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5.7 Course plan
The course plan is a fundamental preparation tool that enables the trainers to make all the necessary 
substantive arrangements in order to achieve the expected learning objectives. Those arrangements 
include time allocation and sequencing, which are fundamental for the success of any training event. It 
is not enough to know “where we are going’”. It is necessary to also know “how we will get there”. The 
learning objectives will enable the trainer to know what results the training session should achieve; the 
course plan will enable the trainer to establish the process toward the results. 

The course plan for each module should be carefully designed to achieve specific learning objectives. 
The course plan should recognize which step of the six-step learning cycle is being reinforced. 
Consideration should be devoted to, for example: 

 · Which method may be adopted to share the knowledge (e.g. short and interactive lecturette, a 
video, brainstorming, an exercise)

 · Analysis and processing of the knowledge that was shared by determining when and how to 
carry out practical exercises

 · Generalization of the knowledge and consideration of how to apply it in future

 · What tools and equipment are necessary during each phase of the training

The table below may prove to be a useful and practical tool to support new trainers to create their 
course and module plans. For explanatory purposes, the table schedules the first module of a three-day 
FTF and PVE/CVE course. 

Table 7. Sample module plan

TIME
 

LEARNING ACTIVITY ROLE OF THE 
TRAINER

ROLE OF THE 
PARTICIPANTS

SUPPORT 
MATERIALS 

8.30 – 9.00 Registration Welcomes 
participants

n/a Registration 
forms, manual, 
note pads

9.00 – 10.00 Opening (including 
speech by VIP, 
presentation of 
schedule, 
objectives, 
methodology, 
participants, etc.) 

Carries out the 
opening

Listen, introduce 
themselves

Banner, welcome 
slide, 
photographer, 
podium

10.00 – 10.30 Interactive 
PowerPoint 
presentation on 
interviewing 
techniques and 
short video

Presents, asks 
questions, 
replies

Listen, take notes, 
contribute by 
asking questions 
and replying

PowerPoint and 
video equipment

WATCH OUT FOR TIME 
MANAGEMENT 
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10.30 – 10.45 Coffee break n/a n/a Tea, coffee, 
snacks

10.45 – 11.00 Group exercise on 
main interviewing 
techniques 

Presents the 
exercise, 
monitors

Carry out exercise Photocopied 
exercises 

11.00 – 11.30 Plenary discussion 
about the exercise

Leads processing 
discussion

Present outcome of 
group work, 
discuss

n/a

11.30 – 11.40 Generalization and 
application 
discussion on 
interviewing 
techniques

Leads discussion 
on generalization 
and application

Discuss and reflect 
upon general 
principles and 
future application

n/a

Learning objective: By the end of this module, the participants will be able to list at least six best practices 
to carry out face to face interviews of suspects of FTF-related crimes 

5.8 Logistical arrangements
Training room and venue set-up play a fundamental role in facilitating the success of the training session. 
Some best practices include the following: 

 · Since all participants in FTF and PVE/CVE training sessions will be adults/professionals, it is 
essential to avoid organizing the room in any way that resembles traditional university class-
rooms where students are seated in rows facing the lecturer, thus focusing all attention to the 
trainer. Tables should instead be arranged in a U-shape where participants can easily see both the 
trainer and all other attendees. This arrangement significantly enhances the participatory 
approach and greatly facilitates discussion and interaction both among the participants them-
selves and with the trainer. 

 · The room should be neither too big nor too small, and has to comfortably accommodate the 
required number of participants, up to a maximum of 30. 

 · Each participant should have a nameplate with his/her name visibly printed to enable the trainer 
to acknowledge his/her contribution by calling the person by name.

 · The precise seating arrangements of the participants should be decided by the trainer, and not 
left to the participants who naturally tend to sit close to their colleagues and friends. 

 · It might be useful to also have small break-out rooms for carrying out practical exercises. 

 · Equipment should be tested and fully functioning. 

 · Air conditioning should be available in the room and should function without making much noise. 

 · A flip chart may be useful, but should be easily visible to all participants. 

 · Spaces for coffee/tea breaks and lunch should be available separately but close by the training 
room. The organizer should provide lunch at the venue so that participants do not have to leave 
to eat or go back to their offices. 

 · Water should be available on the tables in the room throughout the training.

Practical exercise: 

Participants/users of this Manual should attempt to come up with a partial course 
design relating to 1-2 learning objectives for the future FTF and PVE/CVE courses.
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Discussion/reflection point:

Please assess if the following training rooms are in line with the above best practices. 
What are the positives and negatives of each arrangement?

Training room A

Training room B
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Depending on the circumstances, a training session might be held as a residential event, where 
participants are removed from their daily work environment and are able to concentrate on the 
course without distractions. This arrangement will also be conducive to establishing professional 
and personal networks. 

5.9 Course opening 

The opening speech plays a fundamental role in establishing the foundations of the training session 
that is about to be implemented. It must include information that, if not communicated during the 
opening, may cause behavioural and logistical issues throughout the course. Adult trainees may not 
feel comfortable in situations where they are not fully aware of what to expect.

Often, the opening ceremony is somewhat formal, particularly when special and important guests 
are involved. In this context, it is important to remember that dignitaries should be given the floor as 
soon as possible to allow them to leave early, if they so wish.

After the words of welcome and the official opening by dignitaries and/or other guests, the trainer 
should: 

 · Present the schedule of the training programme; introduce himself or herself; introduce the 
other organizers of the course; and introduce the experts who will lead the training on the differ-
ent modules.

 · Present the main learning objectives. This is an opportunity to signal to the participants that the 
training is about to begin, which will heighten their attention and performance.

 · Introduce the practical and interactive training methodology of the event, and possibly the role 
of the facilitator, if present. 

 · Ask the participants to introduce themselves. The trainer should specify that each introduction 
takes a maximum of 30 seconds.

 · Present and agree upon a number of ground rules relating to issues such as the use of mobile 
phones, respect for the schedule (i.e. punctuality), attendance, and so on. The trainer should 
obtain the participants’ agreement to these rules. 

 · Other possible administrative issues may also be covered (issues relating to per diem, hotel 
accommodation, transportation, etc.).

Presenting all of these points clearly and effectively during the course opening paves the way for a 
successful training event. 

5.10 Exercises

As Confucius said: “If I hear, I forget, if I see, I remember, but only when I do, I understand”. This is the 
basic philosophical underpinning of professional learning, as adults learn by doing. The most effective 
way to help adults learn is therefore by providing them with opportunities to put into practice 
knowledge and/or skills provided by the trainer. As such, practical exercises are at the core of the 
practice-oriented learning process. 
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However, creating and managing exercises requires careful advance planning and a number of best 
practices should be observed: 

 · While the bare minimum is one exercise per day, very often this may not be sufficient, and a 
good trainer should be ready to propose other exercises to his/her participants as required. This 
may become necessary, for example, when the trainer realizes that, either the participants are 
particularly tired and they need to do something practical and more proactive, or because they 
did not fully understand a particular point. Five, six or seven short exercises per day may turn out 
to be an excellent way to ensure active participation and effective practical learning. 

 · Each exercise on FTFs should be introduced in detail by the trainer so that participants under-
stand exactly what they have to do, by when, how and why they will have to carry out the 
exercise. 

 · Time management is fundamental as exercises can be time-consuming. Long exercises should 
generally be avoided. Even a 10-minute practical exercise will require at least a 20-minute plenary 
discussion. 

 · The ideal number of participants per group when carrying out an exercise is three; five is too 
many, and individual exercises should be avoided.

 · The trainer should monitor the groups by approaching each group to ensure that it is working 
through the exercise in the right direction. If this is not the case, the trainer should provide help-
ful suggestions and possibly repeat some of the key substantive content of the training.

 · The trainer should lead a plenary session where each group presents the outcome of its work and 
obtain feedback from the expert and/or from other participants. 

5.11 Visual aids 

Visual communication increases the effectiveness of oral communication. However, there are a number 
of commonly made mistakes that may be committed when using visual aids. 

One of the worst made mistakes is when visual aids become the main source of information, and 
participants start trusting the PowerPoint presentation more than the trainer. In other instances, slides 
may contain too many words, with long and convoluted sentences, with the result that participants 
read through them instead of paying attention to the trainer. Visual aids are more effective when used 
to reinforce key points and help participants remember important concepts. 

PowerPoint is currently the most commonly used visual aid. However, there are different types of 
visual aids that may be used, such as flip charts, whiteboards, and videos.

PowerPoint 
In terms of timing, PowerPoint slides should be conceived only after the actual content of the 
presentation has been fully developed. Only at this point in fact, will it be possible to establish which 
key concepts and ideas could be used for training purposes. While good PowerPoint presentations can 
significantly contribute to the success of the training and the overall learning of the participants, bad 
PowerPoint presentations may be a source of distraction, limiting the impact of the training. Some best 
practices when designing PowerPoint presentations include the following:

 · Slides should be as simple as possible. Aesthetics is not a criterion that influences the quality of a 
PowerPoint presentation and the participants’ learning. 

 · Special effects may be used, but within reasonable limits. 
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 · Each slide should focus on one or two important concepts, with text kept to a bare minimum 
(ideally, seven words at the maximum). Maintaining plenty of blank space in each slide will help 
participants to focus on the key message. It is up to the trainer to articulate complex information, 
while the slides should only reinforce the message by highlighting a few key words. 

 · Long and/or full sentences should be avoided. If possible, replace words with compelling images 
(and in the area of FTFs, images may be particularly compelling). 

 · Be consistent with the size and font. Ensure that words are not written in a font smaller than 22 
or 24 to allow participants sitting far away from the screen to easily read the presentation.

 · Use plain backgrounds. White is ideal. Avoid strong colours, patterns or images that would make 
the slide difficult to read, particularly for the participants seated far away. Some colour combina-
tions are not suitable for PowerPoint presentations, as they make it difficult for the participants 
to read the text (e.g. yellow or pink writing on a white backdrop). 

 · Too many images could distract attention from the main message, instead of supporting the 
learning. 

 · Feel free to use various colours provided that they are used for a reason, and not only for aes-
thetic purposes. 

 · Lights in the training room should never be turned off, so as to avoid losing eye contact with the 
participants. The trainer should look at the participants and talk to them at all times, and avoid 
reading from the screen.

 · When not using PowerPoint, the trainer may consider darkening the screen to avoid distracting 
the participants, or move to a different part of the room. Pressing the B-key during a slideshow 
turns the screen black.

The following figure is an example of a PowerPoint slide that meets the quality criteria indicated 
above: 

SPECIAL INVESTIGATIVE TECHNIQUES

• Undercover activities

• Undercover operations

• Covert human intelligence source (CHIS)

Figure 9. Effective presentation slide
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The following figure is an example of a PowerPoint slide that does not meet the above quality 
criteria and does not facilitate or enhance the participants’ learning:

Figure 10. Ineffective presentation slide

While traditionally PowerPoint is used to share information with the participants and convey 
concepts, there are two other ways to effectively use PowerPoint, namely to ask questions or to 
summarize the discussions had with the participants. Only in the first case, is it possible to distribute 
paper copies of the PowerPoint to the participants before or during the presentation. In the latter two 
cases, it is important to distribute paper copies only at the end of the course or module. 

Flip charts
Even though it might be perceived as somewhat old-fashioned, flip charts are not only highly effective, 
but also by far the most participatory form of visual aid. The trainer may write words and ideas that 
come directly from the participants. Other times the participants may be invited to write on the flip 
chart and present their thoughts to the group during the plenary session. Conveniently, flip chart pages 
can be detached and stuck to the wall so that reference can be made to them at a later stage.

Whiteboards
Most of the considerations in relation to the flip charts are applicable also to whiteboards. However, 
the written text cannot be maintained and has to be erased if other text, images or charts have to be 
presented on the board. 

Videos
A short video can often be used to support instruction or to present information. The advantage of a 
video is that it can capture immediate interest. On the other hand, there are some important precautions 
that should be adopted if the trainer decides to show a video. In particular, a video should be: 

 · No longer than seven minutes 

 · Completely to the point

 · Adequately introduced by the trainer who explains to the participants why they should pay 
attention to the video, and on what aspects, and for how long

 · Followed by a plenary where the salient elements of the video are summarized and discussed 

SPECIAL INVESTIGATIVE TECHNIQUES

A person can be considered as a covert human intelligence 
source (CHIS) if: (a) They establish or maintain a personal or 
other relationship with a person for the covert purpose of 
facilitating the doing of anything falling within paragraph (b) or 
(c); (b) They covertly use such a relationship to obtain 
information or to provide access to any information to another 
person; or (c) They covertly disclose information obtained by 
the use of such a relationship or as a consequence of the 
existence of such a relationship.
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Finally, it should be recalled that videos on FTF issues may contain very sensitive images and 
information, and may agitate participants. Words of caution should therefore introduce the videos. 

5.12 The facilitator 

The facilitator is an additional person who is present in the room at all times and supports the delivery 
of the training, in all its aspects. Facilitators can make sure that the participants have opportunities to 
think critically, contribute to discussions by sharing their experiences, and understand and absorb all 
the concepts presented. The following paragraphs describe the fundamental role that could be played 
by a facilitator. New trainers in the same office should consider acting as each other’s facilitators.

Becoming a good facilitator takes time and commitment. However, there are some basic 
characteristics that a facilitator should possess. 

Firstly, the facilitator should launch the upcoming module and introduce the new trainer. 
Afterwards, the facilitator’s role is to create an environment that encourages participatory dialogue, 
making sure that everyone wishing to contribute feels comfortable to do so. The facilitator helps 
participants reach consensus, find common ground, or agree to disagree. The best way to achieve this 
result is to learn to listen to the others and help participants to listen to each other. A good facilitator 
should be an acute observer, scrutinizing the body language of the participants and taking appropriate 
measures when he/she realizes that an individual or the entire group is having difficulties in 
understanding a particular concept, or simply is too tired to pay attention. 

When the trainer presents an exercise, the facilitator can help manage the groups. He/she will have 
to monitor each group to ensure that everyone participates and contributes, and to support the group 
as a whole to move in the right direction. The facilitator should continue this rule through the plenary 
discussion after the end of group work.

In general, the facilitator can take steps to enhance the trainer’s delivery, particularly if the trainer is 
not trained in, or not remembering to follow, the techniques and methodology presented in this 
module. For example, a trainer may be too focused on his/her presentation to go through the six steps 
of the learning cycle. Should this be the case, the facilitator can ask relevant questions to make the 
presentation objectives clearer, or motivate participants to summarize specific or general lessons. The 
facilitator should write key points on a flip chart or whiteboard to summarize the trainer’s points, 
repeat important elements, and draw conclusions. To make meaningful contributions, the facilitator 
should possess a certain level of knowledge of the subject matter presented by the trainer.

On a practical note, the facilitator should take care of elements which, if neglected, could adversely 
affect the training event. The facilitator must ensure that there are no obstacles which hinder the 
participants’ learning, such as the temperature, lighting or noise levels in the room, or any other 
elements that could potentially be a source of distraction. 

In sum, the most important characteristic of a good facilitator is flexibility. The facilitator should 
adjust depending on the type of trainer that delivers a particular presentation. If the trainer is 
knowledgeable, a good communicator, and perhaps already familiar with the participatory learning 
methodology presented in this module, then facilitation can be less pronounced. On the contrary, if 
the trainer is not a good communicator or not familiar with the training methodology, the facilitator 
must be more engaged to maximize the group’s understanding. Needless to say, trainers and facilitators 
should extensively coordinate prior to commencing the delivery of the course. 
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Finally, it is up to the facilitator to effectively handle awkward and unpleasant situations, such as:

 · A participant not paying attention or falling asleep

 · Two or more participants disturbing the class, such as by talking or fighting

 · A participant using the phone during the training

 · Participant aggression towards any person in the room

 · Participants opening discussion about sensitive issues, such as religion, politics, sexuality, etc.

 · Problems with the trainer, such as speaking speed and volume, attitude or eye contact

5.13 Public speaking techniques 

Speaking in front of a group, particularly when it includes senior judges, prosecutors or investigators, 
can be an extremely challenging experience. Presenters may fear that:

 · Participants may not be attentive or even disrespectful 

 · Their presentation may not hold the interest of participants 

 · Their presentation is so complex that he/she might forget specific points 

 · There is not enough time, or conversely, the presentation finishes too early 

The following pages contain some tips and suggestions that might help new trainers enhance their 
public speaking skills. 

Tension/stress

Nobody is completely immune from experiencing a certain level of stress during a presentation this is 
normal and natural. Some stress, however, can bring about positive results. Tension can help the 
presenter concentrate and increase the energy that he/she puts into the presentation. There are 
numerous ways to reduce the fear of speaking in public. These include: 

 · Thorough preparation of both the content of the presentation and the actual delivery. Repeated 
rehearsals in front of a group of friends or in front of a mirror can contribute to significantly 
reducing stress and enhancing delivery of the presentation. 

 · Making eye contact may prove the most effective technique to reduce stress, as participants will 
also look back, perhaps nodding or smiling. 

 · Similarly, establishing personal relationships with members of the audience before commencing 
the presentation may allow the presenter to see “friendly” faces in the audience and feel sup-
ported by their positive attitude. 

 · Maintaining appropriate posture. By way of example, it is better to avoid having arms crossed in 
front of the chest, which can not only be perceived as defensive and unwelcoming, but also 
causes physical tension throughout the body. Instead, remember to breathe slowly and deeply, 
and move about the room to loosen the legs and calves. 

 · Being familiar with the premises where the presentation will take place, and being comfortable 
with the equipment that he/she will use for the presentation. 
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Positioning 
Interactive training requires the trainer to be approachable. Sitting behind a desk or a podium will not 
foster a sense of accessibility, and participants may find it boring to see the trainer stay in the same posi-
tion. Instead, the trainer should ideally deliver his/her presentation while standing, moving around the 
room, and creating an atmosphere of open interaction. 

This may not always be possible in more formal settings. For example, in a conference, presenters 
may need to deliver their presentations from behind a podium. This is acceptable as conferences are 
not designed to empower adult professionals to carry out a particular job, but aim at raising their 
awareness on a particular issue. 

Volume and pace 
Everyone in the room should be able to hear every word clearly. This requires the presenter to speak 
more slowly and louder than in an ordinary conversation. Modulation in the tone of voice helps avoid 
monotony. A good presenter systematically projects his/her voice to the participants sitting at the end 
of the training room, even when addressing a question asked by an attendee seated beside the position 
where the trainer is presenting. 

Silence 
Strategic pauses in public speaking are effective, and very powerful. They are fundamental to giving 
importance to what has been said, and to what the presenter is about to say. Presenters should not be 
afraid of silences, as they don’t indicate lack of knowledge and confidence, but, on the contrary, add 
gravitas and project control. 

Body language 
Hand gestures can be used to add emphasis to a particular point. Body language should not be 
distracting to the participant, but should be used strategically by the presenter to reinforce his/her 
messages. 

Eye contact 
Regular eye contact with all participants maintains their attention and makes them feel like active 
members of the discussion. Eye contact should be made in a culturally sensitive manner. Smiling at 
appropriate times often contributes to creating a pleasant and less formal environment.

Reflection point

What would you do if during one of your training events:

 · A participant starts talking on his phone or using messenger to communicate with 
friends?

 · Two participants keep on talking among themselves? 

 · The speaker is boring and monotonous? 

 · A participant raises his or her hand to take the floor too often? 

 · The air conditioning breaks down?
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Preparation and structure
Thorough and careful preparation is fundamental for the success of any presentation. A trainer should 
have a clear outline of his/her presentation. Presentations should be carefully structured, and this 
structure should be communicated to the participants in the introduction. The main body of the 
presentation should take approximately 80 per cent of the allotted time. The introduction and the 
conclusion should each take 10 per cent of the total time. The body must include adequate time for 
discussions, and questions.

A golden rule of public speaking is: “Tell them what you are going to tell them; tell them; tell them 
what you have told them”. This rule implies that a presentation should start with a concise introduction, 
followed by the body of the presentation, followed by a short conclusion revisiting the main points 
covered in the presentation. 

To structure the body itself, it might be useful to group topics in three to five categories. Participants 
will be psychologically ready to concentrate on three to five main points, which therefore will result in 
easier absorption of information. It might be useful to have a concise outline listing the main points to 
be delivered, but a presentation should never be read completely from a paper. A presentation should 
be given in short sentences; key concepts should be repeated. Concrete examples are fundamental to 
illustrate a point, and short real-life stories may corroborate an argument.

Interactivity 
Refrain from speaking all the time. The trainer should make the presentation as interactive as possible. 
As a general rule, he/she should never speak for more than 10 minutes without allowing or encouraging 
active participation from the group. 

Be attentive
Finally, an effective presenter should always be cognizant of the needs, feelings and requirements of the 
participants. This implies being open to listening to their questions and comments, and to draw 
learning points from them. It can also mean asking the participants particular questions when it is 
evident that some key points might have been misunderstood.

5.14 Conclusion: key numbers

To conclude, the list below proposes 10 key numbers in adult learning to organize and manage 
successful events:

Duration:  2 days minimum, but a week is better
Number of participants:  25 is good, but not more than 30
Hours per day:  6
Sessions per day: 4 maximum, of 90 minutes each
Modules per workshop: 5 modules over a 5-day workshop
Duration of each module: 0.5 to 2 days
Experts per module: 1
Exercises per day: 2 minimum; more is better
Members per group: 3
Words per slide: 7
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