and access to 
some markets. 
 
Project Geographical Coverage and Selection Criteria 
In addition to AGP 1 woredas, AGP 2 will expand to 61 new woredas of similar agro-ecological 
conditions. Overall, AGP 2 will, therefore, operate in 157 woredas and 4,069 kebeles located in 7 
regional states and 1 administrative council. The distribution of number of AGP 2 woredas among 
regional states is in accordance with the share of population of respective regions considering the 
2007 census. Within regional states, new woredas have been selected applying the same criteria used 
in AGP 1 including: 
 

1. Access to markets (access to cities of 50,000 population or over in less than 5 hours);  
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2. Natural resource endowment (including good rainfall distribution and annual average of 
700 mm or over);  

3. Suitable rainfall and soil for crop and fodder production;  
4. Potential for development of small-scale irrigation;  
5. Institutional plurality of service providers, including good basis and growth of viable 

cooperatives and farmer groups and existing partnership engagements with private 
sector; and,  

6. Willingness and commitment to participate (supportive environment; performance of 
programs/programs supported by other donors). 

 
In addition to the above selection criteria, AGP 2 has been responsive to region’s request to consider 
the woredas covered by the PSNP that have demonstrate high potential for growth. AGP 2 also 
considered woreda clustering as a criterion for selection to develop synergies for growth as well as 
woredas capacity to manage the multiple funding.  
 

Table: Distribution of Target Woredas across Regional States 

Regions 
AGP1 New Woredas AGP2  

Woreda Kebele Woreda Kebele Woreda Kebele 
Oromiya 39 1,030 23 610 62 1,640 
Amhara 26 641 15 425 41 1,066 
SNNPR 22 668 13 364 35 1,032 
Tigray 9 130 4 75 13 205 
Benishangul-Gumuz - - 2 53 2 53 
Gambella - - 2 35 2 35 
Harari  - - 1 17 1 17 
Dire Dawa Adm. - - 1 21 1 21 
Total 96 2,469 61 1,600 157 4,069 

 

Program Components 

Ask participants to discuss in their tables:  

How many components does AGP 2 have?  

What are the objectives of each component? 

 
Component I: Public Agricultural Support Services 

The objective of this component is to increase access to public agricultural services for 
smallholder farmers, the program will support: 
 
 

• The identification of local priorities for public services. 
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• The strengthening of public services delivery, including agricultural extension, animal 
production and animal health, crop production and plant health services, natural resource 
management soil fertility management, and agricultural mechanization services.  

• The scaling up of “best” practices of agricultural technologies and management practices. 
 

Component II: Agricultural Research  
The objective of this component is to increase the supply of demand-driven agricultural technologies 
that directly link to the other components. Under this component, the project will support: 
 

a) Technology adaptation and generation 
b) Pre-extension demonstration and participatory on-farm technology piloting  
c) Source technology production 
d) Capacity development. 

 
Component III: Smallholder Irrigation Development  
The objective of this component is to increase the access to and efficient utilization of irrigation water 
by smallholder farmers. 
 

a) Increased availability of irrigated water 
b) Improved water management services through establishing and/or strengthening IWUAs and 

the introduction of improved irrigated agricultural management.  
 
Component IV: Agriculture Marketing and Value Chains  
The objective of this component is to increase the commercialization of agricultural products through 
increased smallholder farmer access to input and output markets. Under this component, the Program 
would support:  
 

a) The promotion and distribution of agricultural inputs 
b) Strengthening the input and output marketing regulation and certification 
c) Farmer’s organizations, including formal farmer organizations (Unions, Primary Cooperatives) 

and informal, commercially-oriented farmer groups (informal groups establishment would be 
focused on women and youth groups) 

d) The strengthening of selected livestock and crop VCs, to be identified through a market 
analysis process and consistent with commercialization clustering 

e) Market infrastructure development and management. 
 
Component V: Project Management, Capacity Development, Monitoring, and Evaluation  
The objective of this component is to ensure the timely implementation of the Program according to 
its core principles and PDO, effective monitoring and evaluation (M&E) of results, project 
management and coordination. 
 

a) Monitoring, evaluation and learning 
b)  Capacity Development Support Facility 
c) Mainstreaming cross-cutting issues - nutrition and CSA. 
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AGP 2 program documents 
How familiar are you with AGP 2 program documents? Do you refer to them? 
When? 
How many manuals and guidelines do you know? 
 
 
 

There are many manuals and guidelines prepared by the program in order to enhance program 
planning, implementation and management. Technical Committees have to know these documents 
and refer to them when necessary and make sure they are being applied properly. They should make 
sure that the documents are accessible to all staff in all implementing agencies in hard and soft copies. 
The major documents are: 
 

1. Program Implementation Manual (PIM) 
2. Program Design document 
3. Guideline on Agricultural Development Partners Linkage Advisory Council (ADPLAC) 
4. Guideline on Physical Market Centres Development 
5. Community Level Participatory Planning (CLPP)  
6. Participatory Agricultural Extension system 
7. Farmers’ Training Center (FTC) Operational Manual /Guideline 
8. Scaling Up Best Practices Guideline 
9. Small Scale Irrigation Planning and Implementation Guidelines  
10. Program Coordination and Administration Guidelines 
11. Financial Management Manual 
12. Procurement Manual 
13. Monitoring, Evaluation and Learning Manual 
14. Environmental and Safeguard Guideline 
15. Farmers’ common Interest Group (CIG) Establishment Guideline 
16. Warehouse Establishment and Management Guideline 
17. Component Activity Based Gender Mainstreaming Guideline 
18. Manual for Establishment and Gacilitation of FREGs. 
19. Manual for On-farm Participatory Technology Verification 

 

Feedback questions 

• How did you find your knowledge about AGP 2? 
• What makes AGP 2 different from AGP 1/what is new in AGP 2? 
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Unit 2: Institutional Arrangement and Collaboration 
Unit Number and Title  Unit 2: AGP 2 Institutional Arrangements and Collaboration 
Objective(s)  Participants are able to:  

• Describe AGP 2 institutional and management arrangements  
• Describe roles and responsibilities of Steering and Technical 

Committees 
• Understand importance of collaboration for AGP 2 

implementation 
Required Preparation 
and Materials  

• LCD projector  
• Power Point Presentation  
• Flip chart, colour cards, pens, masking tape  

Duration  120 minutes  

 
Step 1: First quickly introduce the title learning objectives of the unit.  
 

Step 2: group exercise: Divide participants into groups of five or six by counting 
off. Give each group color paper cards, flip chart paper, and a marker.  
 
Step 3: Write the name of each implementing agency at one administrative level 
(either federal, regional or woreda level) involved in AGP 2 - one name per card.  

 
Step 4: Arrange the departments with the appropriate line agency and tape them to the flip chart. 
Departments under the line agencies should be placed cascading from their line agency.  

 
Step 5: With the marker, draw a circle at the center of the flip chart and write “AGP 2” at the center. 
Then show the closeness and strong collaboration of line agencies needed with AGP 2 by drawing a 
circle near or far from the central circle and by drawing thick or thin line respectively 
 
Step 6: Post the flip charts on the wall. 
 
Step 7: Gallery walk to see the results. 

 
Institutional arrangements have been made to keep strong working linkages within and 
between the institutional set ups. These are:  
 

(i) There is a direct vertical institutional linkage among the Steering and Technical Committees.  
(ii) The chairpersons of the regional Steering Committees are automatically the members of the 

federal Steering Committees.  
(iii) Zonal chairs of the Technical Committees are the members of the regional Steering 

Committees.  
(iv) The program coordinators at federal, regional and woreda levels are, respectively, the 

secretary of the FSC, RSC and WSC and the chairperson of the Technical Committees at 
regional and woreda levels.  
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AGP 2 Institutional Arrangement 
1) Is built on those established under AGP I. 
2) The program relies on existing government structures for coordination and implementation. 

Public servants assigned to work for AGP 2 do their work as part of their normal duty.  
3) The project will be implemented following the MoA structure at all levels and research 

institutions. 
4) The MoA will be the lead executing agency. 

Figure 1: Schematic presentation of the AGP2 institutional arrangements 
 

Role of Steering Committees (Federal, Regional, Woreda) 
 

(a) providing overall oversight, decision making and strategic guidance for project 
implementation 
(b) review and approve the Annual Work Plans and budgets 
(c)  review and approve annual implementation performance report 

(d) ensure inter-sectoral coordination, harmonization and alignment among donors 
(e) ensure cross-cutting issues of gender, climate, nutrition and youth are given enough 

support. 
 
a) The Federal SC 
Oversight of the program at the federal level will be provided by the Federal AGP Steering Committee. 
The Steering Committees will be chaired by the Minister of Agriculture or his representative and the 
Federal Project Coordination Unit will serve as a Secretary. FSC will meet bi-annually in August and 
February and the venue would move around the regions.  
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Federal Steering Committee key roles and functions will include: (i) review and approval of annual 
work plans and monitoring of performance for re allocation of budget as well as corrective actions; 
and, (ii) ensure inter-ministerial coordination, harmonization and alignment among donors. It 
comprises high-level key officials from relevant line ministries, agencies and stakeholders. 
Developments Partners will be observers of the Steering Committee and are not actual members. 

b) The Regional Steering Committee 
Regional Steering Committees (RSCs) will be established at regional level to ensure institutional 
coordination. The Regional President or his/her designee will chair the regional Steering Committee, 
and the regional AGP coordinator will be the secretary. The AGP RSC will meet bi-annually and the 
meeting time is immediately prior to the FSC meeting. Member of the regional committee varies 
depending on the government structures of the regions. 

c) The AGP Woreda SC 
The woreda Administrator or his/her representative will chair the woreda Steering Committee and 
the woreda AGP focal person will serve as secretary. The woreda Steering Committee will undertake 
at least two meetings annually with additional meetings as deemed necessary. The appointment of 
woreda Steering Committee will not include Harari Regional state and the Dire Dawa City 
Administration. 

Role of the Technical Committees 
I. Reviewing, providing recommendations and advising on improving the annual work  plan and 

budgets,  
II. Providing technical advisory services on implementation modalities,  

III. Providing institutional capacity building to CUs and relevant implementation entities,  
IV. Reviewing and analysing all documents prepared under the project’s responsibilities;  
V. Providing recommendations and advising on general improvement,  

VI. Provide advice to Steering Committees on AGP 2 activities, 
VII. Support the program to integrate cross cutting issues in all program components.  

 
1. Federal Technical Committee: 
The Federal Technical Committee (FTC) will be chaired by the FPCU. The composition of the FTC 
includes focal persons drawn from each implementing and service providing agencies including the 
contracted implementing firm for parallel funding. The FTC established for AGP I would continue to 
serve for AGP 2. The major role of the Federal AGP TC is to: 
 

• Review federal level annual work plan and performance report and provide feedback to the 
CU, 

• Recommend the draft work plan to the steering committee, 
• Recommend changes to the technical design and implementation modalities of the program 

including cross cutting issues to the Steering Committee, 
• Provide technical review of project implementation. 

 
2. Regional Technical Committees 
The coordinators of the respective PCUs will be the chairperson of the regional TC and meetings will 
be conducted monthly. The regional AGP TC will acquire the following responsibilities: 
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• Review regional level annual work plan and performance report and provide feedback to 

the RPCU 
• Recommend the draft work plan to the RSC 
• Recommend changes to the technical design and implementation modalities of the 

program including cross cutting issues to the RSC 
• Provide technical review of project implementation of the region. 

 
3. Zonal Technical Committees 
AGP 2 will utilize the existing government structure at Zone level. AGP coordination and management 
would be the responsibility of Zonal Agriculture Development Office, but supported by zone sector 
offices like cooperative, trade and industry, rural roads and the like who will assign staff that represent 
their respective institutions in matters pertinent to AGP. This institution would be responsible for zone 
level oversight and facilitation of implementation, including inter-agency cooperation/coordination 
during implementation, facilitation and monitoring and evaluation of the AGP. 
 
4. Woreda Technical Committees  
The Head of Woreda Agriculture Development Office will be the chair of the Woreda AGP TC, and the 
Woreda Agriculture Extension process owner will be the Secretary of the committee. The Woreda AGP 
TC will bear the following responsibilities:  
 

• Review woreda level annual work plan and performance report and provide feedback to 
the WCU, 

• Recommend the draft work plan to the woreda steering committee, and  
• Provide technical review of project implementation of the woreda.  

 
Collaboration among AGP 2 Implementing Agencies 

 
Forming equilateral triangle (20 minutes) 
• Ask the group members to select 2 people from the group 
• Give the following instruction: Please position yourself in a way that 
you create an equilateral triangle with the people you have chosen.  
• Once the whole group stops check if each of them has a created 

equilateral angle with the people that he/she has selected. 
 
Ask the following feedback questions in the plenary: 
 

• What happened?  
• What was easy and what was difficult in forming the triangle?  
• How could you have done it better? Faster?  
• What does it remind you about our interactions with stakeholders? What we can take 

from this exercise and apply it to our work. 
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Collaboration defined: 

The facilitator first asks participants in plenary to define collaboration 

Collaboration is working together to achieve a goal. It is a recursive process where two 
or more people or organizations work together to realize shared goals. A deep, 
collective, determination to reach an identical objective. For example, an endeavor that 

is creative in nature by sharing knowledge, learning and building consensus.  

Coordination is the act of organizing, making different people or things work together for a goal or 
effect to fulfill desired goals in an organization. Coordination is a managerial function in which different 
activities of the business are properly adjusted and interlinked. Wikipedia 

 
Why do SCs and TCs at all levels collaborate vertically and horizontally?  
 
Ask participants to discuss in their tables and share the large group. 
 
 

Success of the AGP 2 depends on the performance of each of the AGP 2 Coordination 
Units and each of the implementing agencies. Although the implementing agencies have 
their own organizational goal, the objective of AGP 2 is their shared goal to which each 
of them must contribute.  

 
AGP 2 Program Development Objective: is to increase agricultural productivity and commercialization 
of smallholder farmers targeted by the program and contributes to dietary diversity and consumption 
at HH level. 
 
Benefits of collaboration for AGP 2 

• Sharing information among IAS involved in AGP 2 is critical to success of AGP 2.  
 

How many implementing agencies are involved in federal, regional and woreda levels? 
 

1. All these independent implementing agencies are accountable for the independent outcome 
or achievement of results of the components their involved in.  

2. The five AGP 2 components complement each other - more can be achieved (effectiveness) 
at less cost in human and physical terms (efficiency) when components work together. 
Coordination is essential to achieve the overall outcome of AGP 2. 

3. All institutions are working towards a shared common vision. It is worth repeating.  
 

 
Ask in the plenary: what are the characteristics of good collaboration?  
 

 
  

http://en.wikipedia.org/wiki/Recursion
http://en.wikipedia.org/wiki/Organization
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Widely used collaboration measures (Frey et al., 2006) 
Five Levels of Collaboration and their Characteristics 

Re
la

tio
ns

hi
p 

Networking Cooperation Coordination Coalition Collaboration 
• Aware of 

organization 
• Loosely defined 

roles 
• Little 

communication 
• All decisions are 

made 
independently 

• Provide 
information to 
each other 

• Somewhat 
defined roles 

• Formal 
communication 

• All decisions are 
made 
independently 

• Share information 
and resources 

• Defined roles 
• Frequent 

communication 
• Some shared 

decision making 

• Share ideas 
• Share resources 
• Frequent and 

prioritized 
communication 

• All members have 
a vote in decision 
making 

• Members belong 
to one system 

• Frequent 
communication 
characterized by 
mutual trust 

• Consensus is 
reached on all 
decisions 

 
Ask participants to discuss in their groups and share. 
 
Based on the characteristics of collaboration level in your participant book page 27, what 
is the level of collaboration of your committee? 
 
 
Benefits of Collaboration:  

• Reduction of duplication and overlap 
• Accessing limited resources  
• Expanding opportunities 
• Increasing efficiency and effectiveness 
• New or improved services 
• Financial savings and better use of existing resources 
• Knowledge, god practice and information sharing 
• Better co-ordination of organizations' activities 

 
Building Blocks Required for Effective Collaboration 
There are few building blocks that must live within leaders and individual contributors to ensure that 
collaboration is part of an organization’s culture. These building blocks are trust, communication and 
a shared vision and purpose. 
 
Trust  
Trust is the foundation of effective collaboration. In the collaborative process, trust means creating an 
environment where everyone can openly express concerns, fears and differences of opinion (i.e., be 
vulnerable) without fear of rejection, aggression or retaliation. When vulnerability is threatened, 
behaviors that stifle creativity and innovation—like self-editing—take over.  
 
Communication  
There is no collaboration without effective communication. Leaders within AGP 2 implementing 
agencies must communicate why collaboration is important to the organization’s success and must 
outline the strategy and roadmap for how the organization will work collaboratively.  
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Shared Vision and Purpose  
The best way to get employees invested in the collaborative process is to give them an opportunity to 
contribute to a shared vision and purpose. Respective AGP 2 implementing agencies should articulate 
the “why” to everyone involved in the collaborative process. 
 

 
What is AGP2 collaboration mechanism? 
 
 

 
AGP 2 collaboration mechanisms (or processes) are undertaken through SCs and TCs at all levels 
communicating across line agencies and key implementing partners to improve overall management. 
 
Therefore, the key to harmonization of the AGP 2 program relies on robust committees. The 
membership and specific roles and responsibilities of these mechanisms are outlined in the AGP 2 
Program Implementation Manual. 
 
Coordination Mechanisms with Aligned and Parallel Projects and Implementing Agencies 
To ensure efficient and successful coordination of AGP 2 with other projects, the following elements 
will be implemented under the responsibility of the FPCU: 
 

I. The platform for the programmatic coordination with other projects and programs 
will take place within the Rural Economic Development and Food Security (RED&FS) 
Sector Working Group (SWG) and, more specifically, within the Technical Committee 
for Agricultural Growth (AG TC) of the RED&FS SWG. 

II. Development Partners financing aligned or parallel projects will be invited to 
participate in the AGP 2 TC at all levels. 

III. Ensure close coordination with aligned and key parallel projects and programs in 
particular with: 
1. CASCAPE  
2. Capacity Development Support Facility (CDSF) 
3. Small Scale and Micro-Irrigation Project (SSMIP)  
4. USAID Agricultural Value Chain Project  
5. Integrated Seeds Sector Development Program (ISSD)  
6. Empowering New Generations to Improve Nutrition and Economic (ENGINE 

Project)  
a. A Memorandum of Understanding (MoU) detailing the objective of the 

collaboration, respective contributions of each party, roles and 
responsibilities, major activities, expected outputs and mechanisms of 
implementation, will be signed between AGP 2 and the aligned and parallel 
projects and programs; 

b. Joint planning exercise will be carried out and will be described in the MoU in 
order to ensure complementarities and synergies; 

c. A regular reporting mechanism will be agreed upon and detailed in the MoU;  
IV. For implementing agencies outside the MoA, whenever possible and justified by the 

level of activities, an MoU similar to the one prepared for aligned and parallel projects 



24 

will be signed between the relevant CUs and the concerned implementing agencies, 
and in particular with: 

a. The Agricultural Transformation Agency 
b. The Central Statistical Agency 
c. Ministry of Trade 
d. Ministry of Health 
e. Ministry of Industry 

V.  As appropriate, similar arrangements will be established at the regional and woreda 
levels.  

 
Conclusion  

1. AGP 2 Institutional Arrangements (TCs, SCs) are an integral part of the 
success of AGP 2. They are necessary to improve the efficiency and effectiveness of 
the various components independently and the combined effects through 
integration.  
 

2. Coordination must be planned, with specific staff assigned responsibility to coordinate with 
other institutions and judged on their ability to deliver on shared objectives.  
 

Institutional managers are responsible for proactively pursuing coordination using meetings, email, 
and telephone and facsimile to continuously follow up. Meetings and other coordination activities 
need to be added to the annual work plan. These activities take time to prepare, attend meetings, and 
follow up activities. Committee work needs dedicated staff. 
 
The purpose of this participant book is to provide guidance to committee chairpersons and members 
towards enhancing AGP 2 SCs and TCs. 
 
Feedback questions 
 

• What did you learn about existing the institutional arrangement and collaboration 
mechanisms and degree of collaboration? 
• How will you improve collaboration between your committee and committee 
member implementing agencies as well as committee members? 
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Unit 3: Review of Committee Assessment and Committee Member Self-Assessment 
Unit Number and Title  Unit 3: Review of Committee Assessment and Committee Member 

Self-assessment  
Objective(s)  Participants are able to:  

• Describe the rationale for conducting a committee assessment 
• Describe the steps involved in an assessment 
• Analyze assessment data 
• Develop a plan for enhancing committee effectiveness 

Required Preparation and 
Materials  

• Committee assessment  
• LCD projector  
• Power point presentation  
• Action plan template  
• Flip chart paper, pens  
• Committee and member self-assessment templates 

Duration  130 minutes  
 

 
 
Ask in the large group: 
• What is a committee? 
• What is a committee self-assessment? Have you experienced before? 
 

 

There are many formal definitions describing what a committee is but the essence of 
all such definitions can be stated as: 
 

“A committee is a group of people trying to accomplish something 
(the purpose) that cannot be better accomplished otherwise.” 

(Wikipedia) 
 
A committee is a type of small deliberative assembly that is usually intended to remain subordinate 
to another, larger deliberative assembly. 
 
“A committee self-assessment process is a collective (all the members), introspective (look at 
ourselves), and comprehensive (look at the areas most relevant to our committee) with the purpose 
of finding realistic ways to enhance our effectiveness.” 

Committee Self-assessment 
The first step to enhancing effectiveness of committees is to assess the state of the committee and 
collectively agree on those areas for efficient improvements. The assessment should be repeated at 
regular intervals to make sure that the committee is on the right track, and to evaluate if the 
improvements being implemented are really working. It is recommended to do this at least once a 
year. If the committee meets frequently (i.e. every week) or monitoring the initial steps more closely 
is required, repeat the self-assessment every three or six months to double-check and confirm its 
progress.  
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As the regional and woreda TCs meet monthly, it is recommended that they conduct the self-
assessment every six months. SCs that meet twice per year should conduct the assessment once in a 
year. 

How to undertake a committee self-assessment 

 

 
An assessment can be done in a number of different ways. Below is one suggestion: 

Step 1: Design a self-assessment process  
The assessment provides an opportunity for objective reflection. The best tool to evaluate the 
committee will be the one that is constructed to meet the committee’s unique needs. Therefore, 
consult members of the committee to formulate the self-assessment. The committee should use the 
evaluation process to identify strengths and weaknesses, to flag areas for improvement, and to plan 
for further action as appropriate.  
 
There are two sample assessments provided in Annexes 1 and 2, one for the committee as a whole 
and the other for themselves as members. Sample questions are provided in the Committee 
Assessment Tool in Annex 1 of the Participant Guide. These are examples intended to provide a 
starting point to evaluate the performance and effectiveness of the committee as a whole. In addition, 
the Committee Member Self-assessment Tool provided in Annex 2 can be taken by individual 
members to reflect on their personal contributions to committee effectiveness. Not all questions will 
be appropriate for your committee. Use the questions provided as a basis for a customized committee 
assessment. It is recommended to have a committee meeting to decide on specific questions and 
describe how the information will be used.  
 
In designing a customized assessment, answer the question, “What would be the key element that 
your committee would assess?” The key elements in the sample assessment include awareness of the 
goal and purpose, support for the committee, time and location of meetings, attendance, 
recording/minutes, membership and leadership. Next, identify the importance of each key element 
and design an appropriate number of questions depending on the committee’s priorities. If the sample 
is used, questions can be added, deleted, substituted – in other words, customize the assessment to 
the needs of the committee.  
 

Committee Self-Assessment 
 
Step 1: Design a self – assessment process 
 
Step 2: Administer the self-assessment 
 
Step 3: Compile the data 
 
Step 4: Reach agreement on areas that will be the focus for 

improvement 
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Throughout the process of a self-assessment and developing enhancement 
strategies, committees are advised to ensure that deliberate effort and 
consideration has been given to address issues from a gender perspective. In terms 
of the operation of the committee itself, efforts should be made at strengthening 
women’s visibility and participation in committees. In fulfilling their mandates, 
committees also need to consider if their work and the decisions they make have implications for men, 
women, girls and boys served by AGP 2 and ensure that their membership provides adequate 
information to inform decisions. Committees who have oversight responsibilities need to ensure that 
AGP 2 plans and reports mainstream social development issues, including gender equity; and use a 
gender perspective to analyze the implications of decisions or recommendations. Including gender-
responsive questions in the self- assessment will help committees identify gender issues and develop 
enhancement strategies.  
 
Step 2: Administer the self-assessment 
Administering the self-assessment can either occur during a meeting or sent out by email and 
completed independently by the members. Because members were involved in the design stage, 
filling out the assessment should be straightforward.  
 
Before completing the assessment, determine how you are going to ensure responses will reflect an 
open and positive exchange of ideas and opinions. The self-assessment process should not become 
an opportunity to criticize anyone in particular or to vent frustrations about members of the 
committee. Therefore, it is important to determine how to best report or share the findings (all 
findings) of the self-assessment before the assessment is conducted.  
 
Step 3: Compile the data  
Annexes 3, 3A and 3B provide examples on how to enter and calculate the findings and complete a 
simple summary that can be discussed by the committee members. Determine those problems the 
group has identified as areas that enhancements are required.  
 
Step 4: Reach agreement on areas that will focus on improvement  
Interpreting the data is straightforward. From the assessment, a number of areas will be identified as 
requiring enhancement. It is time to prioritize and identify the most important elements to improve 
committee performance.  

 
• Group participants into groups 6/8 by committee/location – region, woreda 
or table 
• Distribute the committee self-assessment questionnaires 
• First let the group members complete the committee self-assessment and 
compile and analyze the data as per the above steps and templates in Annexes 3A and 

3B in your participant book. 
 
Possible questions to help guide the committee’s discussion are as follows:  

• What are the priorities for enhancement according to the findings of the assessments?  
• What are the action items that the committee should focus on?  
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To determine the priorities of your committee, we recommend that you reach common ground with 
your committee members.  
 
Common ground is not about compromise. Common ground means that all committee members 
agree on an issue or topic without hesitation. The action plan items should be agreed to by all 
members so everyone is committed to move forward.  
 
In small groups, ask all members what they hope for their committee in the future. How do they 
propose to get there? 
 

• All members write what they think the priorities that all members will agree to work towards 
on a card and all other areas they think should be approached.  

• Place all the cards on the wall and cluster common ideas.  
• Clarify unclear ideas, refine and cluster.  
• Identify those ideas not agreed to by everyone and abandon the issues where there is no 

agreement.  
• Dialogue about key areas. Ideas are usually understood by only the group so get the group 

recorder to document these ideas into complete statements identifiable by everyone. “Write 
statements such that people who are not in this meeting will understand what you mean.”  

• Then ask, “What should be done with this list?” If the group wants to move forward to action, 
carry on the exercise of writing an action plan.  

 
By reaching common ground all committee members work towards those agreed areas of 
improvement.  
 
The assessment should be repeated at regular intervals to make sure that the committee is on the 
right track and to evaluate if the improvements being implemented are really working. It is 
recommended to do this at least once each year. If the committee meets frequently (i.e. every week) 
or monitoring the initial steps more closely is required, repeat the self-assessment every three or six 
months to double-check and confirm its progress.  
 
Committee Member Self-assessment 
 
Distribute copy of member self-assessment template and ask participants to complete the assessment 
(15 minutes)  
 

 
Feedback questions 
• What did you learn from the exercises? 
• How will it improve effectiveness of your committee? 
• How will you apply this in your workplace? 
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Unit 4: Reviewing Committee Terms of Reference (ToR) 
Unit Number and Title  Unit 4: Reviewing Committee Terms of Reference  
Objective(s)  Participants are able to:  

• Describe contents of committee ToR 
• Construct a ToR 

Required Preparation and 
Materials  

• LCD projector  
• Power point presentation  
• ToR form  

Duration  120 minutes 
 
Step 1: This unit reviews the committee’s ToR. Each section of the ToR will be reviewed 
systematically.  
 
At the end of the unit, participants will be able to  

• Describe the contents of a ToR  
• Write a clear purpose statement  
• Define their level of authority  
• Describe the reporting schedule and deliverables that are produced annually  

 
 
What is a ToR? 
What should be included in a committee ToR?  
Brainstorm in a large group writing suggestion on a flip chart.  
 

 
Typically, the ToR is a written roadmap for the committee and contains clear and 
specific information on how the committee is organized, what the committee is trying to 
achieve, who the members are and when they meet.  

 
A clear and understandable ToR is the first step to a successful committee! Also, it is important to 
review the ToR, and on the ToR identify the date for this review.  
 
Once the self-assessment is complete, it is important to spend time with the committee to ensure that 
all the members have a common understanding about the purpose and the mandate of the 
committee. This is best achieved by working on a detailed ToR, building on the roles and 
responsibilities outlined in the AGP 2 PIM. This section guides the process of establishing a clear ToR.  
 
Each committee should have a ToR that, at a minimum, describes the purpose, scope and authority of 
the committee. The purpose of a committee is the most important section of this document and unless 
you have a very good reason, you should not proceed to create a committee without a clearly-defined 
purpose. The committee may decide to have additional information in their ToR.  
 
Together, we will look at the following sections of the ToR:  
 
1. Type of committee indicates what kind of committee is appropriate? 
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2. Purpose explicitly answers why does the committee exist? 
3. Function addresses the range of activities that the committee undertakes? 
4. Authority answers what is the committee’s level of decision-making? 
5. Reports document what reports are produced, when and for whom? 
6. Products or Deliverables outlines the outputs of the activities i.e. meeting minutes, policy brief, 

recommendation notes, etc.? 
7. Members identifies the members needed to support the purpose and outputs of the 

committee? 
 
Type of Committee 

 
Ask in the plenary the following questions: 
 

What types of committees do you know? 
 
Committee work takes time and time is our most scare resource. Therefore, if the work 
can better be accomplished in any other way, a committee is not needed.  
 

Committees can be standing or ad-hoc, advisory. All types of committees may form sub-committees 
if the workloads are heavy or complex in nature. Determine the type that most adequately represents 
your committee.  
 

• Standing Committee  
These committees are created by the standing orders, rules, by-laws or regulations of an organization. 
They exist and function more or less on a permanent basis.  
  

• Ad hoc  
These committees are appointed or created for a particular purpose or on a short-term basis. The 
committee is usually dissolved when the job is complete (for example, a committee appointed to 
complete a specific assignment).  
 

• Advisory Committee 
Advisory committees may be standing or ad hoc and are often set up at the request of or on the 
condition of AGP 2. 
 
Where does your committee belong? TCs and SCs are standing committees. 
 
Purpose of a committee 

 
Why is having a purpose statement important?  
What makes a clear purpose statement?  
 
The purpose needs to be clearly articulated so that all members understand it, and 
so they can work collectively to achieve it. It is imported to describe what the 
committee will do and why it was created. In other words, what is its functional 
reason-for-being? What does it do? What does it make or provide?  
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Nothing ruins a committee’s efforts like the lack of a meaningful, clearly-stated purpose. Without a 
clearly-stated and reasonable set of goals, the committee will not have the focus it needs to be 
successful. The success of any committee requires an understanding of this basic principle. Every 
committee needs a purpose. If you do not know what you are trying to accomplish, or have no 
purpose, then your committee is unlikely to succeed.  
 

Writing Effective Purpose Statements 
A purpose statement is a declarative sentence which summarizes the specific topic and goals of the 
committee. To be effective, a statement of purpose should be: 

• Specific and precise - not general, broad or obscure  
• Concise - one or two sentences  
• Clear - not vague, ambiguous or confusing  
• Goal-oriented - stated in terms of desired outcomes  

 
 
In the PIM, the roles and responsibilities of each committee are outlined. First, 
let us analyze the role statements.  
 
"The main role of the regional TC is to provide oversight and supervision to 
lower-level implementers, ensuring that guidance emanating from the different 

regional sectors is coordinated and consistent.” 

1. How does the committee provide oversight and supervision?  
2. What specific and type of issues will be discussed?  
3. What will be the effects of this oversight and supervision?  
4. Ask participants to share their analysis 
 
Answer or critique: The statement is too vague and broad. It is not clear how “oversight and 
supervision” is provided. It is also not clear what issues will be supervised and how guidance will be 
provided. Also, “different regional sectors” needs to be clarified and something could be stated 
about the woreda level. These terms are vaguely stated and ambiguous. We would suggest that a 
purpose statement should be more concise. Drawn or taken from the regional roles, each woreda 
committee should develop its own purpose statement.  
 
Example of clear purpose statement 
 
Well-written Regional TC purpose statement: 

The main purpose of the Regional Technical Committee is to review and approve the annual regional 
work plan and pass it to the Steering Committee for approval, monitor performance of woredas 
through reports, field visits, regular Technical Committee meetings, etc. and take action, reallocate 
budget based on performance, and ensure collaboration among Technical Committee member 
organizations.  
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Function (scope of committee) 

This section helps us understand the functions of the committee. These can be 
associated with the PIM responsibilities. This will help clarify the range of activities of 
the committee. Determining the function will help the committee stay focused on 

fulfilling its purpose rather than taking on additional responsibilities that may divert them from 
their primary purpose.  
 
In general, there are a number of functions that can be undertaken by a committee. These are:  
 

• Governance: In organizations considered too large for all members to participate in decisions 
affecting the organization as a whole, a committee (such as federal, regional and woreda SCs) 
is given the power to make decisions, spend money or take actions. Some or all such powers 
may be limited or effectively unlimited. These are the ones responsible for overall 
performance of AGP 2. For successful functioning of these committees it is key to have all the 
decision-makers in the meetings. Their attendance is necessary in order to solve policy 
challenges and provide strategic direction together that can be then responded to by each 
AGP 2 implementers. 

• Coordination: Individuals from different areas of AGP 2 (for example, all process owners) 
might meet regularly to discuss developments in their areas, review projects that cut across 
organizational boundaries, talk about future options, etc. For these committees it is key to 
have all the decision-makers in the meetings in order to solve implementation problems 
together. Where there is a large committee, it is common to have smaller committees with 
more specialized functions; for example, (ongoing) audit committee, finance committee, 
procurement committee, etc. drawn from the relevant professional experts. 

• Research and recommendations: Committees are often formed to do research and make 
recommendations on a potential or planned project or change. For example, an organization 
considering a major investment in tree planting might create a temporary working committee 
of several people to review options and make recommendations to upper management (such 
as the Federal AGP 2 Coordination Unit). Such committees are typically dissolved after issuing 
recommendations (often in the form of a final report). 

• Project management: While it is generally considered poor management to give operational 
responsibility to a committee to actually manage a project, this is not unknown. The problem 
is that no single person can be held accountable for poor performance of the committee, 
particularly if the chairperson of the committee is seen as a facilitator. 

 
The guiding questions for the discussion are: 
 

• Does the committee approve, guide, recommend, coordinate or advise?  
• What is expected from the committee?  
• What activities/functions are undertaken as a committee? Be careful to ensure that this is a 

function that can only be conducted by the committee and not the responsibility of a 
department or agency as part of their responsibilities to AGP 2.  

 

http://en.wikipedia.org/wiki/Research
http://en.wikipedia.org/wiki/Capital_investment
http://en.wikipedia.org/wiki/Chairperson
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List responsibilities and identify the function of the committee by marking a  (check mark) by the 
governance, coordination and advisory. Determining the function will help the committee stay 
focused on fulfilling its purpose rather than taking on additional responsibilities that may divert 
them from their primary purpose. 

 
 
(15 minutes) In your committee groups, read roles and responsibilities of 
committees in Unit 1 in the Participant Book. “What is the primary function of your 
committee?” should guide the discussion.  
 

Hint: Go through the list of responsibilities and label the responsibility item either: 1) Governance; 2) 
Coordination; or, 3) Advisory.  
 
Group debriefing: Each group identifies in 2 minutes their primary function and if they had any cross 
category functions.  
 

Activity  Governance  
(decision making)  

Coordination  Advisory /Research  

    

    

    

 
Meeting Arrangements 
 

• In a large group, ask: how are your committee meetings arranged?  
• What best practices does your committee have for meeting arrangements?  
 
 

The ToR should describe meeting arrangements. Arrangements including: meeting frequency and 
location, meeting procedures (if applicable), quorum, details about agendas and minutes (how these 
will be distributed, if available online, who prepares them, etc.) and communication between 
meetings.  
 
Identify who is responsible for sending out agendas and minutes, the timing for feedback, and what 
meeting preparations are required. Formal committees or committees that want to improve on their 
meeting arrangements often document the meeting arrangements in “Committee Rules”. An 
example is provided in the Annex of the Participant’s Guide.  
 
Meeting Arrangements include determination of: 

• Frequency (how often)  
• Location (where)  
• Meeting Procedures (i.e. X hours, start at X o’clock, gender considerations)  
• Agenda and minutes (who prepares, timing and how distributed)  
• Communication between meetings (how)  
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• Details may be provided in the Community Rules  
 
Gender and meeting arrangements: Meeting time and place arrangements 
should consider the needs and interests of all members of the committee. 
Women’s reproductive roles should be taken into consideration when arranging 
meetings so as to encourage their frequent and active participation.  
 
Group debriefing: As the information generated by each committee is specific to their 
circumstances, there is no need to have each group present. However, ask if any group identified 
any innovation that they would like to share with the group. 

Committee Authority 

Ask the large group, What is meant by “authority”? After a large group discussion 
show the definition on slide. 
 

 
“A description of the decision-making authority or what is expected from the committee, by whom and 
when”. 
 
Questions that guide this process include: 

• Does the committee approve, guide, recommend or advise?  
• In what form (i.e. report, policy brief, etc.) does this authority take?  
• Who does the committee report to?  
• What is the feedback response to finalize the work?  
• What is expected from the committee?  
• Does the committee have the ability to make decisions, spend money, recommend, advise 

or inform?  
 
Reporting and Deliverables 

 
Ask in the plenary: What does the committee produce? Do they write reports? 
 
 
Reports and deliverables are usually formal documents that are submitted to a higher level 
of authority. This is generally a standard requirement.  
 

A deliverable is a product or output of an activity. These can be briefing notes, policy briefs, special 
issues report, gender checklists, meeting agendas and minutes, success story from a monitoring 
mission, an implementation guide, etc. Example templates content should be adjusted to meet the 
needs of the committee.  
 
Producing committee reports containing a record of major decisions taken and progress made against 
planned events and accomplishments with conclusions and recommendations for future 
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improvement and decision by SCs or cabinet is important. TCs that meet monthly should write 
monthly, quarterly and semi-annual and annual reports. SCs that meet twice a year should write semi-
annual and annual reports. It is advisable if the timing of reporting coincides with SC/Cabinet/Council 
meetings.  

• Describe the committee’s reporting requirement and format  
• Indicate to whom and when these reports will be due  
• Describe the products/ outputs i.e. Gender and Social Development Checklist, study, 

etc.  
 
The ToR should clearly describe whom the committee will report to, and in what format, how often.  
 
Gender and reporting: Reporting formats should be gender-disaggregated to enable gender analysis 
and informed decision-making.  
 
Committee membership 

Ask in the plenary the following questions. 
• Who selects committee members? 
• How are committee members selected? 
• How does membership affect committee effectiveness? 
 

The ToR should identify the type and number of members, how members are appointed, how the 
chairperson and co-chairperson are appointed and a list of members (name and functional role).  
 
Resources and budget 
The ToR should outline approved resources and budgets, as appropriate, and any conditions for 
supporting development of deliverables or participation. For example, a member’s time is usually 
covered by his or her employing organization as part of the regular work duties. 

Review 
The ToR should indicate when it should be reviewed and improved. 

 
• Complete the ToR in your groups 
• Ask one voluntary group to present the completed ToR and discuss 
• Give 30 minutes for the groups to finalize the ToR based on the discussion  
 
 

Committee Rules 
 
Have the participants discuss the following questions.  
• Does your committee have rules? Why? Why not?  
• What is your experience around rules improving performance?  
• Would rules help your committee implement your enhancement strategies?  
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It is up to the committee if they wish to establish rules. Many formal committees have 
rules and make them public. It provides a mechanism to review expectations with 
committee members and ensure that they understand what is expected of them. 

Finally, it may support the accomplishment of the enhancement strategies developed. There is an 
example of committee rules in the Participant’s Guide.  
 

Summary: We have now completed the essential elements of the ToR. It is 
time to review the learning objectives. Have you been able to accomplish the 
following?  
• Describe the contents of a ToR;  
• Write a clear purpose statement;  
• Define the level of authority;  

• Describe the reporting schedule and deliverables that are produced annually;  
• Anything else?  

 
 
Feedback questions 

• What was new about the ToR? 
• Can you apply it in your committee? 
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Unit 5: Effective SC and TC Communication 
Unit Number and Title  Unit 5: Effective SC and TC Communication  
Objective(s)  Participants are able to:  

• Describe the importance of good communication to effective teamwork  
• List the different communication methods and skills  
• Assess and practice individual listening, questioning, presentation and 

reporting skills  
• Describe principles of effective communication to improve the 

coordination and collaboration functions of AGP 2 SCs and TCs 
Required Preparation 
and Materials  

• Four communication skills self-assessment checklist  
• Envelope for managing hexagon answers  
• LCD projector  
• PowerPoint presentation  
• Flip chart paper, pens  

Duration  4 hours  

 
Communication Forms and Direction 

 
Exercise: The facilitator needs to set up the room before this unit. Placed around the 
wall are the following signs, in addition the facilitator needs to place in one envelope 
for each group, the six statements below: 
 

Signs on wall  Statements for envelops  
Managing Upwards  Persuading senior leaders and building trust and 

alliances  
Managing Downward  Building and inspiring SC/TC teams by leading by 

example  
Managing Backwards  Monitoring, evaluating, review and control  
Managing Forward  Participatory annual planning  
Managing Inwards  Self-management, understanding your own behavior 

and personal development  
Managing Outwards  Satisfy clients and collaborating with external 

stakeholders  
 
Then, the facilitator will indicate that there are signs posted on the wall around the room, in their 
small groups they place a card with the statements beside each. This should be very quick (5 minutes). 
 
Ask each group to identify which method of communication is most often used (one idea per yellow 
card) to manage up, manage down, etc. Give an example, “many TCs have to write reports for the SC, 
this is one communication method. Can you think of others?” When the groups mention telephone, 
email, try to get them to think about methods dialogue, talking, persuading, etc. (10 minutes)  
 
Finally, have the groups identify the communication skills (using blue cards) most used by TCs and Task 
Forces (5 minutes). The skills can be similar to all so they can place their blue cards in the middle. Give 
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an example: “To write good reports, I need some writing skills, good grammar, etc.” Have the 
participants place the cards on the wall next to the signs.  
 

• Make sure that a list of skills is being generated and review that list with participants.  
• Now members write separately those skills that they feel they do very well and those that 

they need to enhance. (5 minutes). 
 

Background for Facilitator:  
The following information is a reference for the facilitator only: DO NOT PRESENT THIS 
INFORMATION  
1. Managing Up AGP is a donor-funded project. The project is the outcome of a negotiated design 
process between several international donors and the Government of the Federal Democratic 
Republic of Ethiopia. Compliance with the terms of the agreements between the FDRE 
Government and its development partners is a very important measure of the performance of an 
AGP coordinator  
 
This requires familiarity with the project documents, implementation manual and all associated 
instruments for complying with project agreement such as the Environmental and Social 
Management Framework, the Performance Management Framework and similar related 
instruments. What are the key competencies necessary for fulfilling this role? How can we 
improve their achievement?  
 
2 Managing Outwards (clients and key stakeholders). The ultimate measure of success depends 
on its ability to increase agricultural productivity and commercialization of smallholder farmers. 
Meeting the stated objectives of AGP 2 beneficiaries is a very important function of AGP 2 
coordinators which requires conviction and commitment from managers, their implementation 
teams and participating stakeholders. What other key competencies are required for AGP 2 
coordinators to excel at managing outwards?  
 
3. Managing Forwards (planning). In order for PSNP to be successful, rigorous planning and 
implementation are key competencies. Given that the project relies on multi-functioning teams 
from different sector offices for its technical implementation, and because timely execution is 
critical to client satisfaction, what other key competencies are important to effective forward 
management of PSNP activities? What is the manager’s role in their efficient implementation and 
how can we improve the capacity to embrace and execute these competencies?  
 
4. Managing Downwards (the team). AGP relies on proficient performance of many teams for 
effective implementation.  
 
5. Manage Inwards (self-management). As AGP coordinator you are often called on to play a 
leading role in various project functions. Both subordinates and senior members of the 
coordination team may look to you for technical leadership or support in facilitating especially 
important project functions. What personal competencies are necessary to fulfilling this function? 
What characteristics must the manager demonstrate as a leader, mentor, coach or supporter? 
How can we help managers build these competencies?  
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6. Manage Backwards. (review and control). Review your performance in order to enhance 
strengths and improve weaknesses. 
 
Now, explain that part of managing is communicating. 

 
Communication Skills 

 
This is the heart of the unit and the 
majority of time should be spent here 
practicing communication skills. Use the 
time wisely.  
 
 
 
 
 
 
 
 
 

Ask participants in plenary: why is non-verbal communication is important?  
 
 
 

 
Facilitator summarizes the point by the following descriptions. 
 
When we communicate, our words are only part of message. The largest part of the 
message that we are sending to others is made up of non-verbal communication and 

is composed of our body language and our tone of voice. The same sentence can have multiple 
meaning depending on which word is emphasized. The emphasis on a particular word implies 
additional information than what the word say.  
 
Examples of body language  

• Facial expression  

• The way they are standing or sitting  

• Any swaying or other movements  

• Gestures with their arms or hands  

• Eye contact (or lack of)  

• Breathing rate  

• Swallowing or coughing  
 
Facilitator hands out the Listening Skill Self-assessment.  
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Before completing the assessment, determine how you are going to ensure responses will reflect an 
open and positive exchange of ideas and opinions. Each member can reflect based on his/her 
personal experience. The self-assessment process should help participants to know that listening is 
an important communication skill. The assessment provides an opportunity understanding and 
applying these skills during their committee work. The assessment helps participants reflect on their 
listening skills and on areas they would like to strengthen. They can practice listening and repeat the 
assessment again in three months.  
 
Instructions 

• Complete the self-assessment questionnaire individually 

• Work in trios to share individual results and formulate one to two changes they will do to 
improve communication skills in the next month individually 

• Share one to two things you are going to improve in the next one month in plenary group.  

 
Find out how effective you are at listening by going through the skills listed in the table below, and 
checking the appropriate box. Are you already listening well, or is there something you could 
improve upon? Please assess yourself and learn to improve. 
 

No  Listening Skills Assessment  1  2  3  4  5  
1 I am able to concentrate 100% on what the other person is saying       
2 I understand the use and advantage of body language to show others 

that I am listening them with my full attention  
     

3 I am using questions appropriately to build rapport and gain more 
information about the situation  

     

4 I pay attention by making sure that the speaker knows that I have 
listened to his/her or their message by paraphrasing or rephrasing.  

     

5 I know the advantage of waiting until the speaker has finished what 
they have to say before I start preparing /thinking/ my response 
mentally  

     

6 I consciously try to listen at level 2 or 3       
Use the space below to make notes about these or other listening-related 
skills you’d like to improve.  

     

 
Listening Exercise: the chair of listening  

 
Step 1: Inform participants that we are going to practice the most important 
communication skills: listening, asking powerful questions (and if time, presentation and 
reporting).  

 
For this exercise there are three levels of listening, can anyone tell us what these are?  
 

• level 1 (internal listening) (facilitator points hand towards themselves)  
• level 2 (focused listening) (facilitator points hands together towards the person)  
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• level 3 (global listening) (facilitator points hands apart and upward).  
 
The more we stay at levels 2 and 3, the more effective we are in the TC/SC meetings. Let’s practice 
level 2 and level 3 listening.  
 

Step 2: Move into pairs. One person is the listener and the other is the speaker. Sit in 
chairs, knees aligned, facing each other (position A). The speaker will tell a story for 
two minutes and the listener will actively listen (and do nothing else). After two 
minutes, participants will pull their chairs forward so the chair backs are aligned (and 
they cannot see each other) (position B). The facilitator will ask the coach to describe 

the following to the principal (on PowerPoint slide):  
 

1. Describe the shirt the speaker was wearing. 
2. What color are the speaker’s slacks or skirt?  
3. Describe the body position.  
4. Describe their hair or scarf.  

 
How did you do as listener? Were you listening in level 2? Why or why not? 
 
Now, move chairs back to position A. Switch roles. The new speaker tells a story for two minutes. The 
listener actively listens (and does nothing else). Move chairs to position B. The facilitator will ask the 
listener:  
 

1. Describe the tone of the speaker’s voice. 
2. What information could you pick up from his/her body language?  
3. What was the speaker not saying?  
4. Was the speaker telling all the information or was there something else going on?  
5. What emotions was the speaker feeling when s/he was telling the story?  

 
How did you do, listener? Were you listening in level 3? Why or why not?  
 

Step 3: Reflection questions  
How did this exercise make you feel? First start with the group that was back-to-back. 
Then with listeners that were facing each other. What did you learn from these 
exercises? What are you going to do differently because of this exercise?  

 
Step 4: Generalization Listening: levels 1, 2, 3  
 
The facilitator asks participants - what does this tell us about listening? Are the different levels of 
listening clear?  
 

Passive Listening - Level 1 
Level 1 listening is internal. We hear the words of the other person, but the focus is on 
what it means to us. 
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At Level 1, our own "thoughts and emotions fill our receiving airwaves with static”. “At Level 1, we do 
not listen with the intent to understand; we listen with the intent to reply. We are either speaking or 
preparing to speak. We are filtering everything through our own paradigms, reading our 
autobiography into other people's lives.” 
 
When we listen "autobiographically", we tend to respond in one of four ways:  
 

1. We evaluate: we either agree or disagree.  
2. We probe: we ask questions from our own frame of reference.  
3. We advise prematurely: we give counsel based on our own experiences before it has been 

requested.  
4. We interpret: we try to figure people out, their behavior, based on our own motives or 

behavior.  
 
Active Listening - Level 2  
“Level 2 is active listening. The attention is laser-focused over there: on the other person.”  
Listening with the intent to understand:  
 

• Getting inside another person's frame of reference.  

• Looking through their "window" and seeing the world the way they see it.  
 
Listening deeply is listening with our ears, our eyes and our heart. We listen for content, emotions and 
intent. “Listening and watching for the emotion in the individual’s voice and body provides you with a 
sense of their predisposition to action.” 
 
Level 2 is giving up our mind chatter and being “with” the other, listening with curiosity and without 
judgment. As good communicators, we listen for:  
 

• what the individual says  

• what the individual doesn’t say  

• the individual’s mindset  

• the individual’s assumptions or beliefs about themselves  

• energy  

• commitment  

• the individual’s vision, values and purpose  

• what makes the individual come alive  

• what makes the individual go flat and withdraw  

• resistance  

• fear  

• backtracking  

• progress towards the goal  

• what’s next  
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Level 2 listening is laser focused on the other person. All of the attention is directed in one way. Think 
of a mother with her sick baby, all of her attention is hard focused on the child. There may be a lot of 
chaos or noise all around her but the mother is fixed on the baby and her needs. Picture two young 
lovers sitting on a park bench; they’re both at lLevel 2 with their attention completely focused on the 
other person; they can be oblivious to the world around them. They are listening to every nuance in 
the conversation.  
 
Level 3 listening is global listening; it is the soft focus listening that takes in everything. At level 3 
listening, you are aware of the energy between you and others. You are also aware of how that energy 
is changing; you detect anger, satisfaction, joy, frustration. You are aware of the underlying mood or 
tone of the impact of the conversation. This is also the level at which your intuition will be most 
available to you. Stand-up comedians have a highly-developed sense of listening at level 3. They know 
when their humor is landing with the audience and when it isn’t.  
 
Before proceeding to step 4, summarize the listening levels, taking into consideration which listening 
level is expected from committee members and when. What elements are needed to ensure level 3 
listening for committee members?  
 

Presentation: Be brief as this can take a lot of time if not managed. Give yourself 5 
minutes; do not read the list rather, highlight a few and mention that there is a list in the 
participant manual. 

Losing out on listening  
1. I approach important listening situations without clearing my mind or taking steps to prevent 

interruptions or distractions.  
2. I engage in other activities (texting, working on the computer, answering the cell phone) while 

I am listening.  
3. I assume I know what others will say and tune out as a result.  
4. I finish sentences for others when they stumble or pause.  
5. I find that my prejudices (about someone’s gender, skin colour, religion, etc.) cause me to tune 

out.  
6. I become impatient and tune others out when they say things that I don’t agree with or don’t 

want to hear.  
7. I form a rebuttal in my mind while others are talking.  
8. I ignore nonverbal cues such as voice, tone, posture and pace.  
9. I act as if I understand what people are saying rather than risk embarrassment by asking them 

to repeat themselves to clarify a point.  
10. I listen for specific facts rather than broad ideas.  
11. I fidget when people speak too slowly or when their conversation becomes boring.  
12. I dwell on aspects of others that have no bearing on the conversation (e.g. clothing, jewelry, 

mannerisms, etc.). 
13. I daydream when others are talking.  
14. I use the same response repeatedly (“right”, “uh huh”) in place of really listening.  
15. I use body language that does not encourage communication (crossed arms, no eye contact).  
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Active Listening 
 
Listening is a voluntary activity. Listening includes more than just sound being received 
by the ear and transmitted to the brain. Listening includes interpreting or processing 
that sound. Active listening involves listening with empathy. When you listen 

empathically, you don’t just hear words. You hear thoughts, beliefs and feelings. Empathic 
listening is highly active and requires hard work. Following the steps below will help to 
improve listening skills. 
 

1. The first step is to decide to listen and concentrate on the speaker.  
2. Then, use your imagination and enter the speaker’s situation. Concentrate and try to imagine 

his or her frame of reference and point of view.  
3. Observe the speaker’s vocal inflection, enthusiasm or lack of it, and style of delivery. These are 

essential components of the message. If you are speaking face-to-face, pay attention to the 
speaker’s facial expressions and other nonverbal cues for more insight into the message.  

4. Listen without interruption. Note key phrases or use word associations to remember the 
speaker’s content.  

5. Use paraphrasing or clarifying questions to confirm that you received the intended message. 
Check your perceptions of how the speaker is feeling to put the text of the message in emotional 
context.  

6. Finally, provide feedback to the speaker.  
 
Tips for Active Listening  
The following are additional techniques to help ensure active listening: 
 

• Make eye contact. Eye contact increases the chances of “getting” the message and 
demonstrates interest and attention.  

• When listening to someone on the phone, try not to look at things that will take attention away 
from the speaker.  

• Adjust your body posture. Posture facing the speaker and slightly leaning in⎯ suggests that you 
are paying attention and helps you to stay tuned in.  

• When on the phone, position yourself so that you’re comfortable but not so relaxed that you 
lose the ability to attend to the speaker. 

• Give verbal or nonverbal acknowledgment. Acknowledging the speaker helps involve you in 
the communication process and shows you are paying attention. 

• Clear your mind. Clear your mind of your own thoughts to avoid wandering mentally. 
• Avoid distracting behaviors. Distracting behaviors such as playing with a pencil, drumming your 

fingers, grimacing, jingling change in your pocket, or others may take away from your ability to 
listen and distract the speaker.  

 
Group Debriefing 
 

Reflection What did participants learn from the session? 
Generalization How do they think that listening skills could be applied during TC/Task Force 

meetings or other related work? 
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Application How could they start to apply listening skills better? 
 
Communication Questioning Skills 
 
Ask in the plenary 

• Why do you ask questions? 
• What types of questions do you know? For what purposes are they used? 

 

Garbage in, garbage out, is a popular truth, often said in relation to computer 
systems. If you put the wrong information in, you'll get the wrong information 
out. The same principle applies to communications in general. If you ask the 
wrong questions, you'll probably get the wrong answer, or at least not quite what 
you're hoping for (Mind Tools).  

 
Construction of questions 
The linguistic construction of a question can make a critical difference in either opening our minds or 
narrowing the possibilities we can consider. Is it a yes/no question? Is it an either/or question? Does 
it begin with an interrogative, such as Who, What, When, Where, Which, Why, How?  
 
When asked, most people rank these words from more powerful to less powerful as follows: 
 

 

 

 

 

 

 

 

 

By using the words toward the top of the pyramid, we can make many of our questions more robust. 
For example, consider the following sequence: 
 

• Are you satisfied with our working relationship? 
• When have you been most satisfied with our working relationship? 
• What is it about our working relationship that you find most satisfying? 
• Why might it be that that our working relationship has had its ups and downs? 

 
Less Powerful Questions More Powerful Questions 
 

Yes/No Which Who When Where What How Why What if 
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As you move from the simple “yes/no” question at the beginning toward the “why” question at the 
end, you’ll notice that the queries tend to stimulate more reflective thinking and a deeper level of 
conversation.  
 
Unless a “why” question is carefully crafted, it can easily evoke a defensive response, as people try to 
justify their answer rather than proceed in a spirit of inquiry. For instance, the questions, “Why can’t 
you ever tell me exactly what you are thinking?” or “Why did you do it that way?” can cause someone 
to defend a given position or rationalize some past decision, rather than open new possibilities. In 
contrast, when a “why” question stems from genuine curiosity, such as “I wonder why that 
happened?” then the inquiry has the potential to create useful insights. Just because a question is 
situated near the top of the pyramid does not necessarily mean that it is more important or more 
relevant than its counterparts at the bottom. Depending on your goals, a “yes/no” question can be 
extremely important (particularly if you are closing a large sale!). 
 
Likewise, a question that gets at the facts of who, when and where can often be crucial, such as in a 
legal case. However, when you want to open the space for creativity and breakthrough thinking, 
questions constructed around the words at the top of the pyramid will have more strategic leverage 
than those that use the words at the bottom. 
 
Types of questions 
Garbage in, garbage out, is a popular truth, often said in relation to computer systems. If you put the 
wrong information in, you'll get the wrong information out. The same principle applies to 
communications in general. If you ask the wrong questions, you'll probably get the wrong answer, or 
at least not quite what you're hoping for (Mind Tools).  
 
Asking the right question is at the heart of effective communications and information exchange. By 
using the right questions in a particular situation, you can improve a whole range of communications 
skills. For example, you can gather better information and learn more, build stronger relationships, 
manage people more effectively and help others to learn too. So here are some common questioning 
techniques, and when (and when not) to use them: 
 
Open and Closed Questions 
A closed question usually receives a single word or very short, factual answer. For example, "Are you 
thirsty?" The answer is "Yes" or "No"; "Where do you live?" The answer is generally the name of your 
town or your address. Closed questions are good for concluding a discussion or making a decision: 
 

• "Now we know the facts, are we all agreed this is the right course of action?" or 
• Frame setting: "Are you happy with the committee functionality and effectiveness?"  

 
Open questions elicit longer answers. They usually begin with what, why, how. An open question asks 
the respondent for his or her knowledge, opinion or feelings. "Tell me" and "describe" can also be 
used in the same way as open questions. Here are some examples: 
 

• What happened in the TC meeting last Friday? 
• Why did the committee members react that way? 
• Tell me what happened in the quality of capacity development after training on the guideline.  
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• Describe the AGP 2 stakeholders’ communication and collaboration status in more detail. 
 
Open questions are good for: 
 

• Finding out more detail: "What else do we need to do to make this a success?" 
• Finding out the other person's opinion or issues: "What do you think about those changes?" 

 
Funnel Questions 
This technique involves starting with general questions, and then targeting in on a point in each 
answer, and asking more and more detail at each level. It's often used by detectives taking a statement 
from a witness: 
 

• "How many committee members were involved in the AGP 2 planning process?" 
"About five." 
"Were they from a SC or a TC?" 
"Mostly TC.” 

• "Can you remember if there was female participation the planning process?" 
"Yes, I remember few women were participating." 

 
Using this technique, the detective has helped the witness re-live the scene and gradually focus on a 
useful detail. Funnel questions are good for: 
 

• Finding out more detail about a specific point: "Tell me more about frequency of committee 
meetings." 

• Gaining the interest or increasing the confidence of the person you're speaking with: "are you 
happy with AGP coordinators giving attention to nutrition?” Did they solve the existing 
problem in relation to focus?" 

 
Probing Questions 
Asking probing questions is another strategy for finding out more detail. Sometimes it's as simple as 
asking your respondent for an example, to help you understand a statement they have made. At other 
times, you need additional information for clarification, 
 

• "When do you need the field work report? Do you want to see a draft before I give you my 
final version?"  

 
Probing questions are good for drawing information out of people who are trying to avoid telling you 
something. 
 
Leading Questions 
Leading questions try to lead the respondent to your way of thinking. They can do this in several ways: 
 

• With an assumption: "How late do you think that the kebele planning will be completed?" This 
assumes that the planning will certainly not be completed on time. 

• By adding a personal appeal to agree at the end: "trainings we delivered so far are very 
effective and efficient don't you think?" 
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Primary and Secondary Questions: 
Primary questions are those large questions which guide and structure the workshop/meeting 
content. They are the "big questions" prepared in advance by the facilitator, which serve to open a 
new line of thought or form the focus for part of the workshop or meeting. Secondary questions are 
those questions the facilitator composes "on the spot" as the workshop or meeting unfolds. They may 
be intended to cause the participant to re-think a comment, or to give a hint to participants, or to 
encourage the participant to go deeper into the idea they are expressing. Good facilitators will often 
create lists of potential secondary questions in advance to pre-think how they might best engage the 
participants in deeper thinking on the day's topics. Good facilitators will often begin a topic by 
introducing a primary question and then develop the topic through progressive use of secondary 
questions to participants. The topic is thus developed through participants' own words and thinking, 
but with the careful guidance of the facilitator who will give direction to the discussion through specific 
questioning, and active listening to summarize, refocus or clarify what participants have said. 
 
Sample Secondary Questions: 
Questions for Clarification 

• What do you mean by ____________________? 
• What is your main point? 
• How does _________ relate to ________________? 
• Could you put it another way? 
• What do you think is the main issue here? 
• Let me see if I understand: do you mean ___________or ______? 
• Kebede, could you summarize in your own words what Shemsu said? 
• Shemsu, is this you meant? 
• Could you give me an example? 
• Would this be an example: ________________________? 
• Could you explain that further? 

 
Questions about the Initial Question or Issue 

• How can we find out? 
• What does this question assume? 
• Would _____________ put the question differently? 
• Can we break this question down at all? 
• Does this question lead to other questions or issues? 

 
Questions that Probe Assumptions 

• What are you assuming? 
• What could you assume instead? 
• You seem to be assuming _______________. Do I understand you correctly? 
• How would you justify taking this for granted? 
• Is this always the case? Why do you think the assumption holds here? 

 
Questions that Probe Reasons and Evidence 

• What would be an example? 
• Could you explain your reasons to us? 
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• Are those reasons adequate? 
• Do you have any evidence for that? 
• How could we find out if that is true? 

 
Questions that Probe Origin or Source Questions 

• Where did you get this idea? 
• Have you been influenced by the media? 
• What caused you to feel this way? 

 
Questions that Probe Implications and Consequences 

• What are you implying by that? 
• What effect would that have? 
• What is the alternative? 
• If this the case, then what else must be true? 

 
Questions about Viewpoints or Perspectives 

• How would other groups of people respond? Why? 
• How could you answer the objection that _________ would make? 
• Can anyone see this another way? 
• What would someone who disagrees say? 

 

 
 
Following are just a few questions that can have powerful effects on your work as a leader. Ask your 
questions without leading, prompting or interrupting, and suspend any assumptions. And then be sure 
to LISTEN to the answers.  
 

1. What is it that you’d like to see accomplished and how do you see it happening? 
2. What are your thoughts? Your concerns? 
3. What’s the most important priority to you with this and why? 
4. What would you like to see improved? 
5. Can you help me understand that a little better? 
6. What’s in the way of improved performance? How can I change that? 
7. If I could change one thing as a leader that would have the greatest impact, what would it be? 
8. What prevents our team from being able to place more focus on this? 
9. What self-limiting fears, thoughts or actions do we want to leave behind? 
10. Are my actions today compatible with what I wish to leave behind as a legacy? 

 
  



50 

Questions are a powerful way of: 
• Learning: Ask open and closed questions and use probing questioning. 
• Relationship building: People generally respond positively if you ask about what they do or 

enquire about their opinions. If you do this in an affirmative way, "Tell me what you like best 
about working as a committee member” you will help to build and maintain an open dialogue. 

• Managing and coaching: Here, leading questions are useful too. They can help get people to 
reflect and to commit to courses of action that you've suggested. "Wouldn't it be great to 
ensure food security by committing ourselves for the responsibilities we have been entitled?" 

• Avoiding misunderstandings: Use probing questions to seek clarification, particularly when 
the consequences are significant; and, to make sure you avoid jumping to conclusions, 

• De-fusing a heated situation: You can calm an angry leader or colleague by using funnel 
questions to get them to go into more detail about their grievance. This will not only distract 
them from their emotions, but will often help you to identify a small practical thing that you 
can do, which is often enough to make them feel that they have "won" something, and no 
longer need to be angry. 

• Persuading people: No one likes to be lectured, but asking a series of open questions will help 
others to embrace the reasons behind your point of view. "What do you think about bringing 
the woreda TC members for capacity building training next week?"  

 
Asking powerful questions allows us the opportunity to get people to talk about, explain why they 
hold the position that they do and help us work through to common ground. 
 

 
Exercise: Effective Conversation  
Remember that there are three principles that must be adhered to in order for a real 
conversation to take place:  
 

• Authentic Presence – being there in the moment, wanting to have an impact and make a 
difference, being true to your purpose and passion.  

• Self-direction – think for yourself, deal with issues, make choices and take action consistent 
with what is important to you and be responsible.  

• Full Engagement – be true to your values and believe in your potential to continue to learn 
and grow.  
 

Step 1: Facilitators to role-play 8 Great questions. 
Step 2: All members are to pair up.  
 
Instruction: 

• Think of the last TC meeting you had. Assume that you are TC chair-person and you have 
visited one of the TC members who was in that meeting to follow up on progress and give 
support. 

• The group that asks in the first round asks the following 8 Great Questions. 

 
1. What is going on for you now?  

2. What do you think about that?  
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3. What do you feel about that?  

4. What is the impact for you?  

5. What are you learning here?  

6. Ideally, what would you like to have happened?  

7. What is the first most important step in that direction?  

8. What do you need and how can I help?  

 
Step 3: Reverse roles and repeat.  
 
Step 4: Reflect – Facilitator asks “What do you think of the 8 Great Questions? Why? Relate with your 
real life experiences.”  
 
Step 5: Generalize – Facilitator asks “How could you use these within or in service to the committees?” 
 
Facilitator then explains about asking powerful questions. Asking powerful questions allows us the 
opportunity to get people to talk about, explain why they hold the position that they do and help us 
work through to common ground. The purpose of asking powerful questions is to understand more 
about what is going on with your partner or the situation. Further, powerful questions help our partner 
to deepen their understanding about the problem and, by doing so, to develop more comprehensive 
and adequate actions to overcome it. 
 

Powerful Questions Tip Sheet  
What else?  
What other ideas do you have about it?  
Example:  What is an example?  

Like what?  
Such as?  

Anticipation:  What is possible?  
What is exciting to you about this?  
What does your intuition tell you?  

Exploration:  What other angles have you thought of?  
What is just one more possibility?  

Implementation:  What will you have to do to get the job done?  
What support do you need to accomplish it?  
What will you do?  

Outcomes:  What do you want?  
What is your desired outcome?  
If you got it, what would you have?  
How will you know you have reached it?  

Planning:  What do you plan to do about it?  
What kind of plan do you need to create?  
How do you suppose you could improve the situation?  
Now what?  

Resources:  What resources do you need to help you decide?  
What do you know about it now?  
How do you suppose you can find out more about it?  
What resources are available to you?  
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Facilitator can conclude that there are other assessments in the Participant Guide that they can use 
to assess their skills (Presentation and Report Writing).  
 

 
 

 
Exercise: 20 minutes  
 
 
 

Step 1: Pair-Share – in pairs think about a good presentation and what characteristics made it good.  
 
Step 2: Ask pairs to share with the larger group the top tips for making a presentation. Your list should 
include the following:  
 
We’ve probably all sat through a poor presentation. But what makes you leave the room thinking 
“That was a complete waste of my time”? There are several reasons, and if you can avoid them when 
you’re planning a presentation, you’ve got a good chance of making YOUR next presentation effective 
and full of impact. (MindTools) 
 
First of all, was the message pitched incorrectly? At a stakeholder meeting, you need to tell leaders 
the key points about successes and challenges of AGP 2, to support your team’s work. The leaders 
don’t necessarily need to know about the business plan preparation process. 
 
Next, the message may have been relevant, but was it poorly delivered? Common communication 
barriers include a mumbling presenter who didn’t look you in the eye, reading slides while facing the 
front of the room and not the audience, or a presenter who spoke too fast. Equally, a detailed set of 
slides but you, sitting at the back of the room, couldn’t read them because the text on the slides was 
so small. Finally, was it ill-prepared? The material needs to be rehearsed, and the room and logistics 
need to be ready. The last thing any presenter wants to deal with is the fiasco of a projector not 
working, or of people being unable to hear at the back of a large room.  
 



53 

We communicate with much more than our words. In face-to-face communication, our words are only 
part of the message. The balance of the message, and in fact the largest part of the message that we 
are sending to others, is nonverbal information. It is composed of our body language and our tone of 
voice.  

 
The same sentence can have multiple meaning depending on which word is emphasized. The emphasis 
on a particular word implies additional information than the meaning of the word alone. You are most 
effectively communicating when all three elements of face-to-face communication are aligned. 
 
We instinctively interpret messages through body language without having to be told what it means. 
Examples of body language include the following; 
 

• Facial expression 
• Standing or sitting positions 
• Any swaying or other movements 
• Gestures with their arms or hands 
• Eye contact (or lack of) 
• Breathing rate 
• Swallowing or coughing 
• Blushing 
• Fidgeting 

 
Activity: Communication Habits  
Fold your arms. Now do it the opposite way. Notice how it felt to fold your arms automatically and then 
to fold your arms the opposite way. When you tried the opposite way, did it feel strange and 
uncomfortable? The experience you just had illustrates how a habit feels. Habits are ingrained and 
second nature. They can either be good or bad. Your communication habits will either enhance or detract 
from your effectiveness.  
 
1. Identify some of your good communication habits. An example of a good habit is asking questions 

to understand a person’s frame of mind. Write down some of your good habits below.  
 

____________________________________________________________  
____________________________________________________________  
____________________________________________________________  
____________________________________________________________ 

 
2. Identify some of your bad communication habits. Some examples include interrupting or thinking 

about what you’re going to say next (rather than actively listening). Write down some of your bad 
habits below.  

 
____________________________________________________________  
____________________________________________________________  
____________________________________________________________  
____________________________________________________________ 
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Final note for communication between team members  
• Be sure that members understand what is needed from them to reduce time and energy in 

doing what is not required and support sequencing of activities. 
• Be sure that members understand one another and develop positive professional 

relationships where there is a high desire to work together and improve the quality of the 
work.  

• Remember that members may not know what to change or how to change to make 
themselves more efficient and support them through communicating clearly.  

 
Gender and Communication in Committee Work 
The AGP 2 addresses several key gender equality issues, such as gender sensitivity, as criteria in 
beneficiary identification and project selection, appraisal of planned tasks and monitoring of 
implemented activities. Accordingly, participation of women in community, kebele planning team and 
kebele development committee to mainstream gender issues into AGP 2. 
 

• Women should have equal access to AGP 2 technologies and services 
• For the AGP 2 to be sustainable and effective, women’s contribution is essential. 

 
Effective communication among SCs and TCs is vital to mainstream gender issues 
into the programs. All members need to pay special attention to communicating 
effectively so that the voices of all AGP 2 clients are being heard and their opinions 
considered. To this end it may be helpful to consider  
 

en and women tend to use different communication styles (Je’ Czaja, ehow.com).  
 
Consensus vs. Decision 
Women use a more collaborative approach to communication: trying to get input from others, 
discussing ideas out loud and trying to ensure that everyone understands each other. Men are not as 
concerned with group consensus.  
 
Process vs. Task 
Women tend to think holistically and make more connections, drawing from a wide range of 
information. Men tend to think in terms of goals and the most direct route to achieving them. 
Misunderstandings can arise in workplace planning sessions, with women becoming distressed that 
all sides of an issue are not being considered while men think women are wasting time on irrelevant 
details. Both have important contributions to make to solving workplace problems. 
 
Feelings vs. Facts 
Women tend to describe problems in terms of feelings, while men tend to describe them in terms of 
facts. For example, if the problem is that colleagues are not contributing their fair share, a woman 
might say that she is being treated unfairly and is exhausted while a man might describe the same 
situation by using how many more hours he worked on a project than his colleague. 
 
Asking vs. Telling 
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Women tend to ask questions and seek consensus in order to form solutions, while men tend to make 
statements to provide information. The questioning may annoy men who are not interested in making 
a statement until after they have reached a conclusion. Also men may think questioning is a sign of 
weakness or incompetence, when actually that is the way women solve problems. Women may think 
a man who is not asking questions must already know the answer, so she will question him, possibly 
annoying him further. 
 

 
Is the Committee Succeeding? 
One way of checking the pulse of the committee is to measure the level and types of 
communication. The following indicators might be informative:  

 
VITAL, ALIVE: Participation is high and growing, volunteers are plentiful, assignments are completed 
on time and new ideas are being generated. 
 
ALIVE, but SICK: Some products are being generated. However, participation is stagnant and much 
of correspondence and discussions contain questions, complaints, excuses, unrelated results, long-
overdue contributions to committee activities, and/or irrelevant or poorly-conceived suggestions. 
 
DEAD or DYING: Participation is waning. Correspondence and discussions are one-way only (no 
feedback) except for small talk, selling of personal pet ideas, poor judging of activities, results and 
plans of "others," resignations, and sub-committees’ committee reports obviously written at the last 
minute, just to beat the deadline. 
 
Top Tips for Effective Presentations  

• Start by understanding why your audience wants to listen to you. Do they want to be 
informed, motivated or persuaded, or do they want to have something demonstrated to 
them?  

• Make sure the message is important to your audience by interpreting what is most important 
to them and emphasize these points. For example, at a stakeholder meeting, you need to tell 
leaders the key points about successes and challenges of AGP, to support your team’s work. 
The leaders don’t necessarily need to know about the new Public Works or Transfer processes 
or details of the technologies used.  

• Use three to five main points. Many people in your audience won’t remember any more, 
anyway.  

• Use a three-part structure: tell them what you’re going to tell them, then tell it to them, then 
tell them what they’ve just been told.  

• Use notes, but don’t read from them- they should just be reminders. If you rehearse enough, 
this won’t be a problem.  

• Make your delivery interesting, vary your tone, speak clearly, talk slowly, have good eye 
contact (never read slides with your back to the audience), simple slides with single words, 
readable slides, you want them to remember or photos/pictures.  

• You need to rehearse and logistics need to be ready. 
• Be prepared, and practice, practice, practice! (MindTools)  
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Step 3: (optional, takes an additional 20 minutes) Each group prepares a presentation on their 
achievements over the past month to the Regional President. The presentation is for 1 minute and 
has a maximum of 3 major points that you want the audience to remember. Each group presents and 
the other group practices providing feedback for 2 minutes.  

 
Feedback - If time allows, if they practice ask colleagues to provide feedback and 
feedback should be given in the following format - positive comments, add helpful 
suggestions that are concrete, and finalize with another positive, inspiring 
comment. 

 
Communication Report Writing Skills 
 

Ask in the plenary: 

• What is a report? 
• Why write the report? 

 
Written reports are an essential form of communication in many 
areas of business. Whether you’re reporting on team progress, 
writing up a committee meeting, or describing how your 
assignments are going, your objective is to express all of the 
relevant information in such a way that the reader can understand it quickly and easily. (MindTools) 
 
A report provides detailed information about a subject in order to answer a set of questions of 
interest to its readers. Sometimes these questions are provided for you upfront, sometimes you have 
to work hard to uncover them. Reports often include conclusions and recommendations. 
 
What do I need to know to write a report? 

1. Who will read my report? 
2. What questions do my readers want answered? 
3. What level of language will my readers understand? 
4. How much do my readers want? 
5. When is my report due? 

 
The exact format of your report depends on several factors. These include its purpose, the level of 
detail required and the formality needed. For example, if your report is a detailed 50-page document, 
it will benefit from extra structure such as a table of contents and numbered sections. Whatever the 
length of your report, structure is still an essential feature of a report (you’re not writing a novel) 
include summaries, using headings, bullets, tables and charts to break up the text and presenting 
information as concisely as possible. This will help make your report more effective for its readers, 
and you’ll reduce the chance of them skipping a key point.  
 
Also, make sure that your language is appropriate for the audience you’re writing it for. If you’re a 
nutrition expert and you’re writing for other nutrition experts; it may well be efficient to use technical 
jargon. But if there’s any chance that your audience might include non-technical people, keeping the 
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technical information simple reduces the risk of both misunderstandings and losing your reader’s 
interest; when that happens, you will be perceived as a poor communicator. With the right structure 
in the place and appropriate language, you’ll be well on the road to creating a good report.  
 
Benefits of a Report 
1. Report gives consolidated and updated information 
A report provides consolidated, factual and up-to-date information about a particular matter or 
subject. Information in the report is well-organized and can be used for future planning and decision-
making. 
 
2. Report as a means of internal communication 
A report acts as an effective means of communication within the organization. It provides feedback to 
employees. It is prepared for the information and guidance of others connected with the 
matter/problem. 
 
3. Report facilitates decision-making and planning 
Reports provide reliable data which can be used in the planning and decision-making process. It acts 
as a treasure house of reliable information for long-term planning and decision-making. 
 
4. Report discloses unknown information 
Reports provide information, which may not be known previously. The committee members collect 
data, draw conclusions and provide information which will be new to all concerned parties.  
 
5. Report gives reliable permanent information 
The information provided by a report is a permanent addition to the information available to the 
office. 
 
6. Report gives information to the Registrar 
Annual reports and annual accounts are sent to the Registrar every year for information. Such reports 
enable the government to keep supervision on the companies. 
 
7. Report solves current problems 
Reports are useful to managers while dealing with current problems faced by the organization. They 
provide guidance while dealing with complicated problems. 
 
What makes a good report? 
A well-written report will demonstrate your ability to: 

• understand the purpose of the report content and adhere to its specifications; 
• gather, evaluate and analyze relevant information; 
• structure material in a logical and coherent order; 
• present your report in a consistent manner according to the instructions of the report brief; 
• make appropriate conclusions that are supported by the evidence and analysis of the report; 

and, 
• make thoughtful and practical recommendations where required.  

 
Why reports “fail to connect” with their intended readership  
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Ask in the plenary 
Why do reports fail to connect? 
 

• The overall point or .message” of the report is unclear. 
• The report is badly structured: there is no logical and sequential progression of ideas. 
• The report is too long, doesn’t get to the main points quickly enough. 
• The words used are inappropriate for the intended readership or audience. 
• The report is boring and does not engage the reader. 
• The report is full of spelling mistakes and grammatical errors. 

 
Top Tips for Effective Report writing 

• Before you start writing the report, spend a few minutes thinking about how you’ll structure 
it to present your ideas clearly and logically.  

• On all but the shortest reports, include an Executive Summary at the beginning to make life 
easier for busy readers (this should be a maximum of one page long). Although it’s at the 
beginning of the report, this will normally be the last part of the report that you’ll write.  

• Break your text up with clear sub-headings and with bullets and numbered lists where 
appropriate. This also makes it easier for the reader to skim your reports quickly.  

• Start a new paragraph for each new point or thought. If in doubt, start a new paragraph!  
• When you’re proofreading your work, try reading it out loud. If you find yourself getting 

“tangled up” as you read, consider restructuring that sentence so that it’s easy to read. And if 
you find yourself running out of breath in a sentence, consider breaking it into two or more 
separate sentences.  

• Simple sentences are easy to understand. Often longer sentences are confusing.  
• Make sure that your language is appropriate for the audience you’re writing it for. If you’re an 

NRM expert and you’re writing for other PW experts; it may well be efficient to use technical 
jargon. But if there’s any chance that your audience might include non-technical people, 
keeping the technical information simple reduces the risk of both misunderstandings and 
losing your reader’s interest, because when that happens, you will be perceived as a poor 
communicator. With the right structure and appropriate language, you’ll be well on the road 
to creating a good report.  

• Also, make sure you check the headings too. It’s easy to assume they must be error-free just 
because they’re short, big and bold.  

• Reduce repeating the same ideas  
 
Step 1: Refection. Spend 5 minutes discussing ways that your committee could improve its reports.  
 
The exact format of your report depends on several factors. These include its purpose, the level of 
detail required and the formality needed. For example, if your report is a detailed 50-page document, 
it will benefit from extra structure such as a table of contents and numbered sections. Whatever the 
length of your report, structure is still an essential feature of your report (you’re not writing a novel) 
include summaries and use headings, bullets, tables and charts to break up the text and present 
information as concisely as possible. This will help make your report more effective for its readers, 
and you’ll reduce the chance of them skipping a key point.  
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Step 2: (optional takes an additional 30 minutes) Each group prepares a report format that will help 
them structure their report (example in Participant Guide). 

Communication Summary  
 
To conclude the communication unit 

 
Ask the larger group: 
 
 

• What is, in your opinion, effective communication? Write their response on flipchart. 
 
There are six major principles that reflect the basic components of communication. Communication 
is. 

1. Purposeful  

2. Contextual  

3. Complex  

4. Irreversible  

5. Involves total personality  

6. Learned  

 
 
Presentation - Communication Is a Two-Way Process. The message must be received 
for communication to be successful. The steps involved in the send-receive model of 
communication are shown below.  

 
• The sender sends a message.  

• The receiver gets the message and personalizes it.  

• The receiver, in turn, sends feedback and thus becomes a sender.  

• The original sender now becomes a receiver and reacts to the feedback.  

• Generally, a new communication sequence is then initiated.  
 
Also, we communicate with much more than our words. In face-to-face communication, our words 
are only part of message. The balance of the message, and in fact, the largest part of the message that 
we are sending to others is made up of non-verbal communication. It is composed of our body 
language and our tone of voice. The same sentence can have multiple meaning depending on which 
word is emphasized. The emphasis on a particular word implies additional information than what the 
word say.  
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Examples of body language:  
• Facial expression  

• The way they are standing or sitting  

• Any swaying or other movements  

• Gestures with their arms or hands  

• Eye contact ( or lack thereof)  

• Breathing rate  

• Swallowing or coughing  
 

When communication is purposeful and contextual it can:  
• help people change their awareness and beliefs about basic issues.  

• help build understanding and knowledge.  

• shape opinions for constructive change.  

• provide the impetus for people to become motivated to change and learn new skills.  

• help to reinforce and build on already identify good practices.  
 

Key points:  
The reason we communicate is to be understood; therefore it is important to 
always follow the following guidelines:  
 
 

• Make your message clear and understandable  

• Adjust your message to the audience that you are communicating with  

• Understand and practice the communication forms and directions to achieve the desired 
result  

• Practice, practice, practice  

• Actively listen  

• Ask powerful questions  
 

Debriefing questions 
• What did you learn from the unit? 
• How will you improve communication in your committee and work? 
• What would you do differently when you are communicating?  
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Unit 6: Effective Committee Meetings 
Unit number and title  Unit 6: Effective Committee Meetings  
General Objective  Enable participants to  

• Describe the importance and content of a meeting agenda 
• Describe 3 principles of effective meetings 
• List content items in meeting minutes 
• Explain reasons of low attendance and participation and solutions 
• Describe six elements chairperson must manage to help committee 

be effective 
•  Describe indicators of committee effectiveness 

Required preparation and materials  • LCD  
• PPT  
• Participant book  
• Self-evaluation template  

Duration  4 hours  
 
Smart Meeting Agenda 
 

Lincoln Decision committee: Learning about group skills (60min.) 
 
 
 
 

Goal 
• To familiarize participants with six essential group skills: (1) encouraging participation; (2) 

clarifying and summarizing comments; (3) observing and identifying process events; (4) obtaining 
goal clarity; (5) implementing methods for group problem solving and decision making; and, (6) 
managing conflict. 

• To offer participants an opportunity to practice these skills or to observe others as they practice. 
 
Group Size 
Ten participants: eight role players and two observers. (As many as four extra participants may be 
accommodated as observers.) 
 
Materials 
• A copy of the Lincoln Decision Committee Theory Sheet and background sheet for each 

participant. 
• A set of Lincoln Decision Committee Role Sheets for the role players. (Each player receives a 

different one of the eight sheets.) 
• A copy of the Lincoln Decision Committee Observer Sheet A for one observer and B for another 

observer. 
 
Physical Setting 
A room large enough to accommodate a table for the role players as well as two (or more) observers 
seated around the role players. 
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Process 
1. The facilitator delivers a brief explanation based on the Lincoln Decision Committee Theory Sheet, 

identifying and describing six essential group skills. The facilitator explains that there are other 
important skills as well, but that the activity will concentrate on the six identified. (5 minutes.) 

2. The facilitator asks for eight volunteers to participate in a role play and asks them to be seated 
around the table. The remaining participants are instructed to serve as observers (5 minutes.) 

3. The facilitator distributes copies of the Lincoln Decision Committee Background Sheet and asks 
the participants to read this handout. (5 minutes.) 

4. While the role players are preparing for their roles, the facilitator meets with the observers in a 
separate part of the room. Distributes a copy of the observer sheets and explains that each 
observer is responsible for observing and sharing only three of the six skills (5 minutes.) 

6. Once all materials have been read, the observers are asked to resume their positions close to the 
table. The facilitator reminds the role players to incorporate the six behaviors as much as possible 
and then asks them to begin the role play. (30 minutes.) 

7. After thirty minutes the facilitator stops the meeting and asks the observers to give feedback. The 
facilitator leads a discussion, highlighting the use (or lack of use) of the group skills, as noted by 
the observers. The observers then are asked to act as “consultants,” offering recommendations 
for improving the effectiveness of the group of role players.  

 
Discussion  

• What other instances of the six group skills did you notice? 
• What were the differences between the first part of the meeting and the second part? What 

can you conclude from those differences? 
• What have you learned about the six group skills? 
• How can you apply these skills when you are working with your own group, a project team, or 

a task force? (Fifteen minutes.) 
 

The facilitator introduces essential best practices for making committee meetings 
effective: changing our meeting habits by improving the agenda, the actual meeting time, 
and the minutes. Use of these best practices will increase attendance and participation 

within the technical committees and task forces.  
 

Group Exercise  
 
The steps of the exercise are as follows:  
 
 

• The facilitator hands out the Effective Meeting Checklist.  
• Group the participants according to their committee having six members each.  
• Discuss SC/TC experiences in applying meeting best practices  

o Before the meeting  
o During the meeting  
o After the meeting  

• Write on flip chart and post on the wall 
• Following group work, the facilitator summarizes the principles of effective meeting on the 

checklist annexed. 
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Check  Effective Meetings Checklist  
Preparation:  
Establish a clear objective for the meeting (does this meeting need to happen?)  
Develop timed agenda and send in advance  
Choose participants who can contribute to the objective. Maximum 12.  
Decide on the meeting content and process  
Define roles and responsibilities of participants  
Preposition key contributors  
Decide on meeting minute format (formal or action items) in advance. If chairperson is not minute taker, 
assign task.  
During meeting, as chairperson:  
Start meeting on time. Do not recap what has been covered for latecomers. State finish time and stick with 
it.  
Give people a chance to speak. Minimize dominance by one or two people.  
Stick to agenda  
Manage conflict within a meeting  
Articulate actions and person responsible  
At end of meeting, summarize the key points, action items and person responsible.  
During meeting, as participants:  
Be clear about their contribution (Why they are there)  
Come prepared with information relevant to the agenda  
Have next steps from previous meeting completed  
Participate actively and contribute ideas  
Contribute to recommendations and action steps  
Practice good meeting behaviors  
After the meeting:  
Have minutes finalized and sent to participants within 24 hours of meeting  
Use action items on minutes to start next meeting  

 
Meeting agenda  

 
What is the purpose of an agenda? Link with Lincoln decision committee 
 
 

Answer:  
• To announce what will be discussed (why?) so that members can have enough time to prepare 

for the meeting.  

• To identify follow up items that will be concluded from agreed action items of last meeting  

• To announce the location and time of the meeting  

• To allow the chairperson to identify the most important issues and the amount of time that 
will be dedicated to them  

• To allow for members to contribute to the agenda  

• To keep the committee focused on its task  
 
The chairperson distributes the agenda at least a few days before the meeting so members have a 
chance to review, make notes and add comments. Sending the agenda in advance also enable 
members to be prepared when they enter the meeting room. The chairperson should encourage 
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members to review and comment on the agenda so changes can already be made before the meeting 
starts.  
 

Exercise: An example of a meeting agenda is provided in the Participant’s Guide. There 
are some standing items (items that appear on every agenda) - What are these?  
 

Standing Items on the Agenda: Standing items are agenda items that are part of every regular 
scheduled meeting. One at the beginning of the meeting and one at the end: 
 
Examples of beginning standing items are:  

• Review agenda  

• Approve the minutes of the previous meeting  

• Sub-committee/Member reports of Action Item  
 
Examples of standing items at the end of the meeting  

• Review and agreement of action items  

• Announcements  

• Date/time of next meeting  
 
The small group is to review the meeting format. Make sure that it has all the standing items, but the 
committee can alter the example. It is only an example. Next the group will prepare a meeting agenda 
for their next committee meeting. 

 
Making the Meeting Time Effective 

 
Introduce the next best practice to be discussed: Making the meeting time effective. 
Meetings are still the most important and difficult part of the process. This is when 

things most often go wrong. Some meetings seem to turn into one long discussion about a variety of 
topics (many times most of them are even completely off topic). Members are not prepared and so 
the group does not have enough information to make a decision or recommendation to move forward. 
This is when members feel that the meeting has been a waste of everyone’s time.  
 
Committee meetings are vital to the effective functioning of the committee and its ability to carry out 
its role. They are the means by which the committee exercises its collective responsibility for leading 
the organization.  
 
There are many tips on organizing and improving meetings. This can take some practice. The principles 
discussed below relate most directly to the roles of the chairperson but members should support the 
chairpersons to make meetings more efficient.  
 
Principle One: Get the Whole System in the Room  
It is important, when making decisions, to get all parts of the system in the room. AGP has recognized 
this as it identified key organizational partners, line ministries and important stakeholders as members 
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of the committees. Meetings are held everyday, and most are ineffective for a number of reasons, but 
partly because the whole system is not in the room.  
 
How do we define the “whole system”? It depends on the purpose of the meeting. For any issue, there 
will be a core group of people supplemented by relevant others. Obviously we cannot get everybody 
in the room but it is important to get diverse people who, among them, can act responsibly if they 
choose. The concept of “whole system” also implies that these are all the people needed to make the 
decisions and be able to implement change back in their own organizations.  
 
One way of defining the whole system is a group that has within it various people with: 

A authority to act (decision-making responsibility)  
R resources, such as staff, time and money  
E expertise in the issues to be considered  
I information about the topic that no others have  
N need to be involved because they will be affected 

by the outcome and can speak to the consequences  
 
What do these letters spell? “Are In”. By defining the whole system, we enlarge our boundaries to 
include people who may not have worked together before. Decision-makers and implementers need 
to share the problem and its solutions. One of the biggest mistakes we make is convening groups to 
do tasks with key actors missing.  
 
Principle Two: Stick to a Timed Agenda  
As a meeting facilitator, even when you feel like changing the process midway through the meeting, 
stick to the agenda. It has been thought through and should be trusted. Time is our scarcest resource. 
When leading meetings, you need to ask people to help you manage it. As participants, you need to 
honor time allotments.  
 

Tip: Introductions - One way of illustrating the point of time early on in a large meeting 
is as follows: tell people that introductions should take no longer than X minutes but 
do not specify how long each person should take. People rarely take more than the 
allotted time. This strategy makes participants responsible for keeping to the agenda.  
 
Tip: Managing Punctuality - Start meetings on time, even when not all participants 
are present. This practice usually leads to people being more respectful of the time. 
In some meetings, it may be important to have a “ragged” start where you start on 
time, having people work in small groups on a task that does not need to involve the 
whole group (example: review last meeting, share learning, generate questions, etc.).  

 
When others arrive, they join existing groups. When most people arrive, begin the meeting.  
 
Starting on time after the break, regardless of who is present, generally encourages people to be 
more mindful of the time.  
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Principle Three: Managing Meeting Behaviors  
 

Group Work  
Divide participants into groups. 
 
 

The facilitator then provides the group work instructions. Each group will identify, define and provide 
possible solutions for reducing or eliminating negative behavior based on the experience they have. 
The goal of this exercise for participants is to successfully identify and manage the five disruptive 
behaviors. The group is to complete the steps below:  
 
1. Agree that the problem exists. Did you observe the problem in Lincoln exercise? What were the 

negative behaviors you observed? 
2. Discuss solutions.  
3. Agree on possible solutions by the committee as a self-managed group.  
4. Follow up.  

 
If there are any solutions to add, the facilitator may identify any additional suggestions using the 
summary of disruptive meeting behavior and let them check with what they have discussed.  
 
All meeting members can contribute to effective meetings by: 

• Building on each other’s ideas  

• Not judging other people’s ideas (no idea is a bad idea)  

• Avoiding killer phases. ie. “You do not know what you are talking about!”  

• Using active listening skills – listening rather than thinking about your next  

• Limiting cross talk and allowing for one person to talk at a time  

• Most of these actions can be negotiated as ground rules at the beginning of the meeting.  
 
Sometimes, participants can engage in negative meeting behaviors. Below are some solutions that 
members can use to reduce or eliminate negative behaviors. 

Negative Behavior Definition Solution 1 
Dominating  No one else is given a chance to talk  Ask other people their point of view.  
Blocking  When one or more individuals oppose 

an otherwise agreed-upon decision that 
has been thoroughly discussed through 
a group meeting.  
Blocking is when an important concern 
has not been resolved and the 
supporters of the concern refuse to let 
the issue go or stand-aside.  

Use common ground strategy (discussed 
in another session)  

Diverting  Hijacking meetings with another 
agenda. Politicians have mastered this 
strategy.  

• Remind people of the agenda.  
• Ask people though a vote of hands 

if they want to divert from the 
agenda or stick with it at this time.  
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Negative Behavior Definition Solution 1 
Withdrawal  Participants stop contributing to the 

meeting because their contributions are 
ignored or not agreed to  

Ask participant if they have anything 
new to contribute  

Confrontational 
Comments  

One participant makes statements that 
are emotionally-charged. ie. “This 
meeting is wasting my time!”  

• Don’t react.  
• Ask, “Anyone else feeling this way?”  
• Wait at least 20 seconds. Other 

participants will add their 
comments.  

 
If you are a meeting chairperson, as part of the ground rules get permission from the group to 
interrupt or re-focus participants when they are engaging in negative behavior.  
 
At the end of each committee meeting, the chairperson can ask for written or oral comments about 
the session. A relatively small investment of time can produce continuous improvements in the work 
of the committee. Monitor members’ feedback with the Meeting Feedback Template.  
 
Keep gender balance in all of your committee work  

 
“Through attention to gender issues, our development assistance programs will be 
more equitable, more effective and—ultimately—more sustainable” since 
Empowering women and keeping gender equity are the Roadmap to a Sustainable 
Future. 
 

• Recognize and promote the contributions of women in AGP.  

• Encourage women to freely participate in idea contribution, decision-making and in all other 
aspects during effective meeting  

• Support the involvement of women in SCs and TCs in all possible opportunities  

• Involve the participation of women from early the beginning.  

• Create the right conditions for their participation in the committee and making them part of 
the decision-making.  

• Optimize the effectiveness of the programme by gender diversity.  
 

Writing and Distributing the Minutes 
 

Exercise: 
 
 

• distribute meeting minute template to groups 
• ask group members to review the content and compare it with their template if they have any 
• finally ask the groups to make improvements and adapt the template to their own condition 
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Make sure the following points are made:  
• Whether you create the minutes during the meeting or at your desk afterwards the methods 

are the same. Meeting minutes document agreement about recommendations or further 
action in addition to providing statistical information that will be very useful when you do a 
committee review later.  

• If you take good notes during the meeting, entering the minutes should be very easy and fast.  

• A Meeting Minutes Template. These can be adjusted as you wish. Some important items 
should be included in all meetings:  

o date of meeting 
o start/end times  
o attendance 
o agenda items 
o discussion points 
o conclusions 
o action items with responsibility and deadlines assigned 
o next proposed meeting date. 

 
In terms of documenting action items in the agenda, some definitions and guidelines for their 
documentation are provided below:  

• A new item is a topic that comes up during the meeting that is not on the agenda. In the 
meeting minutes simply add the new item to the minutes and complete all details in the same 
manner that you document regular agenda items.  

• An action item is an agenda item and can be completed, deferred or parked. Action items 
become agenda depending on its due date or defer date. It can only be updated by members 
that create agendas or minutes. It is like a placeholder for the corresponding tasks. Defer the 
action item to future meeting agendas so that progress can be monitored on the tasks.  

• Tasks are activities that need to be accomplished. It is the assignment agreed upon during the 
meeting and has a start and due date. The tasks are documented so they can be seen by all 
committee members. Ensure that the minutes include agreed tasks in detail, especially who 
is responsible and dates for completion.  

 
When an action item or task was not completed you have a few options;  

• Defer the item to a future meeting  

• Mark the item as deferred without a date.  
 
In both cases the item will show up as “old business” on the next meeting’s agenda but in the case of 
a deferred item and the due date has passed, it will not be included on the agenda.  
 
When an action item cannot be completed (the context has changed, the item was deferred too long 
and is now obsolete, etc.), best practice indicates that instead of deleting the item mark it as 
completed with an explanation of the reason for future reference.  
 
Do the meeting minutes as soon as possible after the meeting so everything is still fresh in your 
memory. Try to get the minutes distributed within a few days after the meeting. Encourage members 



69 

to read and send comments as soon as possible. Finalize the meeting minutes for easy reference at 
the next meeting. 
 
Increase Attendance and Participation 
 
Some AGP 2 committees experience issues of low 
attendance and participation. Poor attendance is a 
common problem for management committees. Most 
committees have problems, from time-to-time, with fairly 
regular non-attendance by one or more members. In the 
committee assessment, many identified attendance as an 
issue for enhancement. Participation is more about 
members being prepared and contributing effectively to the 
discussions and solutions based on their experience.  
 
What is the meaning of this cartoon?  
 
Both low attendance and poor participation makes it difficult for committees to apply consistent, 
good quality, collective decision making. Remember: dedicated members are an important aspect 
of effective committee performance.  
 
Ask in the large group: 

• What is your committee’s experience around attendance and participation?  
• What are the effects of low attendance and participation?  

 
Exercise: One way to explore the causes of “low participation” or “low attendance” 
is to use the fishbone exercise with the committee members. To begin, select one 
reason for “low participation or attendance” and mark in on a diagram; ask the 

question “why”? Draw a line and note the answer. Ask “why” three times as this will encourage deep 
analysis of the causes of low attendance and participation. The fishbone diagram helps participants 
identify many possible causes for an effect or problem. It immediately sorts ideas into useful 
categories. Consequently, appropriate solutions will be easier to identify.  
 

• Ask participants to work at their tables. Depending on the number of tables you have, some 
will work on low participation and some on low attendance. 

• Groups first identify three to five key reasons for low attendance and low participation. 
• Then the groups identify the causes using the fishbone diagram. 
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When to Use a Fishbone Diagram 

• When identifying possible causes for a problem.  
• Especially when a team’s thinking tends to fall into ruts.  

 
Fishbone Diagram Procedure  
1. Agree on a problem statement (effect). Write it at the center right of the flipchart or white-board. Draw 

a box around it and draw a horizontal arrow running to it.  
2. Brainstorm the major categories of causes of the problem. If this is difficult use generic headings:  

• Methods  
• Machines (equipment)  
• People (manpower)  
• Materials  
• Measurement  
• Environment  

3. Write the categories of causes as branches from the main arrow.  
4. Brainstorm all the possible causes of the problem. Ask: “Why does this happen?” As each idea is given, 

the facilitator writes it as a branch from the appropriate category. Causes can be writ-ten in several 
places if they relate to several categories.  

5. Again ask “why does this happen?” about each cause. Write sub–causes branching off the causes. 
Continue to ask “Why?” and generate deeper levels of causes. Layers of branches indicate causal 
relationships.  

6. When the group runs out of ideas, focus attention to places on the chart where ideas are few.  
 
Group Debriefing: Give each group 2 minutes to provide up to three reasons and possible causes and 
solutions for non-attendance and participation. The facilitator should mention that in the Participant 
Manual there is a list of suggestions that they can review to get more ideas.  
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The Committee Chairperson 
 
Step 1: This unit outlines some responsibilities of the chairperson. Members are required to reflect on 
how they can support the chairperson to fulfill his or her role. 

 
Questions: In small groups, with leaders being in one group, discuss the following 
questions.  
Who can tell us about a really good committee chairperson and why they thought they 
were effective?  

 
In one large group create (brainstorm) a list of attributes of a good chairperson.  
Ask if anyone would like to share their answers.  

 
Presentation:  
 
 

a. Selection of a chairperson is based on merit. For AGP, merit relates to the professional standing 
of the potential chairperson in accordance with their organizational position, which affords them 
decision-making authority and legitimacy. Experience of working in areas relevant to the 
committee and/or their ability as a chairperson is also a factor in selecting a chairperson.  

b. A chairperson needs to have the appropriate expertise to manage the effective functioning of a 
committee. Thus, it is important that they are very familiar with the committee’s purpose. The 
chairperson also ensures that all the technical expertise necessary is provided by the other 
members (so that there is the right balance with no gaps or unnecessary duplication).  

c. The chairperson should have previous experience with committee work.  
d. The chairperson should be skilled at team dynamics and group skills.  
e. The chairperson should have the time to do the job effectively and be fully aware of the time 

commitment involved in chairing this specific committee or technical working group.  
f. Through the chairperson’s leadership function, commitment towards sensitivity of gender and 

social development issues should be part of the merit for selection of chairperson.  
 

Presentation: The committee chair is a fundamental component and critical to a 
committee’s success.  
 

 
The chairperson must recognize that the success or failure of that committee rests squarely on his/her 
shoulders. The primary duty of the chairperson is to guide the group’s discussions. He/she should 
encourage every member to participate in the meetings and keep the discussion focused on the 
matters at hand. Meetings should start and end as scheduled and the agenda should be followed.  
 
The chairperson is also responsible for encouraging opportunities for interactions among the 
members. Committee members should be provided the opportunity to get to know each other. 
Groups tend to work better if the members are familiar with one another. If members don’t get along 
well, the chairperson must not allow those members to impede the flow of the meeting. A quick 
solution is not to allow the conflicting people to sit near each other or in the direct line of fire.  
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Questions: “What are the two most important factors for any chairperson to pay 
attention to?” How does the chairperson accomplish this? And how do the members 
support the chairperson?  
 

The two most important responsibilities are: 
1. ensuring that the committee tasks are completed well and on time; and,  
2. ensuring that the members work well together. Keep in mind that all members, in a self-

managed team, also need to do their part.  
 
The six elements that a chairperson must manage for the committees to be effective are: 

1. Meetings  
2. Tasks  
3. Members  
4. Relations  
5. Team work  
6. Context  

 
Key questions to help a chairperson get started.  
 
Managing Meetings  

• What do I need to do to prepare for the meeting?  
• How can the meeting be effectively and efficiently conducted?  
• What needs to be done after the meeting?  

 
Managing Tasks  

• What goals and sub-goals should be set?  
• What are the expected outputs or deliverables and when are they due?  
• How do you know when you've done well?  
• How should the tasks be divided?  

 
Managing Members  

• Which members should be assigned to which tasks?  
• How can you help members stay motivated?  
• How can you encourage constructive behavior and minimize destructive behavior?  

 
Managing How Members Work Together  

• What are the committee ground rules?  
• What decision-making process will the committee use?  
• How should conflict be handled?  
• What norms should be established?  
• How can we celebrate successes?  

 
Managing the Context and Relationships  

• What resources does the committee need to get its work done?  



73 

• Who obtains them for the committee?  
• Who needs to be kept informed about the committee's progress?  
• Who might be interested in the committee's work?  
• How should they be informed?  

 
How should the members communicate with their home organizations about the committee's work?  

Summary: A committee with a clear purpose, a well-informed leader and dedicated members is on its 
way to contributing to success.  
 
Indicators of committee effectiveness include:  

• A clear description of work.  
• Direct and clear accountability.  
• A solid match between the interest, skill, and experience of individual members and  
• Requirements of the committee.  
• A Chairperson who knows how to lead.  
• Excellent meetings.  

 
Remember: Dedicated members are an important aspect of effective committee performance. 
 
Tips for how to chair a meeting 

• Be prepared 
• Be punctual (start and finish on time) 
• Be prompt in response to discussion 
• Be strict 
• Be impartial 
• Be honest 
• Be rational 
• Be friendly 
• Be current 
• Be knowledgeable 

 

Debriefing questions 

1. What is new for you as participant and chair? 
2 What will you do to make your meetings effective as committee and 
committee member? 
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Unit 7: Agricultural Growth Program (AGP 2) Cross-cutting Issues 
Unit number and title  Unit 7: Agricultural Growth Program (AGP 2) Cross-cutting Issues  
General Objective  Enable participants to  

• Understand cross-cutting issues in AGP 2 
• Understand to how mainstream the cross-cutting issues in all program 

components 
Required preparation and materials  • LCD  

• PPT  
• Participant book  

Duration  1 hour 
 

Ask in the plenary what are the cross-cutting issues in AGP 2? Which one was not in 
AGP 1? 
 
 

 
Introduce the three cross-cutting issues 
 
 

Climate Smart Agriculture 
 
Introduction 
 

Group participants by AGP 2 components and ask the following questions: 
• What is said about CSA in the AGP document? 
• What does CSA mean? (definition) 
• What CSA practices do you know? Mention as many as possible 
• Mention GOs and NGOs involved in CSA 
• Share the information to the plenary? 

 
CSA, a concept developed by FAO, is an approach to developing the technical, policy and 
investment conditions to achieve sustainable agricultural development for food security 
under climate change (FAO, 2013). It integrates the three dimensions of sustainable 
development (economic, social and environmental) by jointly addressing the food security, 

ecosystems management and climate change challenges. It is comprised of three main pillars: 
• Sustainably increasing agricultural productivity and incomes; 
• Adapting and building resilience to climate change; and, 
• Reducing and/or removing greenhouse gases emissions, where possible.  

 
CSA is not a prescribed practice or a specific technology that can be universally applied. It is an 
approach that requires site-specific assessments of the social, economic and environmental conditions 
to identify appropriate agricultural production technologies and practices. A key component of CSA is 
integrated landscape approach that follows the principles of ecosystem management and sustainable 
land and water use.  
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At the farm level, CSA aims to strengthen livelihoods and food security, especially of smallholders, by 
improving the management and use of natural resources and adopting appropriate approaches and 
technologies for the production, processing and marketing of agricultural commodities. At the 
national level, CSA seeks to support countries in putting in place the necessary policy, technical and 
financial mechanisms to mainstream climate change adaptation and mitigation into agricultural 
sectors and provide a basis for operationalizing sustainable agricultural development under changing 
conditions. 
 
CSA Defined 
CSA is defined by FAO (2010) as agriculture that sustainably increases productivity, enhances resilience 
of livelihoods and ecosystems, reduces and/or removes greenhouse gases (GHGs) and enhances 
achievement of national food security and development goals. CSA includes proven practical 
techniques such as mulching, intercropping, conservation agriculture, crop rotation, integrated crop-
livestock management, agroforestry, improved grazing and improved water management. CSA also 
involves innovative practices such as improved weather forecasting, early-warning systems and 
climate-risk insurance. CSA aims to get existing technologies off the shelf and into the hands of 
farmers, as well as to develop new technologies such as drought-tolerant or flood-tolerant crops to 
meet the demands of the changing climate. 
 

The Three Pillars of CSA 
Productivity: CSA aims to sustainably increase 
agricultural productivity and incomes from 
crops, livestock and fish, without having a 
negative impact on the environment. This, in 

turn, will raise food and nutritional security. A key concept 
related to raising productivity is sustainable 
intensification. 
 
Adaptation: CSA aims to reduce the exposure of farmers 
to short-term risks, while also strengthening their 
resilience by building their capacity to adapt and prosper 
in the face of shocks and longer-term stresses. Particular 
attention is given to protecting the ecosystem services 
which ecosystems provide to farmers and others. These services are essential for maintaining 
productivity and our ability to adapt to climate changes. 
 
Mitigation: Wherever and whenever possible, CSA should help to reduce and/or remove greenhouse 
gas (GHG) emissions. This implies that we reduce emissions for each calorie or kilo of food, fiber and 
fuel that we produce. That we avoid deforestation from agriculture. And that we manage soils and 
trees in ways that maximizes their potential to acts as carbon sinks and absorb CO2 from the 
atmosphere. 
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Key characteristics of CSA 
CSA addresses climate change: Contrary to conventional agricultural development, CSA systematically 
integrates climate change into the planning and development of sustainable agricultural systems 
(Lipper et al, 2014). 
 
CSA integrates multiple goals and manages trade-offs: Ideally, CSA produces triple-win outcomes: 
increased productivity, enhanced resilience and reduced emissions. But often it is not possible to 
achieve all three. Frequently, when it comes time to implement CSA, trade-offs must be made. This 
requires us to identify synergies and weigh the costs and benefits of different options based on 
stakeholder objectives identified through participatory approaches (see figure 1). 
 
CSA maintains ecosystems services: Ecosystems provide farmers with essential services, including 
clean air, water, food and materials. It is imperative that CSA interventions do not contribute to their 
degradation. Thus, CSA adopts a landscape approach that builds upon the principles of sustainable 
agriculture but goes beyond the narrow sectoral approaches that result in uncoordinated and 
competing land uses, to integrated planning and management (FAO 2012b; 5 FAO 2013a 2). 
 
CSA has multiple entry points at different levels: CSA should not be perceived as a set of practices 
and technologies. It has multiple entry points, ranging from the development of technologies and 
practices to the elaboration of climate change models and scenarios, information technologies, 
insurance schemes, value chains and the strengthening of institutional and political enabling 
environments. As such, it goes beyond single technologies at the farm level and includes the 
integration of multiple interventions at the food system, landscape, value chain or policy level. 
 
CSA is context specific: What is climate-smart in one-place may not be climate-smart in another, and 
no interventions are climate-smart everywhere or every time. Interventions must take into account 
how different elements interact at the landscape level, within or among ecosystems and as a part of 
different institutional arrangements and political realities. The fact that CSA often strives to reach 
multiple objectives at the system level makes it particularly difficult to transfer experiences from one 
context to another. 
 
CSA engages women and marginalized groups: To achieve food security goals and enhance resilience, 
CSA approaches must involve the poorest and most vulnerable groups. These groups often live on 
marginal lands which are most vulnerable to climate events like drought and floods. They are, thus, 
most likely to be affected by climate change. Gender is another central aspect of CSA. Women typically 
have less access and legal right to the land which they farm, or to other productive and economic 
resources which could help build their adaptive capacity to cope with events like droughts and floods 
(Huyer et al. 2015). 6 CSA strives to involve all local, regional and national stakeholders in decision-
making. Only by doing so, is it possible to identify the most appropriate interventions and form the 
partnerships and alliances needed to enable sustainable development. 
 

https://csa.guide/csa/what-is-climate-smart-agriculture
https://csa.guide/csa/what-is-climate-smart-agriculture
https://csa.guide/csa/what-is-climate-smart-agriculture
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CSA Programs and Projects in Ethiopia 
Ethiopia’s economy is dependent on the success of smallholder farming to provide jobs and secure 
most of the country’s food security. Government and development agencies are now emphasizing 
that future agriculture development should be ‘climate-smart’, enabling systems that are more 
resilient and adaptive to climate change. The basic concept is of a system that maintains or increases 
production of foods or other crops, supports livelihoods and sustains environmental resources and 
ecosystems, adapts to existing and future climate, sequesters carbon and/or reduces GHG emissions 
(Beddington et al, 2012). It is also a concept heavily promoted by the World Bank, which describes it 
as a ‘triple win’, providing increased and greater yield resilience, and making the farm ‘a solution’ to 
climate change rather than part of the problem (World Bank, 2011).  
 
Currently, agricultural development activities carried out in Ethiopia are supported by a number of 
policies, strategies and institutions. To mention a few important ones in addressing issues related to 
climate change and are contributing to climate change adaptation and mitigation include integrated 
watershed management, integrated soil fertility management, sustainable land management, 
conservation agriculture, agroforestry, crop residue management, composting, promotion of 
improved livestock feed and rangeland management. 
 
Climate-smart Initiative for PSNP and HABP beneficiaries: The PSNP program began in 2005 as a joint 
program by the government of Ethiopia and a consortium of donors in response to chronic food 
insecurity in rural Ethiopia. The program operates as a safety net, targeting transfers to poor 
households in two ways — through public works (PW) and direct support. 
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Reducing Emissions from Deforestation and Forest Degradation (REDD+): REDD+ aims to reduce 
emissions from deforestation and forest degradation, and enhance the role played by conservation 
and sustainable management of forests in climate change mitigation. By creating financial value for 
carbon stocks, it aims to show the value of forests. Now under the Ministry of Environment and 
Forests, it was one of the early priorities in the CRGE. Thus REDD+ is evolving in the context of a policy 
environment that is promoting reforestation and afforestation as a way of tackling land degradation. 
 
Managing Environmental Resources to Enable Transition to More Sustainable Livelihoods (MERET): 
MERET is a WFP-supported project initiated in the 1980s. This marked the beginning of large-scale soil 
and water conservation in Ethiopia. The main objective is to increase the ability of food-insecure 
households to meet necessary food needs and improve livelihoods through land rehabilitation, proper 
natural resources management, productivity enhancement, asset creation and diversification of 
livelihoods. 
 
Sustainable Intensification of Maize-Legume Cropping Systems for Food Security in Eastern and 
Southern Africa (SIMLESA): This project is currently implemented by CIMMYT in collaboration with 
federal and regional research centers. It is part of the African Food Security Initiative (AFSI). It focuses 
on maize as the main staple and legumes as an important dietary protein source for the rural poor. 
SIMLESA started operating in Ethiopia in 2010 to increase farm-level food security and income through 
conservation agriculture technologies that ensure sustainability and productivity. The program is 
operating in eight federal and regional research centers in 17 districts. Activities so far indicated yield 
increment attained under conservation agriculture over years across locations (Shimeles, 2014). 
 
The aim of the program is to improve farm-level food security and productivity, in the context of 
climate risk and change, through the development of more resilient, profitable and sustainable 
farming systems that overcome food insecurity for significant numbers of farmers. The programme 
promotes the use of maize-legume technologies of adapted varieties and develops comprehensive 
agronomic packages that increase productivity and sustainable intensification of maize-legume 
cropping systems. 
 
Sustainable Land Management (SLM) Program: The first phase of the SLMP (SLM I) was launched in 
2008. It has successfully introduced a number of SLM practices and rehabilitated thousands of 
hectares of degraded land using physical and biological measures in 45 selected woredas and 
watersheds. The second phase (SLMP II) for the period 2013-2019 builds on the results of SLMP I. The 
SLM II Program covers six regions, 90 new and 45 existing woredas or watersheds and 937 kebeles 
(SLM II project document, 2013). Direct and indirect beneficiaries of the project include an estimated 
1,850,000 people in 6 regions namely, Oromia; Amhara; Tigray; Southern Nations, Nationalities and 
Peoples’ Regional State; Gambela; and Benishangul-Gumuz. SLM II introduced measures to address 
climate change or variability-related risks and to maximize GHG emission reductions so as to meet 
targets in the Growth and Transformation Plan (GTP) and the CRGE goals, while reducing land 
degradation and improving land productivity of smallholder farmers. 
 
Drought Resilient and Sustainable Livelihoods Programme (DRSLP) in Ethiopia: The programme is 
hosted in the Livestock Development Sector of MoA and began in 2013. The principal objectives are 
to contribute to poverty reduction, food security and sustainable economic growth through enhanced 
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rural incomes. The programme seeks to improve livelihoods and resilience of the pastoral production 
system in the Afar and Somali Regional States of Ethiopia. The programme includes natural resources 
management activities such as water resource development, rangelands management and soil and 
water conservation, along with various capacity building activities. 
 
Great Green Wall for the Sahara and the Sahel Initiative (GGWSSI): The GGWSSI, a programme that 
stretches across 12 countries in the Sahara and Sahel regions, aims to support the efforts of local 
communities in the sustainable management and use of forests, rangelands and other natural 
resources. It also aims to contribute to climate change mitigation and improve food security and 
livelihoods of people in the Sahel and the Sahara. In Ethiopia the GGWSSI is meant to reinforce the 
CRGE Strategy. 
 
Africa Climate-smart Agriculture Alliance (ACSAA): The ACSAA, also known as the AU-NEPAD-INGO 
Alliance for Scaling-up Climate-smart Agriculture in Africa, was announced in June 2014 at the African 
Union (AU) Summit in Malabo. The main aim of the alliance is to support the rapid scaling-up of CSA 
to 6 million farming households across Africa through the collaborative efforts and practical, on-the-
ground experience of Alliance members in agricultural research and implementation. The Alliance is 
coordinated by a pan-African SC that is convened by NEPAD and comprises international NGO 
members – Care International, Concern Worldwide, Catholic Relief Services, Oxfam and World Vision; 
and technical members – FAO, FANRPAN, FARA and CGIAR. 
 
Stakeholders in CSA: Government Ministries, Departments and Units 
 
Ministry of Agriculture (MoA): The MoA houses several projects, programs and units that are involved 
in the implementation of climate-related activities. Such projects, programs and units include SLM, 
AGP, PSNP, MERET and CRGE and various pastoral and agro-pastoral livelihoods improvement 
projects. 
 
CRGE Coordination Unit: The MoA has established a dedicated CRGE coordination unit with a full-time 
coordinator and technical experts. The CRGE coordination unit is assigned to lead, steer, mainstream 
and monitor the performance of the agriculture sector’s components of the CRGE. It is also 
implementing a pilot project known as the CRGE fast-track project. The project started in 2014 and is 
operating in 27 woredas of the 4 main regions with the aim of developing best practices for 
mainstreaming climate-resilience activities at the grassroots level. CRGE focal persons at the regional 
level are assigned to coordinate Regional CRGE Technical Working Groups that give guidance to 
regional and district level CRGE activities. At the community (kebele) level the development agents 
(DAs) serve as the CRGE focal persons. 
 
SLM Coordination Unit: The SLM Coordination Unit operates within the Natural Resources 
Management Directorate of the MoA and was established to undertake the physical and financial 
management of the SLM program. This involves the development, planning and management of 
watershed resources, development and implementation of strategies and programs and the provision 
of technical support to regional SLM implementing offices. The unit consists of a team of experts 
including a national project coordinator, procurement and financial management specialists, M&E 
experts and technical experts in diverse disciplines.  
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Soil Information and Fertility Directorate: This is a new directorate under the Natural Resources State 
Minister of MoA, established with the aim of collecting and disseminating knowledge on soil fertility. 
The directorate is working with ATA, EIAR and AGRA. The AGRA soil health project is hosted in this 
directorate, which is currently operating in 40 woredas of the 4 main regions. Major activities of the 
soil health project include promotion of conservation agriculture, scaling-up of new fertilizers and 
maintenance of soil laboratories. 
 
MERET Coordination Unit: The MERET project coordination unit functions within the structure of the 
federal and regional agricultural offices. The unit is answerable to the Natural Resources Management 
Directorate of the MoA. The project is financed by WFP and its main objectives are rehabilitation of 
degraded areas and livelihoods improvement of the people and community in the project site. 
 
AGP Coordination Unit: The AGP aims to increase agricultural productivity and market access for key 
crop and livestock products in targeted woredas, with focused attention on women and youth. Project 
management is located within the MoA (Agriculture Sector). Coordination of AGP activities is 
undertaken through a high-level SC at the federal, regional and woreda levels for overall oversight and 
decision-making on major issues; and, AGP coordination units at the federal and regional levels as well 
as dedicated focal persons at the zonal and woreda levels for day-to-day management. 
 
Agricultural Transformation Agency (ATA): The ATA is an organization established with the aim to 
transform the agriculture sector and realize the interconnected goals of food security, poverty 
reduction and human and economic development. Within ATA there is a directorate responsible for 
climate and environmental issues. The directorate is currently working on numerous climate-related 
activities, which include research on conservation agriculture and identification of climate-resilient 
agricultural activities. So far plastic rain gauges have been established in 28 woredas and there is a 
plan to establish 100,000 plastic rain gauges across the country in 2015. In addition, conservation 
agriculture promotion and demonstration activities were conducted in 54 woredas of Tigray, Amhara, 
SNNP and Oromia. 
 
Ministry of Environment and Forests: Environmental degradation is a key issue in Ethiopia. In light of 
this, the Ministry of Environment and Forests as the national institution in charge of environmental 
and forest development issues has assumed a regulatory role and coordinates various activities within 
line ministries, agencies and non-governmental organizations. The mandate of the Ministry includes 
implementation issues like institutional coordination, legislative framework and monitoring, 
evaluation and review provisions. Source: FAO, 2016. Ethiopia Climate-Smart Agriculture Scoping Study, by 
Jirata, M., Grey, S. and Kilawe, E. Addis Ababa, Ethiopia  
 
Examples of Climate-smart Agricultural Practices 
These examples of climate-smart agricultural practices come from case studies in East Africa, West 
Africa and South Asia. Note that the practices are context specific; in other words, they will be applied 
differently in different environments. A practice may be climate smart in one context but not in 
another, depending on how, where, and why it is used. Practices also have different social dimensions 
depending on the area and culture in which they are implemented. 
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Improved land and water management practices 
• Agroforestry, in which trees are planted together with crops on the farm, generally makes use 

of trees that produce or are primarily used for fruit, fodder or fuel wood. Aside from these 
benefits, the trees can reduce runoff or erosion, enhance soil fertility, and provide shade—
functions that are important for adapting to climate change—in addition to sequestering 
carbon, which has benefits for mitigating the effects of climate change. 

• Terraces and bunds are physical structures placed along contours to slow the runoff of water 
and enhance its absorption. They can be an important measure for adapting to water scarcity 
arising from climate change. 

• Water harvesting structures and systems are another important adaptation measure with 
food and nutrition security impacts—collect water from a surface area for irrigation or for 
improved filtration. These systems can be small or large, ranging from individual farms and 
plots to a much more considerable area. Structures can include water ditches and water pans, 
which must be managed well to control mosquitos and malaria. 

• Improved agricultural water management includes small-scale irrigation and improved 
management of water from ground and surface sources. 

• Planting pits are pits of different sizes used for planting and to help conserve water. 
• Crop residue mulching involves leaving crop material on the field after the harvest to improve 

soil texture, prevent erosion and encourage water filtration. Improved soil fertility and crop 
management practices. 

• Composting involves removing crop residues to allow them to decompose and then adding 
them back to the soil to improve soil fertility and texture and allow for improved water 
filtration. 

• Conservation agriculture involves maintaining a permanent organic soil cover from cover 
crops, intercrops or residues/mulch, minimizing soil disturbance through tillage and 
diversifying crop rotations (for example, with legumes).  

• Efficient use of fertilizer means that producers optimize the amounts and types of fertilizer 
(synthetic and organic) they use. Examples of efficient fertilizer practices include using a mix 
of fertilizer components that reflects actual soil and crop needs; deep placement of fertilizer; 
micro-dosing; and changing from one fertilizer application at the beginning of the crop cycle 
to three (smaller) fertilizer applications throughout the crop cycle. 

• Improved, high-yielding varieties are grain, legume, fruit and vegetable varieties that have 
been bred to improve and increase yields and that are purchased and used in conjunction with 
other CSA practices. 

• Stress-tolerant varieties are bred specifically to be adapted to climate challenges in a 
particular region, such as droughts, floods and submergence, saline or acidic soils and pests. 

• No-till or minimum tillage practices involve opening the soil only where the seeds are placed, 
with as little soil disturbance as possible; it is a component of conservation agriculture. 

 
Improved livestock management practices 
• Improved feed management entails storing animal feeds (stover, grass, grain) and making 

better use of feed (by combining types of feed), growing grass varieties specifically suited to 
the agro-ecological zone, and many other practices, such as fodder conservation and animal 
fattening. 

• Livestock manure management is the collection and storage of livestock manure for future 
application to producers’ fields. 
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• Destocking is a planned effort to reduce the number of livestock and manage the herd more 
efficiently (by selling animals if drought is projected, for example) as opposed to sudden 
distress sales provoked by hardship. It improves resilience and reduces GHG emissions. 

• Switching to livestock species or breeds that are more adapted to water scarcity and 
resistant to disease can include buying or breeding such animals or even changing the type or 
species of animal produced. For example, Zebu cattle and small ruminants are more tolerant 
of water scarcity. 

• Pasture management, which includes rotational grazing and setting paddocks aside in case of 
drought, improves risk management and reduces GHG emissions. 

 
Other practices 
• Improved post-harvest practices, such as improved storage and processing methods, reduce 

food losses and women’s workloads and improve food safety. 
• Improved cooking stoves can influence agricultural practices because they require less wood, 

which can reduce women’s workload and the time needed to prepare food. 
• Fisheries and aquaculture involve the breeding, rearing, and harvesting of plants and animals 

in all types of aquatic environments. 
Source: Bernier et al. 2015; FAO 2013. 
 
Integrating Gender in to CSA Initiatives 

Ask in the plenary: 
• How does CSA benefit gender? 
• What are gender sensitive CSA technologies in Ethiopia? 
 
 
 

Success of climate-smart agricultural practices described above depends on institutional 
and behavioral change, which is not possible without social analysis (including gender 
analysis) influencing policies, projects and other interventions aimed at achieving 
sustainable CSA. Social inequality and social inclusion, particularly in reference to 

gender, have been recognized as a foundational issue in development for at least 40 years, and a 
growing body of evidence demonstrates that more equal gender relations within households and 
communities lead to better agricultural and development outcomes, including increases in farm 
productivity and improvements in family nutrition (Farnworth, Kristjanson, and Rijke 2013; Farnworth 
and Colverson 2015). A number of documents reflect the consensus that gender-based constraints 
must be addressed to increase agricultural productivity, improve food and nutrition security, reduce 
poverty and build the resilience of rural populations. 
 
Gender as it pertains to many sectors—health, education, agriculture—and many domains within 
agriculture (from crop and livestock production to natural resource management and agro-processing) 
is also pertinent to CSA, but only recently have gender and CSA been researched together to provide 
more empirical guidance for deciding how they should be considered together in designing projects, 
programs and policies. 
 
These studies suggest that more female farmers, as well as male farmers, adopt climate-smart 
technologies and practices in agriculture when women’s awareness, knowledge and access to 
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information about such practices increases—with the ultimate effect of strengthening the resilience 
of households, communities and food systems exposed to climate-related shocks and climate change. 
Even more fundamentally, these studies suggest that a host of other factors can influence female 
producers’ adoption of climate-smart approaches, including legal or sociocultural constraints on 
women’s accumulation and control of assets and resources, constraints on women’s mobility, as well 
as the likely effects of climate-smart practices on women’s time and labor commitments or share of 
the benefits. 
 
In Ethiopia, women constitute nearly half of the country’s population. Many of them are living in dire 
economic conditions characterized by endemic poverty and poor working and living conditions. Akililu 
and Alebachew (2009) reported that in Ethiopia, the majority of the poorest groups are composed of 
women, the disabled and those living with HIV/AIDS. Not surprisingly, these social and demographic 
groups are also the most vulnerable, least prepared and likely to be worst affected by climate change. 
Moreover, climate variability and change affects women as it makes fuel wood and water difficult to 
access. 
 

Ask in their tables 
• What are the challenges in implementing CSA? 
• What should be the role of SCs and TCs in implementing CSA? 
 

Challenges to implement CSA 
• Limited knowledge about CSA at different levels 
• Existing technologies not identified based on their impact on climate change 
• Limited CSA technologies 
• Collaboration among stakeholders at all levels is not strong 

 
Opportunities 

• Strong government commitment to CSA 
• Enabling environment and supporting Policies and strategies 
• Many research organizations and governmental and non-governmental organizations working 

on climate change 
 
Role of SCs and TCs 

• Strengthen research-extension linkage 
• Enhance collaboration among AGP 2 implementing agencies through regular SC and TC 

meetings 
• Ensure that research is focusing on climate smart technologies and deliver necessary support 
• Ensure that new technologies and practices promoted through extension are climate smart 
• Enhance capacity development for researchers, extension staff and farmers on CSA. Ensure 

that adequate budget is allocated for the CD. 
• Ensure that CSA is mainstreamed 
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Nutrition-sensitive Agriculture (NSA) 
 

WHAT is nutrition-sensitive agriculture?  
Ask participants to discuss in their tables and share: 
• What is said about nutrition in AGP 2 document? 
• What is NSA? Why is it important? 
• Which organizations work on NSA? 

• What is the role and responsibility of AGP 2? 
 

NSA is a food-based approach which looks at agriculture with a specific “nutrition lens”. 
It puts nutritionally-rich foods, dietary diversity and food fortification at the heart of 
overcoming malnutrition. The main objective of NSA is the promotion of farming and 
food systems, which battle nutritional deficiencies in a sustainable way.  

 
WHY is it important?  
In Ethiopia the poverty rate decreased by over 10 percentage points during the 9-year period between 
2004 and 2012 and it has continued to drop until now. Agricultural development, as indicated by the 
proportion of budgetary allocation amounting to 12-17% of its annual budget, and several reforms to 
improve productivity, has resulted in agricultural production growth of about 8-10% annually over the 
last several years.  
 
This period also saw high population growth (74 million in 2004 to 91.7 million in 2023). However, 
poverty, malnutrition and vulnerability remain high. As a result, the total number of people in poverty 
is still high, with 4.29% of the population are absolute poor and an estimated 43% (46% of the rural 
population) are vulnerable to absolute poverty. Moreover, despite an impressive economic recovery 
and agricultural productivity, there has not been corresponding reduction of under-nutrition in the 
country. Child stunting reduced by 24% during the last 10 years. Maternal and child under nutrition 
remain significant health and development problem and challenge for the country, with 40.4% of 
children stunted, 25% of children underweight and 9% of children wasted; and 27% of women under-
nourished (DHS 2014). 
 
National Nutritional Status 
The Demographic and Health Survey (DHS) is a nation-wide survey. The most recent full survey was 
carried out in 2011 1 with a mini-survey update of stunting data in 2014 (2). The 2011 survey highlights 
serious nutrition problems for children, adolescents, women and men with a level of stunting in under 
5 children at 44%. By 2014 the national average of stunting had reduced to 40%. Stunting is particularly 
high in 3 of the AGP regions (Tigray 44.4%; Amhara, 42.4% and SNNPR 44.3%), In Oromia it is 37.5%2. 
 
Dietary Diversity 
Only 4% of breastfed children 6-23 months consume an adequate diet according to internationally-
recognized IYCF recommendations. The main problem lies with dietary diversity where only 4% meet 
dietary diversity minimum score of 4 food groups per day. Only half meet meal frequency 
requirements (48%). Twenty-six percent of youngest children age 6-23 months living with their 
mothers consumed foods rich in vitamin A. Urban children (38%) are more likely than rural children 
                                                           
1 Central Statistical Agency Ethiopia. Ethiopia Demographic and Health Survey 2011. 2012 
2 Central Statistical Agency Ethiopia. Ethiopia Mini Demographic and Health Survey 2014. 2014. 
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(24%) to consume foods rich in vitamin A3.The data point to a serious problem of chronic under-
nutrition in children and also adults and adolescents. Micronutrients deficiency is also pervasive and 
severe in the country. About 44% of under 5 children, 30% of adolescents, 22% of pregnant women 
and 17% of women of reproductive age are anemic.  
 

 

 
Agriculture-Nutrition Linkage Framework 
According to MoANR NSA Strategy 2016, agriculture and nutrition are intrinsically interlinked. The GTP 
II May 2016 in subsection 6.2 states that the government of Ethiopia is determined to build a nutrition-
secured country. Nutrition security, according to this document, is expected to be attained through 
efforts made in the areas of HH FS, child and maternal care and healthy environment creation. 
Agricultural production is one of the important means for achieving food and nutrition security. 
Increasing agricultural productivity has the potential to improve household food security and nutrition 
of the population. A healthier and well-nourished agricultural labor force are more productive, earn 
more income and contribute to further economic growth and development. The contribution of 
nutrition to the increase of agriculture labor force productivity is enormous. 
 
Table 1: Five pathways linking agriculture to nutrition from World Bank analysis: 

Table C-1. Five pathways linking agriculture to nutrition 
Pathway Strength of pathway 

1. Increasing overall macroeconomic Modest effect 
2. Increasing access to food by higher production and decreased food prices Modest effect 
3. Increasing household income through the sale of agricultural products Variable effects 
4. Increasing nutrient dense food production for household consumption Some evidence 
5. Empowering women through targeted agricultural interventions Some evidence 

Source: Adapted from World Bank 2007 

  

                                                           
3 Central Statistical Agency Ethiopia. Ethiopia Demographic and Health Survey 2011. 2012 
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The World Bank has identified four priority objectives to enhance nutrition in agriculture programs: 
• Invest in women: safeguard and strengthen the capacity of women to provide for the food 

security, health, and nutrition of their families. 
• Increase access to year-round availability of high-nutrient content food. 
• Improve nutrition knowledge among rural households to enhance dietary diversity. 
• Incorporate explicit nutrition objectives and indicators into agriculture investments 

 
Agricultural advances can provide more and better quality food, as well as income. However, this does 
not automatically result in improved nutrition for individuals and households. Agricultural 
interventions must be thought about in a holistic and multi-sectorial way, and take potential negative 
side-effects on the nutritional situation of women and children into account. There is a missing link 
between improved agriculture and nutritional outcomes. Bridging this gap through the promotion of 
NSA production will contribute to adequate and appropriate household food consumption and 
increased income for the purchase of nutritious foods. 
 
EFDRE Government’s Commitment towards addressing nutrition related challenges 
GTP II endorses agricultural-sensitive nutrition through the implementation of the National Nutrition 
Strategy and the National Nutrition Program II (NNP II). 
 
National Nutrition Programme II (NNPII) 
The NNPII (2016-2020) has designed to deploy multispectral commitment to tackle nutrition problems 
in Ethiopia from 10 ministries; i.e. Health, Education, Agriculture, Livestock and Fishery, Trade Water, 
Irrigation and Electric, Labour and Social Affairs, Finance and Economic Development, Women, 
Children and Youth Affairs4programme of work to be undertaken by this multi-sectoral group.  
 

The NNP will focus on specific age groups and calls for greater national priority for nutrition-specific and 
nutrition-sensitive programs integration, enhanced inter-sectorial coordination and participation of 
community, private, national and international collaboration to end malnutrition by 2030.  

 
Ethiopia’s policy environment has strong potential to address nutrition multi-sectorally, with growing 
recognition of the role of agriculture in improving nutrition: 

• The government has made a clear political commitment to address under-nutrition with the 
support of DPs. 

• The MoANR is the deputy chair of the NNPII (2016-2020). 
• Further momentum can be seen in the development of a food and nutrition case team within 

the Ministry of Agriculture (MoA).  
• National NSA Strategy has been developed by MoANR and in place since November 2016 to 

operationalize NNPII and NSA in the agriculture sector. The overall goal of the NSA strategy is 
to contribute to improving the nutritional status of children and women by increasing the 
quantity and quality of food available, accessible and affordable and promoting utilization of 
diverse, nutritious and safe foods for all Ethiopians at all times.5 The absence of such a strategy 
would be difficult to coordinate and implement NSA in the sector. Therefore, this strategy 
provides guidance on how to integrate nutrition objectives, and indicators into the existing 

                                                           
4 Government of the Federal Democratic Republic of Ethiopia. National Nutrition Programme II 2016 - 2020.  
ederal Democratic Republic of Ethiopia National Nutrition Sensitive Agriculture Strategy 2016 
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agriculture policies, programming and investments and puts in place M&E systems and tools 
including periodic reporting and creating accountability at all levels. 
 

Principles of MoANR’s NSA Strategy are: 
• Community participation and ownership 
• Special consideration to women, youth and children 
• Need and evidence based program planning and implementation 
• Innovative and indigenous knowledge based 
• Inclusive of relevant stakeholders and working at all levels 
• Multi-sectoral collaboration and coordination 
• Building competency based capacity of front-line service providers 
• Environmental friendliness and sustainability 

 
The National NSA Strategy has the following six strategic objectives: 

• SO1 - To leverage nutrition into agriculture and livestock policies, strategies, programmes and 
work plans at all levels 

• SO2 - To establish/strengthen institutional and organizational structures and capacity 
responsible for planning and implementing NSA 

• SO3 - To increase year-round availability, access and consumption of diverse, safe and 
nutritious foods of both plant and animal origin 

• SO4 - To enhance resilience of vulnerable agrarian, agro-pastoral and pastoral households and 
communities prone to climate change and moisture stress 

• SO5 - To ensure women and youth empowerment and gender equality 
• SO6 - To establish/strengthen multi-sectorial coordination within the agriculture sectors and 

with signatories of NNP and other development partners 
 
NNPII Strategic NSA-oriented government programs to overcome national nutrition challenges are 
PSNP IV and AGP II. 
 
MoANR has committed under strategic objective 4 to strengthen implementation of nutrition-
sensitive interventions in its sector: 

• Increase production of fruits, vegetables, nutritious roots, cereals and pulses, 
• Improved access to utilisation of animal source foods,  
• Increase production and consumption of fish, 
• Promote appropriate technologies for food processing and diversification, 
• Promote value addition to ensure availability and consumption of diverse nutritious foods, 
• Promote consumption of diversified foods through agricultural extension programme, 
• Strengthen the capacity of the agriculture sector to integrate nutrition-sensitive interventions 

into agriculture programme, 
• Support local complementary food production and create economic opportunities for women 

through development groups and cooperatives, 
• Support agriculture research centres to develop seeds of high nutritional value,  
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Objective AGP 2 towards achieving NNPII (2016 – 2020)6 
 

Overall objective: Improve consumption of diverse and nutrient-dense foods for the population of AGP 
woredas with particular emphasis on children under 2 and pregnant and lactating mothers to prevent 
malnutrition and with emphasis on improving the nutritional status of farmers. 

 

Specific Objectives (SO): 
• SO 1: Increase production of a range of diverse nutrient-dense foods: fruit vegetables, animal 

products, legumes, cereals. 
• SO 2: Improve post-harvest handling, preservation and processing to improve availability of 

good nutritional quality and safe foods to rural communities. 
• SO 3: Improve income generating capacity of women through AGP activities. 
• SO 4 to increase awareness of community members (e.g. farmers, women, adolescents 

community leaders) about nutrition. 
• SO 5: Build capacity of staff in MoA at all levels (federal, regional, woreda, kebele) about 

nutrition mainstreaming.  
• SO 6: Support the research and dissemination of technologies on post-harvest handling 

processing and consumption for improved nutrition. 
• SO 7: Support coordination across sectors to achieve synergies between nutrition-specific and 

nutrition sensitive interventions. 
 

Sequota Declaration  
• Aiming to end child under-nutrition in Ethiopia by 2030. 
• Zero stunting in children less than 2 years; 
• 100% access to adequate food all year-round; 
• Transform smallholder productivity and income; 
• Zero loss of food; 
• Sustainable food systems (climate change); 
• Education 
• Water, Sanitation and hygiene 

 
What are the challenges to make agriculture more sensitive to nutrition? 

• Lack of knowledge and evidence on agriculture-nutrition pathways in Ethiopia, with particular 
emphasis on the lack of nutrition knowledge within the agricultural sector.  

• Lack of strong research support for agriculture-nutrition pathways in Ethiopia. 
• Most existing research activities in the annual research catalogues were not designed with 

clear gender, nutrition and CSA goals at the outset. 
• Focus of agricultural sectors including AGP is in increasing productivity and commercialization 

of smallholder farmer agriculture but not concentrating on high quality productions and 
dietary diversity in the house hold. This is due to the misconception that increased production 
can resolve the issue of malnutrition.  

• Nutrition is considered as health sector issue as malnutrition is related to health. 
• NSA technologies are not yet well-used. 

 

                                                           
6 Government of the Federal Democratic Republic of Ethiopia.National Nutrition Programme II (2016 – 2020) 



89 

Gender Dimensions of Nutrition 
 

Ask in the plenary: 
• Is nutrition gender-sensitive? Explain how? 
 
 

Gender and nutrition are inextricable parts of the vicious cycle of poverty. Gender 
inequality can be a cause as well as an effect of hunger and malnutrition. Not 
surprisingly, higher levels of gender inequality are associated with higher levels of 
under-nutrition, both acute and chronic under-nutrition. Gender and nutrition are not 
stand-alone issues; agriculture, nutrition, health and gender are interlinked and can be 

mutually reinforcing. Some experts consider women to be the nexus of the agriculture, health and 
nutrition sectors.  
 
From 2011 DHS survey, 27% of women are thin or undernourished (BMI less than 18.5kg/m2) and 6% 
are overweight or obese (BMI 25kg/m2 or above). Rural women (29.1%) also are more likely to be thin 
than urban women. Adolescents (age 15-19) are more likely to be thin (36%) than older women. Thirty-
seven percent of Ethiopian men age 15-49 are thin or undernourished (BMI less than 18.5kg/ m2), and 
2% are overweight or obese (BMI 25kg/ m2 or above). Rural men are slightly more likely to be thin 
(39%) than urban men (32 %). 
 
Gender and nutrition are increasingly acknowledged by the development community as important 
cross-cutting issues. Recently, the reciprocal relationship between the two issues was affirmed, giving 
rise to various efforts that seek to mainstream gender into nutrition policy and programming. 
 

• Gender inequalities can be both a cause and an effect of hunger and malnutrition, 
•  Gender inequality are associated with higher levels of under nutrition (FAO, 2011), 
• Gender equality and women’s empowerment is an essential part of human development and 

is necessary for improvements in nutrition across the entire lifecycle (Oniango,2002), 
• Gender equality plays a critical role in implementing nutrition interventions effectively at 

household and community level, 
o Mother with more than secondary education - 19% stunted children 
o Mother who have no education - 47% stunted children 

• Gender equality and women empowerment is the fifth strategic objective in the National 
Nutrition Strategy. The strategy recognizes that gender inequality is the cause and 
consequence of hunger and malnutrition. It also recognizes that intra-household gender 
dynamics (like access to and control over resources, income and decisions and time 
constraints) and socio-cultural issues have a significant impact on nutrition and they need to 
be addressed. Women’s competing responsibilities within the household, in the farmland and 
at the community level have an impact on nutrition. Recognition of women’s roles and 
contributions to the agricultural sector could lead to better policies, strategies and 
interventions. 
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The 10 principles of NSA: 
1. Diversify local production and increase production of nutrient-dense crops and livestock (e.g. 

through kitchen gardens). Diversified production (e.g. mixed cropping patterns, integration of 
crop and livestock production) can enable diversified consumption which is strongly associated 
with nutrient adequacy. Diversified consumption can also lead to greater income generation. 
Please see Examples 1, 4 and 5.  

2. Enable resilience to climate and price shocks and seasonal food fluctuation: enhance 
preparedness in face of climate-related shocks and seasonal hardship and manage climate-related 
risks (e.g. droughts, floods).  

3. Improve processing, storage and preservation to retain nutritional value, shelf-life and food safety 
and to reduce seasonality of food insecurity and post-harvest losses and to make foods convenient 
to prepare. Please see Example 3.  

4. Improve nutrition knowledge to enhance dietary diversity, food preparation and feeding practices. 
Nutrition knowledge can enhance the impact of production and income and increase demand for 
nutritious foods (crops and animal source foods). Please see Example 1.  

5. Invest in women: safeguard and strengthen the capacity of women to provide food security, 
health and nutrition to their families. Please see Example 6.  

6. Incorporate explicit nutrition outcomes, objectives and indicators into agricultural project and 
policy designs, while seeking synergies with economic, social and environmental objectives and 
prioritize areas and groups worst effected by under-nutrition.  

7. Maintain or improve natural resource base (water, soil, air, climate, biodiversity), critical to the 
livelihoods of vulnerable farmers. Manage water resources in particular to reduce vector-borne 
illness and to ensure safe household water sources. Please see Example 2.  

8. Expand markets and market access to vulnerable groups, particularly for marketing nutritious 
foods. This can include promotion, value addition and access to price information and farmer 
associations.  

9. Collaborate and coordinate with other sectors (health, environment, social protection, water and 
sanitation, education, energy) to address underlying and basic causes of malnutrition.  

10. Analyze the context at local level to properly address the causes of malnutrition and most 
vulnerable groups. Context analysis can include potential food resources, agro-ecology and 
seasonality of production and income and market opportunities (FAO, 2013).  

Source: impulse7 nutrition-sensitive_agriculture-welthingerhilf – November 2017 
 
Healthy, well-nourished people are both the outcome of successful social and economic 
development as well as an essential input into the development process. Agriculture is the main 
source of food, employment and income for 70-80% of people suffering from hunger in developing 
countries. 

 
What will be the role of TCs? 
Ask participants to discuss in their tables 
What should be the role of SCs and TCs to enhance to make AGP 2 nutrition 
sensitive? 
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• Enhance stronger coordination for nutrition both horizontally and vertically - 
within ministries as well as between federal, regional, woreda and kebele levels is 
required.  
• Support enhancement of women’s empowerment and control over 

resources,  
• Find mechanisms to ensure CD trainings at the community level and FTCs are addressing the 

needs of MW, FHH and men farmers 
• Ensure integration of gender, NSA and CSA technologies are considered in AGP 2 planning and 

budgeting process 
• Ensure women participation in research problem identification, demonstration, evaluation 

and technology selection 
• Ensure women participation in extension services  
• Ensure that research and extension technologies under AGP 2 are nutrition-sensitive through 

SC and TC planning review and approval meetings and regular monthly/quarterly evaluation 
meetings 

• Ensure that focus is given to training on nutrition and adequate budget is allocated 
• Ensure NSA indicators are integrated into M&E system of AGP 2 
• Promote NSA technologies in all AGP platform 

 
Gender-sensitive Agriculture 
 

Ask in the plenary 
• What is said about gender in AGP 2 document? 
• What is meant by gender-sensitive agriculture? 
• Is agriculture in Ethiopia gender-sensitive? 
• What are gender-sensitive agricultural technologies in Ethiopia? 
• What is the role of AGP 2 in making agriculture gender-sensitive? 

 
Twenty years after the adoption of the Beijing Declaration and Platform for Action and 15 
years after the adoption of the Millennium Declaration by the international community, a 
lack of gender equality and women’s empowerment, in all aspects of development, persist 
as global challenges (UN women 2014). 
 

In the developing world in particular, where agriculture remains the dominant source of livelihoods, 
ensuring equitable access to and/or control over productive resources (e.g. land), inputs (e.g. 
improved seed and chemical fertilizers), and decent jobs for female and male farm operators is 
essential for achieving inclusive growth (Doss et al. 2015; Quisumbing et al. 2014; Kieran et al. 2015). 
Although women provide an average of 40% of the agricultural labor hours in crop production across 
6 countries in Africa south of the Sahara (SSA) (Palacios-Lopez et al., 2015), and are largely responsible 
for food processing and preparation, they are less likely than men to own land and non-land assets, 
use credit and other financial services, or receive education and extension advice (Doss et al., 2015;  
Fletschner and Kenney, 2014; Peterman et al., 2014; WEF 2013). 
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Gender in Agriculture Sector Strategies  
Gender issue is emphasized in government policies, strategies and programs although the results are 
not to the expectations.  
 
Gender in AGP 2 
AGP 2 provision with regard to gender 

• According to AGP 2 PIM and PAD the target proportion of female direct beneficiaries of AGP 
2 will be at least 40%. 

• Gender, nutrition and CSA are considered, as cross-cutting issues in the design approach of 
AGP 2.  

• Make future growth of agriculture sector to be responsive to gender needs.  
• Promote labor-saving technologies for women; provide relevant information to female 

farmers, and ease the time burden of household responsibilities through provision of time 
saving technologies.  

• FHHs account 24% of the 3.7 million households planned to be targeted by AGP 2.  
• The target of AGP 2 illustrates its commitment to involve a large number of women as possible 

in the program. Female accounts 46% of total beneficiary population (20.1 million).  
 
According to AGP’s Gender Analysis Report November 2016, roles and responsibilities of women and 
men farmers in selected AGP woredas are described as follows:  
 

• Productive roles: data collected from focus group discussants of all the 16 woredas showed 
that both men and women participate in almost all crop production activities such as land 
preparation, fertilizer application, weeding, harvesting, value addition and marketing. 
Discussants, however, stated that men take the major responsibility of plaguing and land 
preparation, planting and harvesting assisted by their grown-up boys while weeding and 
fertilizer application are more of women’s, girls’ and boys’ activities. 

 
Women in all of the woredas also have a big role in livestock rearing, assisted by children (both 
boys and girls) since these activities are mainly done at the homestead. Livestock rearing 
activities such as taking to health clinic, breeding and feeding on open grazing land are, 
however, predominantly the men’s responsibility while cleaning, feeding, watering, milking 
and value addition fall into women’s and girls’ responsibilities.  

 
The main income-generating activities observed in the visited woredas are livestock fattening 
(both cattle and small ruminants), dairy, sale of vegetables and fruits, apiculture, petty 
trading, brewery and pottery. Marketing is both women’s and men’s work, however, if the 
size of sale is higher, it will be managed by men, and the income goes to the men’s pocket. 
Women take the bigger share in petty trading and pottery and are responsible to manage the 
money from petty trading. For instance, the sale of larger ruminants is still considered the 
men’s share, whereas small domestic animals and vegetable from small homestead gardens 
are managed by women in all AGP I woredas. 

 
• Reproductive roles: despite some levels of involvement of men in fuel wood collection, focus 

group discussants in all the woredas rated reproductive activities as women’s domains; this 
holds true in all the woredas. In general, reproductive activities such as child care, food 
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preparation, cleaning, fetching water and fuel wood were viewed by the society as the 
women’s ‘natural’ responsibilities. Men don’t have a role in reproductive activities and 
respondents in all the woredas stated “it is not men’s job” to participate in reproductive roles.  

 
• Social/community roles: both men and women have community roles and they participate in 

social activities like attending public meetings, leadership in committees, attending religious 
activities and community events. However, according to FGD participants, men and women 
usually have a separate social gathering; for example, in most cases women does have their 
own ‘idir” and the focus group discussants in all woredas stressed that men and boys are the 
ones who mostly take part in recreational activities. Unlike other woredas, it was also noted 
that the women in Dire Dawa and Harar rural areas have a high level of self-esteem and 
confidence in discussing their needs. Women in these regions, compared to the others, are 
not shy in expressing their ideas during meetings in front of men and their husbands. 

 
In order to adequately address gender inequality in AGP 2 and mainstream gender in the 
implementation; AGP Gender Analysis Report 2016 outlined the following recommendations: 
 
AGP should challenge the existing social norms 
AGP, with woreda Women Affairs Offices, should facilitate structured Community Conversations (CC) 
with practical experience-sharing (with model women farmers, successful CIGs and male-positive 
deviants at the center of the conversation). The CC tool will assist in the effort to make both men and 
women farmers to understand, appreciate and share women farmer’s roles, competence capabilities 
and burden and to address social and gender norms and roles at the community level. Here, male 
engagement approach should be emphasized to address women’s issues.  
 
Component One: Agricultural Public Support Services 
Rates of uptake vary between technologies and locations. Although both women and men benefit 
from improved technology availability and adoption, men tend to benefit more. Usually the rich and 
middle wealth households derive the most benefit from the introduction of new technologies. 
Adoption among poorer households tends to be inhibited by an inability to afford the technology 
coupled with limited availability of credit or savings and low levels of awareness. Generally, attention 
is required to ensure women and the poor are neither left out nor disadvantaged by these 
developments. Women’s preferences for crop varieties differ from that of men. Women opt to 
produce types or varieties which are mainly used for domestic consumption, whereas men prefer crop 
varieties which have high market demand and fetch high prices. With regards to livestock, both men 
and women prefer local dairy cattle and small ruminants for fattening because of their low feed 
requirements and high adaptability. Decisions about enterprise mix and technology adoption, 
including seed selection, are mainly taken by men and in some cases, are negotiated between 
husbands and wives.  
 

• The local extension system has to be sensitive to the gender division of labor (considering 
women’s labor and time), access and control over resources as well as cultural taboos when 
introducing and promoting agricultural interventions. In relation to this, there is a dire need 
to promote labor and time-saving technologies at the household level to enable women to 
have time to participate in and benefit from extension service provisions.  
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• Agriculture Extension interventions should target ‘individuals’ within the household rather 
than ‘households’. The extension system should also recognize that women farmers are not 
homogeneous and thus married women have different needs, interests and constraints than 
FHHs. Accordingly, efforts should be made to reach and meaningfully benefit both categories 
of women. For instance, when service (like AI service) providers organize events; they have to 
select an appropriate and convenient time for women farmers. 

 
Component two: Research 
• Take inventory of available time and labor-saving technologies and 
test/promote in AGP woredas. Available new technologies to lessen the burden of 
women farmers like feed chopper, milk churner, solar light, fuel efficient stove, drip 
irrigation, biogas, inset extractors, and potable water access should be further 

promoted and made accessible by the research system. New technologies which lighten 
the burden of women on their domestic work need also to be the attentions of the 
research institute. Ensure that women farmers are consulted in the research cycle using a 
checklist 

• When establishing FREGs the necessary resources and technical backup as well as market for 
the product should be studied. Conscious effort should also be made by research centers to 
involve women (married and FHH) in the FREGs. 

 
Component three: Smallholder irrigation 

• It is important to strengthen the capacity of women (FHH) with resources and tailor-made 
technical trainings to assist them to effectively produce on their irrigable land instead of 
renting it out. The extension system should also involve women in exposure visits to enable 
them to gain skills and experience from other areas in SSMI and to learn from the experience 
of women as model farmers, and facilitate provision of inputs (vegetable seeds and farm tools) 
on time for FHHs, especially. 

• In order to maximize benefits for FHHs and married women in SSMI, women in the catchment 
area should be sub-organized and be able to access sufficient money, as the SSMI need 
adequate capital for inputs and storage for perishable products. 

• IWUAs should be encouraged and convinced to allow women in the SSI scheme to use the 
irrigation water during convenient times.  

• Women’s participation and benefit from SSMI should also be improved by addressing 
women’s time and energy spent in domestic reproductive roles. Nevertheless, to save women 
from traveling long distances to SSI schemes, women should be targeted more for MI support 
especially using hand-dug wells to work on their homestead farms. 

• AGP should continue its work on access roads to the command areas where there is a lot of 
vegetable production so that the producers (men and women) can easily transport their 
perishable products to the market. The program should also invest in the construction of 
stores so that the products can be stored until sold. 

 
Component four: VCD and Market 
Care should be taken when establishing CIGs 

• CIGs establishment must be based on ‘expressed real common interests’ rather than forced 
interest. Business plans should be well-understood by all members of the CIG, and members 
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should decide on what they want to do as a group. The business plans for the CIGs should 
undergo feasibility studies by multidisciplinary experts at the planning stage who know the 
local condition like availability of power, water and market needed for the business. 
Requirement for access to credit should also be clear and CIGs should be linked to possible 
credit institutions that don’t require a group legal entity. 

• In most of the cases women CIGs were mostly successful if organized on commodities they 
used to produce by their own initiative before joining the CIG. Meticulously identifying women 
friendly businesses is also important.  

• A menu of business plans for the types of activities that benefit women (vegetable and 
livestock) should be designed to help women to choose from. 

 
Component five: Program management, M&E and learning 

• Trainings and mentoring in mainstreaming gender in the specific components should be given 
not only to the gender mainstreaming experts, but to all others who have a stake in AGP. More 
work needs to be done with sector managers regarding the necessity of gender 
mainstreaming and how to integrate gender issues in their respective interventions. 

• Proper knowledge of cross-cutting issues is important to identify gender issues in the cross-
cutting interventions. 

 
Examples of gender-sensitive technologies: 

• Development of portable poultry 
• House and hay-box brooder 
• Development of poultry feed mixer  
• Demonstration of improved plastic milk churner 
• Development of effective weed management practices 
• Demonstration of crop row planter, cultivator and thresher 
• Demonstration of hand operated crop winnower 
 
What will be the role of TCs? 

Ask participants to discuss in their tables 
• What should be role of SCs and TCs to in enhancing role of AGP 2? 
• Ensure that gender is mainstreamed in all AGP 2 components and planned 
activities. 

• Ensure that performance reports are gender-disaggregated and are benefitting women. 
• Ensure that the CD of gender-sensitive agricultural technologies at all levels including 

demonstration at FTCs. 
• Ensure consideration of women participation and involvement leadership responsibilities in 

all AGP activities. 
• Ensure that women friendly technologies are available in FTCs. 
• Advice on the accessibility and availability of improved seeds for FHH and MW and men 

farmers. 
• Ensure that AGP 2 planning and budgeting adequately address all gender related activities. 
• Work closely with AGP PCUs at all level to effectively deliver activities planned to address 

gender issues. 



96 

• Follow-up, advise and reinforce dissemination of women-friendly, NSA- and CSA-sensitive 
technologies FHH, MW and women and youth CIGs. 

• Follow-up the status of women and youth CIGs through timely report from AGP woredas and 
through arranging annual or bi-annual visits to CIGs. 

• Advise on how FHH who are members of water user’s associations are having fair and 
equitable access of SSI. 

• Take the lead in promotion and advocacy of women friendly technologies in all AGP 2 
platform. 

• Participate in advocacy and BCC on social and behavioral change campaign and events. 
• Advise integration of gender responsibilities into the JD of experts, process owners and core 

process owners at all levels. 
• Advise IAs, AGP PCUs and AGP FPs to refer and consider recommendations and suggestions 

of AGP I Gender Analysis report while planning and implementing activities. 
• Ensure consideration of AGP I Gender Analysis report has been used as a reference while 

support is designed and planned. 
• Ensure AGP 2 gender mainstreaming guidelines are used as a reference whenever support is 

provided to experts and women and men. farmers. 
• Take the lead and initiative to support the development of context-based gender 

mainstreaming training materials, tools, checklists to be used by DAs to support women and 
men farmers. 

 
Feedback questions 
• Ask participants to write answers of the questions in their notebooks and 
share with the plenary. 
• What did you learn about the cross-cutting issues? 
• What will you do as TC members when you go back to your work? 
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Annex 1: CDSF Regional Technical Committee Module One Training Participant 
Evaluation Template 

 
CDSF requests your assistance in evaluating this capacity development event. As part of this 
evaluation, please provide CDSF with information about your experience. The data compiled will be 
used to improve future capacity development events and facilitation processes. CDSF will be 
monitoring the overall effectiveness of its capacity development events.  
 

Participant Kebele Identification Number  
Name of Event Regional Technical Committee Module One Training 
Date of Event  June 17-19, 2017 
Region Tigray 
Location where event took place Axum 

 
Please rate your level of agreement as per the rating scale below (Likert Scale). 
 

 
The estimated time to complete this questionnaire is 20 minutes. 
 
Section A: Assessment of Learning - Knowledge and Skills Gained  
 
Please reflect on your knowledge and skills gained through this capacity development event. Rate your 
level of agreement using an X with each statement from two perspectives: before the event and after 
the event.  
 

Before the 
training Knowledge and Skills Gained 

After the 
training 

1 2 3 4 5 1 2 3 4 5 
     A.1 I can describe the institutional arrangements outlined in the PIM 

and discuss the importance of Steering Committees and 
Technical Committees for implementation of AGP 2 (K) 

     

     A.2 I can develop a committee enhancement plan based on my 
committee’s self-assessment (S)  

     

     A.3 I can construct a committee Terms of Reference (S)      
     A.4 I can understand importance of communication for my work and 

describe different communication skills (K) 
     

     A.5 I can practice effective meeting principles       
     A.6 I can understand and mainstream cross-cutting issues      

 
A.7. What knowledge and skills learned in this capacity development event are most valuable to 
your work and why?  

1 
Strongly 
Disagree

2 
Disagree

3 Neither 
Disagree 
or Agree

4 Agree
5 

Strongly 
Agree
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Section B: Relevance (R) and Applicability (A) of the CD Event to Participant Learning Needs. 
Effectiveness (E) of the Training Methodology 

 
Please use the rating scale (1 to 5) to rate your level of agreement about each statement.  
 

 
 

Relevance and Applicability of this Event to My Work 
Effectiveness of the Training Methodology 

Rate 

1 2 3 4 5 
B.1 I understand how the content of the training is relevant to my work. (R)      
B.2 I can apply what I learned to my work. (A)      
B.3 I will refer to the training materials at my work. (E)      
B.4 The training process (participatory, learner-centered, experiential) helped me to 

better understand the content. (E) 
     

B.5 I would recommend this training to my colleagues. (E)      
 
B.6 What aspects of the training methodology did you like? Why?  
 
 
 
 
 
B.7 What aspects of the training methodology did you NOT like? Why? 
 
 
 
 
 
B.8 What suggestions do you have for how the training could be improved next time? 
 

1 
Strongly 
Disagree

2 
Disagree

3 Neither 
Disagree 
or Agree

4 Agree
5 

Strongly 
Agree
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Section C: Delivery of Capacity Building 
 
Please use the rating scale to rate your level of agreement about each statement. 
 

 
 

Delivery of Capacity Building 
Name: 

1 2 3 4 5 
C.1 There was enough time for discussion.      
C.2 Everyone, including me, was able to participate freely.      
C.3 The process was guided in a logical way so I could see how we were 

proceeding to meet our learning objectives.  
     

C.4 Questions were answered with helpful examples.       
C.6 Varied presentation techniques were used to keep the sessions interesting.       
C.7 The training venue provided for an appropriate and comfortable learning 

environment. 
     

 
C.8 What practical suggestions do you have about how to improve the learning environment, venue, 

food or logistics? 
 
 
 
  

1 
Strongly 
Disagree

2 
Disagree

3 Neither 
Disagree 
or Agree

4 Agree
5 

Strongly 
Agree
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Annex 2: Lincoln Decision Committee: Learning about group skills 
 
Goals 

• To familiarize participants with six essential group skills: (1) encouraging participation; (2) 
clarifying and summarizing comments; (3) observing and identifying process events; (4) 
obtaining goal clarity; (5) implementing methods for group problem solving and decision 
making; and, (6) managing conflict. 

• To offer participants an opportunity to practice these skills or to observe others as they 
practice. 

 
Group Size 
Ten participants: eight role players and two observers. (As many as four extra participants may be 
accommodated as observers.) 
 
Time Required 
2 hours and 5-10 minutes. 
 
Materials 

• A copy of the Lincoln Decision Committee Theory Sheet for each participant. 
• A copy of the Lincoln Decision Committee Background Sheet for each participant. 
• A set of Lincoln Decision Committee Role Sheets for the role players. (Each player receives a 

different one of the eight sheets.) 
• A name tag for each role player. Prior to conducting the activity, the facilitator writes a 

separate role designation on each of the eight tags, leaving enough space below the 
designation for the participant to write his or her first name. 

• A felt-tipped marker for each role player.  
• A copy of the Lincoln Decision Committee Observer Sheet A for one of the observers. 
• A copy of the Lincoln Decision Committee Observer Sheet B for the other observer. 
• A pencil for each observer. 
• A clipboard or other portable writing surface for each observer. 
• A newsprint flip chart. 
• Masking tape for posting newsprint. 

 
Physical Setting 
A room large enough to accommodate a table for the role players as well as two (or more) observers 
seated around the role players. The table should be large enough to seat eight people. Movable chairs 
should be provided for all participants. 
 
Process 

1. The facilitator delivers a brief lecturette based on the Lincoln Decision Committee Theory 
Sheet, identifying and describing six essential group skills. The facilitator explains that there 
are other important skills as well, but that the activity will concentrate on the six identified. 
After the lecturette the facilitator elicits and answers questions and then distributes copies 
of the theory sheet, explaining that the participants may need to refer to the content later. 
(10 minutes.) 
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2. The facilitator asks for eight volunteers to participate in a role play that will illustrate the 
group skills described in the theory sheet. After the eight have been chosen, the facilitator 
asks them to be seated around the table. The remaining participants are instructed to serve 
as observers and are asked to be seated close to the table, positioned so that they will be 
able to see and hear what happens but not intrude on the role play. (5 minutes.) 

3. The facilitator distributes copies of the Lincoln Decision Committee Background Sheet and 
asks the participants to read this handout. (10 minutes.) 

4. Each role player is given a different role sheet, a name tag to match, and a felt-tipped 
marker. The role players are asked to write their first names on the tags under their role 
designations and to put on their name tags. The facilitator asks them to read their role 
sheets and study the theory sheet and background sheet as necessary to prepare for their 
roles. (5 minutes).  

5. While the role players are preparing for their roles, the facilitator meets with the observers 
in a separate part of the room. One observer is given a copy of the Lincoln Decision 
Committee Observer Sheet A, and the other observer is given a copy of the Lincoln Decision 
Committee Observer Sheet B. Both observers are given pencils and clipboards or other 
portable writing surfaces. The facilitator explains that each observer is responsible for 
observing only three of the six skills, as indicated on the sheet; for recording observations 
on the sheet; and for sharing observations and offering recommendations to the role 
players later. (5 minutes.) 

6. Once all materials have been read, the observers are asked to resume their positions close 
to the table. The role players are provided with newsprint and masking tape, so that they 
can make and post notes during their meeting. The facilitator reminds the role players to 
incorporate the six behaviors as much as possible and then asks them to begin the role 
play. (30 minutes.) 

7. After 30 minutes the facilitator stops the meeting and asks the observers to give feedback 
from Part 1 of their observer sheets. The facilitator leads a discussion, highlighting the use 
(or lack of use) of the group skills, as noted by the observers. The observers then are asked 
to act as “consultants,” offering recommendations for improving the effectiveness of the 
group of role players. (15 minutes.) 

8. The facilitator instructs the role players to pick up where they left off and continue their 
meeting, again using the six group skills whenever possible. (25 minutes.) 

9. The facilitator stops the meeting and asks the observers to provide feedback, based on 
their notes from Part 2 of their observer sheets. (5-10 minutes.) 

10. The facilitator leads a concluding discussion, asking questions such as the following: 
• What other instances of the six group skills did you notice? 
• What were the differences between the first part of the meeting and the second 

part? What can you conclude from those differences? 
• What have you learned about the six group skills? 
• How can you apply these skills when you are working with your own group, a project 

team, or a task force? (15 minutes.) 
 
Variations 

• Other group skills may be highlighted (for example, giving information, modeling effective 
behavior, giving and receiving feedback, and confronting members about their behavior). Two 
good sources of information on group skills are: Professional Standards for Training of Group 
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Workers, 1990, Alexandria, Virginia: Association for Specialists in Group Work; and R. Conyne 
and L. Rapin, January 1994, Task Group Workshop, presented at the ASGW National Group 
Work Conference, St. Petersburg, Florida. 

• To shorten the activity, the facilitator may omit the second part of the role play. 
• Additional role-play groups may be formed, depending on the number of participants, 

available facilitators, and space. 
• Role sheets may be created for an organization rather than a school committee.  
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LINCOLN DECISION COMMITTEE 
THEORY SHEET 

 
A task group must accomplish two objectives: (1) complete pieces of work (tasks) that meet the 
specific goals of the organization; and, (2) maintain effective dynamics and interactions within the 
group. There are a number of skills associated with these two objectives, but this theory sheet 
describes six that are especially important: 

• Encouraging participation; 
• Clarifying and summarizing comments; 
• Observing and identifying process events; 
• Obtaining goal clarity; 
• Implementing group methods for problem solving and decision making; and,  
• Managing conflict. 

 
SIX IMPORTANT GROUP SKILLS 
1. Encouraging Participation  
The facilitator can aid discussion and set a collaborative tone for a meeting by providing an agenda 
and background materials before the group meets, by reviewing the purpose of the meeting once the 
members have arrived, and by arranging for the members to sit in a circle so that visual contact is 
maximized. Here are some other ways in which the facilitator and other members can encourage 
participation: 

• State that all members’ opinions are valued and desired. 
• Ask for opinions, ideas, and elaboration on statements. 
• Elicit different perspectives. 
• Brainstorm for ideas without evaluating them. 
• Link people who express similar ideas: “Ted and Sue, you both seem to be saying that the 

budget cuts have had a negative effect on morale.” 
• Ask for further comments from members who share a viewpoint different from that of the 

majority: “Sarah and Bill, your perspective seems different. We’d like to hear more about 
it from each of you so that we can understand your viewpoint.” 

• Thank individual members and the group as a whole for contributions. 
 
2. Clarifying and Summarizing Comments 
Clarification and summary increase the depth of a discussion, enhance understanding, and reduce 
defensiveness. To clarify, someone either restates his or her understanding of what has been said, or 
asks the member who spoke to rephrase the comment. To summarize, someone recaps the content 
and/or feelings that have been presented. 
 
3. Observing and Identifying Process Events 
A group’s effectiveness can be increased when its members monitor and discuss the ways in which 
they approach their tasks. For example, the members should note high and low participators, levels 
of influence, group norms, and so on. 
 
Monitoring the group’s process allows the members to identify problems and take corrective action. 
For example, if responsibility for a discussion is not being equally shared, the facilitator or another 
member can say something like “We haven’t heard from Chris or Lee. How do you see the issue?” 
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4. Obtaining Goal Clarity 
The facilitator should always discuss the group’s goal at the beginning of a meeting, making sure that 
the members agree on that goal before proceeding. The facilitator also can write important points on 
a flip chart or a whiteboard to direct the group discussion. In addition, the group should identify each 
member’s responsibility in relation to the goal. 
 
5. Implementing Group Methods for Problem Solving and Decision Making 
Task groups generally are engaged in problem solving and decision making, which consist of the 
following steps: 

• Defining the problem; 
• Determining objectives and criteria for success; 
• Generating alternative strategies for accomplishing the objectives; 
• Selecting the strategy with the greatest potential for accomplishing the objectives and 

meeting the criteria; and, 
• Creating plans for implementing and evaluating the strategy. 

 
The group members also need to establish ground rules for making decisions: “Will we use majority 
vote, consensus, or some other method?” In addition, they should monitor their progress against the 
plan: “How close are we to having a description of the problem?” 
 
6. Managing Conflict 
In order to manage their emotional responses, the group members must accept the fact that conflict 
is natural. However, when group members feel understood, they are less likely to attack. 
 
The members should acknowledge conflict when it arises and make it part of the group’s shared work. 
For example, the facilitator or a member might say, “Sam and Theresa, you seem to have very different 
points of view. Perhaps we need to hear from each of you in more detail.”  
 
If the group reaches an impasse, the members should try forming subgroup clusters and spending 
fifteen minutes brainstorming ideas about how to get beyond the impasse. Then the ideas are shared 
in the total group. 
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LINCOLN DECISION COMMITTEE 
BACKGROUND SHEET 

THE COMMITTEE 
 
Objectives 
The principal of Lincoln Elementary School has formed a group to make decisions concerning the 
school’s (1) vision and mission, (2) goals, (3) budget, and (4) principal, should that position become 
vacant. This group is known as the “Lincoln Decision Committee.” 
 
The committee may act as a whole or through ad hoc subcommittees. However, any issues requiring 
decisions or recommendations must be brought before the entire committee. 
 
Composition 
The committee includes the following eight people: 

• Two teachers; 
• Two staff members (one of whom is the assistant principal, appointed by the principal); 
• Two parents; and 
• Two community members. 

 
The school’s teacher, staff, and parent groups elect their own representatives to the committee. The 
representatives, in turn, select the community members. The committee members report the 
committee’s activities to their constituents and elicit feedback and assistance. 
 
Chairperson 
The committee chairperson must be a parent or a community member and is elected by the 
committee members. The chairperson at this time is a community member. 
 
Terms 
Each member (except the principal) serves a three-year term. Any member may be elected or selected 
to serve additional terms, provided that he or she continues to represent the same constituency. 
 
Meetings 
Nine meetings per school year are recommended. One annual meeting is required, to review the 
school’s goals and budget and the committee’s purpose. Additional meetings may be called by the 
chairperson or scheduled by the committee. 
 
A quorum (two-thirds of committee membership) is necessary for all decision making. The committee 
may seek assistance from the school’s administration if it is unable to make decisions or experiences 
unresolvable conflict. 
 
CONTEXT 
Lincoln Elementary is an urban school with students in kindergarten through the eighth grade. 
Approximately 60 percent of the students are from minority groups. The school has a good reputation 
in the community and has experienced a steady increase in volunteer participation during the last four 
years.  
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The decision committee has conducted three meetings this year. The members agree that they are 
overwhelmed with the number of important issues to be addressed. They are committed to resolving 
these issues, but they are all very busy. The two teachers and the two staff members (the assistant 
principal and the staff counselor) work an early schedule (7:45 a.m. to 3:15 p.m.), while some of the 
other committee members work through the dinner hour. Early-evening meetings are a problem for 
most members. Meetings are scheduled for one and one-half hours but generally run for two or two 
and one-half hours, because of the large number of issues to be discussed.  
 
The assistant principal, who was assigned to the committee by the principal, is new to the school and 
is in a steep learning curve. 
 
AGENDA FOR TODAY’S MEETING 
The committee has been concentrating on identifying the school’s goals for the current year. In 
previous meetings, the committee has addressed the goals of increasing academic achievement, 
improving communication at all levels, and revising the discipline plan. 
 
The agenda for the meeting today is the goal of improving interracial and intercultural understanding 
at the school. The members will discuss the goal, identify major issues, and develop a plan for 
achieving the goal. 
 

LINCOLN DECISION COMMITTEE 
ROLE SHEET 1 

 
Teacher 
You are a “traditionalist” and proud of it. You believe that the role of a school is to educate students in the 
basics: reading, writing, and arithmetic. The purpose of the school is to pass on knowledge and Ethiopian 
culture from generation to generation. You are wary of anything “new”: innovation, experimentation, pilot 
programs, multiculturalism, and community involvement. Stability, tradition, conservatism, “tried-and-true” 
values, and classroom control are the cornerstones of your approach. You plan to be guarded in your 
participation at the committee meeting. 

 
LINCOLN DECISION COMMITTEE  

ROLE SHEET 2 
 
Teacher  
You are a “change agent” and proud of it. You believe that the role of a school is to liberate and empower 
students so that they can think for themselves and work well with others. The purpose of the school is to 
help students realize their potential and use their developing competence to improve society. You are wary 
of anything “old”: tradition, conservatism, “tried-and-true” values, and teacher-controlled classrooms. 
Innovation, experimentation, pilot programs, multiculturalism, and community involvement are the 
cornerstones of your approach. 

 
LINCOLN DECISION COMMITTEE 

ROLE SHEET 3 
 
Assistant Principal 
You are the new assistant principal of Lincoln Elementary School, having joined the staff a few months ago. 
You are just “learning the ropes,” getting to know the school personnel, parents, policies and procedures, 
and committees (including this one). You find yourself wanting to please everyone, but the desires of 
different groups are not always compatible. You are also beginning to be frustrated, because when you take 
a position on a matter, the principal often does not support you and follow through on it. 



107 

 
LINCOLN DECISION COMMITTEE 

ROLE SHEET 4 
 
Staff Counselor 
You are the only counselor in this school of eight hundred children. You were hired the year before last as 
the first counselor. You are overwhelmed by the demands you face. Children at all grade levels need 
attention, and you have to use your time efficiently to reach as many children as possible. You have 
instituted some interventions at every grade level, including group activities and individual attention. You 
have noticed that there is tribal tension at most grade levels and that it is greater in the higher grades. You 
are very interested in the goal of today’s meeting. 

 
LINCOLN DECISION COMMITTEE 

ROLE SHEET 5 
 
Parent of Seventh Grader 
You work in the Post Office and have been very involved in the school as a volunteer in the PTA. This is your 
second year on the committee. You have heard that children are often involved in fights on the bus and the 
playground. You wonder if these incidents are motivated tribeley. 

 
LINCOLN DECISION COMMITTEE 

ROLE SHEET 6 
 
Parent of First Grader 
You are a realtor and you appreciate the diversity of your community. Your first grader does not seem to be 
as happy at Lincoln as you expected her to be. You have talked with her teacher, who seems to be a very 
nice person and is as perplexed about your daughter’s lack of enthusiasm as you are. You pursued a position 
on this committee to learn more about how the school actually works. You try to see the positive in most 
situations, and you will use that approach during the meeting. 

 
LINCOLN DECISION COMMITTEE 

ROLE SHEET 7 
 
Community Representative 
You are a successful and respected artist, specializing in watercolors. You are extremely concerned about 
discipline in the school. You have heard that males from minority groups receive more detentions and 
suspensions than all other groups combined. You want the school to address this inequity. You plan to be 
vehement in the expression of your position. 

 
LINCOLN DECISION COMMITTEE 

ROLE SHEET 8 
 
Committee Chairperson; Community Representative 
You are a front-line supervisor in a large local corporation. You have your hands full in you role as 
chairperson of this committee. Every meeting is full of ideas and challenges. The committee has so much 
business to transact in the short time available that you need the full cooperation of all members to get the 
work done. You have set today’s agenda to cover only the goal of improving tribal and intercultural 
understanding at the school. You will try to keep the group on track and obtain some clarity about exactly 
what the members want to accomplish. You anticipate that there will be some conflict, but you don’t want 
it to stop the progress of the group. 
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LINCOLN DECISION COMMITTEE 
OBSERVER SHEET A 

 
COMMITTEE MEETING, PART 1 
Use this sheet to assist you in observing and giving feedback. Answer the following questions in the 
spaces provided; consider the behavior of all committee members and give specific examples. Also jot 
down any recommendations for improving the meeting. 

1. How was participation encouraged? 
2. How were ideas clarified and summarized? 
3. What group processes were identified by the members? 

 
Recommendations 
 
COMMITTEE MEETING, PART 2 

1. How was participation encouraged? 
2. How were ideas clarified and summarized? 
3. What group processes were identified by the members? 
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LINCOLN DECISION COMMITTEE 
OBSERVER SHEET B 

 
COMMITTEE MEETING, PART 1 
Use this sheet to assist you in observing and giving feedback. Answer the following questions in the 
spaces provided; consider the behavior of all committee members and give specific examples. Also jot 
down any recommendations for improving the meeting. 

1. How was the goal clarified? 
2. What procedures for group problem solving and decision making were established?  
3. How did the group members manage conflicts that arose? 

 
Recommendations Committee Meeting, Part 2 

1. How was the goal clarified? 
2. What procedures for group problem solving and decision making were established?  
3. How did the group members manage conflicts that arose? 
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