
Unit 2

Organization of data 
collection – Step 3



By the end of this unit, you will:

describe how to prepare a training plan 

list the key activities to consider for the preparation 
of the training



3. Prepare a training plan

requires substantial planning, time and 
effort 

should begin early in the survey 
development process

Training workshop preparation:



The national survey manager 
should prepare a training plan, with:

3. Prepare a training plan

key activities

timelines

staff responsible

It is essential that the budget covers training costs.

budget assigned



3. Prepare a training plan

We are now going to review some of the most important activities 
in planning for the data collection training workshop.

be as close as possible 
to the start date of data 

collection

not be scheduled when 
conditions may delay 

data collection

be attended by all of the 
survey personnel (advise 

them of dates early)

For scheduling purposes, the training workshop should:



3. Prepare a training plan: selecting the venue

When selecting the venue, it is important to consider: 

availability of a room of 
appropriate size

adequate ventilation and 
cooling/heating

proximity to health facilities that 
can be surveyed

accessibility by routine modes 
of transport

means of darkening the room 
to ensure visibility

accommodation for out-of-town 
participants

reasonable costavailability of technical 
resources



3. Prepare a training plan: planning the field practice

visit one public and one private 
health facility and collect data

participation of facilities should be 
secured ahead of the training 

appointments should be made in 
advance and reconfirmed

Planning of the field practice day:



The following materials are recommended:

flipchart and markers

facilitator’s guide for 
facilitators

daily evaluation form 

data collectors’ test 

summary tables end-of-training evaluation 

notebook and pen for each 
participant

workshop certificate of 
completion

paper questionnaires

reference manual for 
facilitators and participants

3. Prepare a training plan: securing resources



The equipment requirements for this kind of workshop include:

laptop computer for facilitator

microphone for facilitator 
(and, if possible, for each 
participant table)

wireless internet connection

extension cables and adaptors

laptop computer or tablet for 
each participant

tablet with country-adapted 
HHFA CSPro application

USB drives/Dropbox folder 
with final paper country-
adapted HHFA questionnaire 

projector and a screen

laser pointer

3. Prepare a training plan: securing resources



Human resources

content experts

Administrative staff (logistics)

electronic data collection experts

Technical staff (training)

3. Prepare a training plan: securing resources



3. Prepare a training plan: lead facilitator’s role

coordinate with staff organizing logistics

draft a country-adapted training agenda

The lead facilitator should:

support facilitators in the preparation of 
their assigned sessions

assign sessions to different facilitators 
and co-facilitators



You have now completed Unit 2.

In the next unit, we will look at how to select and 
prepare facilitators.
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