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PREFACE

WHY A CALLED TO CARE USERS’ GUIDE?

This Users’ Guide arises from an independent
evaluation of the Called to Care project,
carried out in 2011. The evaluator found that
the Called to Care workbooks are written in
clear, simple language and are practically
oriented. Many people are able to use

them effectively without special training.
Nevertheless, a significant number of people
felt the need for training in how to make the
best use of these materials. The evaluator
therefore recommended that Strategies for
Hope should try to organise workshops for
people in need of training in how to use the
Called to Care workbooks.

The first three Called to Care workbooks
were published in 2004. They were a
response to calls from church leaders in
several African countries for simple, practical
information on how churches could respond
more effectively to the unprecedented
challenges of the HIV epidemic. A total of 10
workbooks has now been published. Over
200,000 copies have been distributed so far.
The evaluation in 2011 found that they are
used not only by churches, but also by many
secular NGOs and community groups.

This Users’ Guide has been written by four
African church and community leaders who
have used the Called to Care workbooks
within their churches and communities:
Pastor Andy Nyirenda, in Chilumba, Malawi;
Rev Fr Willard Kamandani, in Blantyre,
Malawi; Cecilia Masekereya, in Harare,
Zimbabwe; and Abraham Makoni, in
Murehwa district, Zimbabwe.

This edition of the Users’ Guide is available
- at least initially - only as a free download
from the Strategies for Hope website. We
hope that, if funding constraints can be
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overcome, it can also be produced and
distributed in hard copy format.

Readers will notice that the Users’ Guide
focuses on one particular way of using

the Called to Care workbooks, namely, by
organising small, two-day workshops. By
April 2014, 42 of these had been held in 14
African countries.

There are also other, less costly ways of using
the Called to Care workbooks, for example,
when preparing sermons for church and
talks to groups; in Bible study groups; with
sporting teams; and in one-to-one talks.

Readers of this Users’ Guide who would
like to report on their experiences of using
the workbooks are invited to write to us
about their experiences. This online guide
can easily be updated as and when new
information becomes available.

Another way in which we would like to
document different experiences of using the
Called to Care workbooks is on the Strategies
for Hope website (www.stratshope.org).
Please send photos, if possible, illustrating
whatever you write. We are particularly
interested in innovative ways of using the
workbooks, for example, in inter-faith groups
or in institutions such as prisons, schools and
hospitals.

Finally, on behalf of the Strategies for
Hope Trust, | would like to thank you for
participating in the Called to Care initiative.

Yours in faith and solidarity,
Glen Williams

Series Editor
Strategies for Hope Trust
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FOREWORD

Many of us have had opportunities to attend training workshops on various topics. Often,
however, when we get back home we find that the knowledge and the skills we've gained have
not travelled with us. We seem to have left them behind at the workshop venue and don’t
know how to start putting them into practice. This is because the training we usually receive

is not practical: it does not equip us with the skills we need to put our new knowledge into
practice.

This Called to Care Users’ Guide is designed to provide practical training in how to use the
Called to Care workbooks as effectively as possible within our faith communities and also
more widely. It aims, first, to introduce people to the contents of the Called to Care workbooks
as a whole and to one or two books in particular. Even more importantly, it aims to impart
workshop facilitation skills in a participatory way, so all the participants have an active and
positive learning experience.

This ‘Guide’ is based mainly on our experience of using the Called to Care workbooks in Malawi
and Zimbabwe. It is also informed by the experiences of other African church and community
leaders, including several in the Cameroon, the Central African Republic, the Democratic
Republic of Congo, South Sudan and Sierra Leone. In Blantyre, Malawi, several Muslim youth
leaders took part in the workshop organised by the Kabula Youth Organisation.

We would like to thank everyone who participated in these Called to Care workshops for their
energy, commitment and creativity. We hope that this Users’ Guide will help to make the Called
to Care toolkit even more effective, and that it will fulfill its potential to reducing the spread of
HIV and improving the quality of people’s lives.

Pastor Andy Nyirenda, Chilumba, Malawi
Rev Fr Willard Kamandani, Blantyre Malawi
Abraham Makoni, Murehwa District, Zimbabwe

Cecilia Masekereya, Harare, Zimbabwe
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BEFORE YOU BEGIN...

There are several ways in which you might want to use the Called to Care workbooks, for
example:

O in training workshops
O in Bible study groups

O orwhen preparing talks, lessons or sermons

Whichever way you wish to use the Called to Care workbooks, we suggest that you start by
carefully reading the Preface, the Foreword and the Introduction of any one of them. These are
just as important as all the other contents.

STRATEGIES FOR HOPE TRUST
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A CALLED TO CARE WORKSHOP

One of the most effective ways of using the Called to Care workbooks is by organising a
training workshop. This might last for a couple or hours, for one or two days, or even longer.

Experience has taught us that the following steps are particularly important when planning
and implementing such a workshop in a participatory way:

PREPARATIONS

1. Decide which group you plan to use the workbook(s) with. This could be pastors or priests;
church elders or other lay church leaders; lecturers at seminaries or Bible colleges; trainee
clergy or religious sisters; lay people such as Sunday or Sabbath School teachers; leaders
of women’s, men’s or youth groups; members of farmers’ groups; members of HIV support
groups; sports groups; or people in institutions such as prisons.

2. Decide which Called to Care workbook is most suitable for the group you have selected,
and read through the whole of the contents carefully. (You might decide to use two
workbooks, but this will reduce the amount of time you can spend on each book.)

3. Select which sections of the workbook you plan to use. This will depend on the time
available for the workshop.

4. Whichever group you plan to use the Called to Care workshop with, inform the local
leadership of your plans. Be prepared to provide any additional information which they
might request.

5. Select at least two workshop facilitators (one of whom may be yourself), plus three or four
other people to help with catering and other workshop arrangements such as transport
and purchasing materials (e.g. notepads, pens, flipchart paper and marker pens).

6. Draw up a time schedule (see Appendix A), specifying exactly which sections of which
Called to Care workbook will be used at particular times of the day. Take into account the
amount of time estimated to be needed for each exercise. If possible, make one copy of the
time schedule for each workshop participant.

7. Prepare a realistic budget (see Appendix B) and raise whatever funds are required.

8. Select a suitable venue. Ensure that it has adequate space, lighting, seating (benches, chairs
or mats), heating (if needed), toilets, water supply, ventilation, and facilities for serving food
and drinks. Note: It is not necessary to hold a Called to Care workshop in a well appointed
hotel. In some situations it may even be possible to hold at least some sessions outdoors, in
the shade of a large tree.

9. Select a suitable date for the workshop, taking into account factors such as the timing of

local or national elections, school holidays, harvest and planting seasons, and public or
religious holidays.

OO O000000C CALLED TO CARE USERS’ GUIDE
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10.

11.

12.

13.

16.

17.

18.

19.

Select and invite at least 10 participants, according to the theme of the workshop. For
example, workbook no. 6, ‘The Child Within, make sure that all the participants are parents
or guardians for young children. Be careful to dampen unrealistic expectations, e.g. for the
payment of per diems for attendance.

It is usually desirable for there to be an equal number of male and female participants in the
workshop. However, this is not always the case. There may sometimes be good reasons for
inviting an all-women group or an all-male group, depending on the topics being discussed.

Make sure the participants know the exact date and location of the workshop, when it will
start and finish, and what the workshop is about.

Meet with the other facilitator(s) to decide on who will carry out which parts of the time
schedule of the workshop. Agree on how to deal with potentially controversial issues that
might occur amongst the participants. Be honest with each other about your strengths and
weaknesses. Discuss how to handle situations where you might disagree. Agree on cues to
give each other if one of you is having difficulties during the workshop.

14. Prepare whatever materials are needed.
For example, you should try to have at least
one copy of the Called to Care workbook
used for each participant to take home.

(If you don’t, you might need to prepare
photocopies of illustrations, quizzes, poems
or other key sections.) Sections of some of
the Called to Care workbooks which you are
going to use might need to be translated into
a local language and printed out.

15. Prepare attendance certificates for all
participants. (You might wish to use the
template in Appendix D of this Guide.)

Keep the number of participants down to a manageable size, namely, a maximum of 30.
Bear in mind that the more participants there are in the group, the more time the group
needs to spend on each session or topic.

Discussions about HIV and AIDS can cause great emotional distress if people have to
recall particularly painful events in their lives. Try to ensure that, if needed, participants
who feel very distressed by particular discussions have access to appropriate emotional
support.

Ask a few participants to prepare key contributions, e.g. by devising and practising a role
play a few days before the workshop.

The Appendices to this Users’ Guide contain documents which you may find helpful, not
just to read, but also to download and use to edit and create your own documents. For this
reason the Appendices are also available as a Word document. Please contact
sth@stratshope.org and ask for the Word version of the Users’ Guide Appendices.

STRATEGIES FOR HOPE TRUST
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TIPS ON PARTICIPANT FACILITATION

Facilitation means “helping to make things easy” Participatory facilitation of training workshops is
an active approach which encourages participants to think for themselves and to act on their own
initiative. Itis not about teaching new information. Rather, it is about helping the participants
discover and develop their own capabilities, and to build up their self-confidence.

Participatory facilitation encourages workshop participants to share information with one
another and to work together - rather than individually - to solve problems. It encourages the
participants to be actively involved in the learning process, without worrying about their status,
their level of education or their abilities.

The main aim of the Called to Care training
workshop is to get the participants thinking, doing,
laughing and discussing, not just taking notes and
passively listening. The Called to Care facilitator
should aim to create a supportive environment in
which each participant can embark on his or her
‘learning journey'’ This does not require any ‘super-
human’ skills. If you bear in mind the following
points, you will be well on the road to success:

1. Treat every participant with the utmost respect. Be careful not to have ‘favourites. Avoid
making jokes or personal references which might embarrass any participants.

2. Pay equal attention to every participant, including those who are shy or hesitant about
voicing their opinions. Show the participants that you appreciate their capabilities.

3. Beasensitive, patient listener. Never interrupt someone while he or she is speaking.

4. When discussing sensitive issues related to sex, sexuality or gender differences, be frank
and open but use language which is culturally sensitive.

5. Ask questions which enable the participants to draw upon and demonstrate their own
experiences, interests and skills.

6. Be open to the learning opportunities which you yourself will encounter in the course of
the workshop. Do not hesitate to let the participants know that you too are learning all the
time.

7. Encourage the participants to observe the time schedule, and to stay on-track in
discussions, but allow some flexibility if this seems appropriate. If one participant has a
particular problem, make time to discuss this on a one-to-one basis during the lunch break.

8. Listen attentively and actively. Look people in the eye and respond to what they say by
your own body language (e.g. by nodding or smiling). If necessary, rephrase what people
say so the meaning is clear to everyone.

9. Summarise what people have said before moving on to the next point.

CALLED TO CARE USERS’ GUIDE
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10.

17.

18.

19.

20.

Writing: When writing on the flipchart in front of the group, use marker pens and in strong
colours: black, dark blue or green. Avoid colours (e.g. yellow, pale blue or green) that are
not easily read from a distance.

. Reading out-loud: Various stories and Biblical passages are meant to be read out-loud

during the workshops. Choose someone who has a strong, clear voice, and ask him or her
to read these out in front of the whole class.

. Addressing the group: Face the participants directly, speak loudly and clearly, and make eye

contact with the participants.

. Use a flipchart to summarise what people have contributed to the discussion, but don’t try
to record everything that is said.

14. Keep your own talking to the bare minimum:
remember, you are trying to encourage the participants
to express themselves, not to deliver a lecture yourself.

15. Never gossip about personal experiences that have
been discussed in the workshop, and encourage the
participants to take the same approach.

16. When the participants are divided into small
groups, make sure that each group has a minimum of
two and a maximum of 5 members. Try to ensure that there is an equal gender balance
in each group, except when the groups are deliberately divided according to gender.
Encourage the groups to select one member as their leader or spokesperson.

Make use of the ‘energizers’ and ‘ice-breakers’ provided in the Called to Care workbooks,
but feel free to introduce others if you feel there is a need for them. These short exercises,
which should be fun and easy to learn, can help to set the right mood and to encourage
the participants to feel more relaxed in one anothers’ company. They are also good for
reviving levels of concentration in mid-afternoon, when spirits tend to flag.

Wherever possible, encourage the participants to do drawings to illustrate the points

they are trying to make. (Flip chart paper and marker pens are provided for this purpose.)
Remind the participants that the quality of the drawings is not important. What matters is
what the drawings communicate.

At the end of each session, give a summary of what has been covered and how this relates
to the overall objectives of the workshop and the expected outcomes.

On Day Two of the workshop, be sure to allow sufficient time for all the participants to
facilitate one activity or session from a Called to Care workbook. We suggest that this be
done in groups of two people, who will prepare together for an hour, and then present
the activity or session to the whole group.. (Note: this is feasible for workshops with 10
participants. For larger numbers, other arrangements can be made, e.g. the groups can
consist of three or four participants.)

STRATEGIES FOR HOPE TRUST
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IMPLEMENTATION

Good preparation is crucial, but the acid test of a successful training workshop is the way

it is actually carried out. Many factors contribute to success. Nearly all of them are within
your control, as the main facilitator. With thorough preparation and a clear strategy for
implementation, your Called to Care workshop can be a resounding success. We suggest that
you concentrate on the following:

1. Punctuality: Facilitators and other people responsible for organising the workshop should
not simply be punctual: they should arrive before all the participants.

2. Register: As participants arrive, they should sign their names in a register, which one of the
organisers places near the entrance to the workshop venue and stands nearby, inviting people
to sign-in. Unless all the participants already know one another, everyone should be issued with
a sticker, with their name written in capital letters, attached to the front of their clothing. They
will also be given a notebook and biro, a time schedule for the whole workshop, and a copy of
the first Called to Care workbook that will be used during the workshop.

3. Welcome, opening prayer, house-keeping and introductions: When all the participants
have gathered, the lead facilitator greets
everyone warmly, and leads everyone in
an opening prayer. The facilitator then
explains the basic house-keeping points,
e.g. availability of toilets, turning-off mobile
phones, meal-times and snack-times, and
vacating the premises in the event of a fire.
The facilitator then asks everyone to stand
and introduce themselves.

4. House-keeping and ground rules: Seek
agreement from the participants on certain
factors that are key to the success of the
workshop, for example: time-keeping, keeping the workshop room tidy, no interrupting
while someone is speaking, and respectful behaviour towards other workshop participants.
Write these down on a sheet of flip-chart paper and put it up on the wall. Refer to the time
schedule for the two days of the workshop and ask if anyone has any questions.

5. Language: Establish the ground-rules on language, for example, all formal and informal
sessions to be in either English, or English and a vernacular language, or entirely in a
vernacular language.

6. Objectives: Explain the objectives of the workshop, namely, to introduce the participants
to the Called to Care toolkit and to train them in the basic skills of participatory workshop
facilitation. Explain the purpose of the Called to Care toolkit by summarising the Preface in
one of the books.

7. Topic: Introduce the topic of the first session of the workshop today. For example, this

might be book no. 5, ‘Community Action on HIV and AIDS, Chapter 1, Session 1, “Who is
most vulnerable to HIV and why?” Follow the instructions for implementing this session.

CALLED TO CARE USERS’ GUIDE
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8. Time Schedule: For the rest of Day One, follow the time schedule which you have already
presented to the group.

9. Concerns: Just before the end of the day, ask the participants to raise any concerns which
they might have about the organisation of the workshop. Respond to these on the spot or
promise to follow-up on the following day.

10. Start of Day Two: At the start of Day Two, ask one of the participants to lead with a prayer.
Then ask someone else to give a short summary of what was covered in Day One. Now
introduce the topic and the Called to Care workbook for Day Two, and follow the time
schedule for the rest of the morning.

11. Facilitation Practice: In the first afternoon session of Day Two, allow one hour for the
participants, working in groups of two, to prepare a presentation, lasting 10-15 minutes,
of an activity or an exercise from the Called to Care workbook used during the workshop.
Invite each group of two people to facilitate
the activity or exercise which they have
chosen and rehearsed. Invite the other
participants to make comments on what
worked well and what not so well.

12. Evaluation Form: In the third afternoon
session, ask the participants to complete the
workshop evaluation form (see Appendix C),
and to give it to you.

13. Final Session: In the final session of the
workshop, each of the participants will
receive a certificate (see Appendix D),
preferably from a local church or community leader, for completing the workshop. This is
a good opportunity to remind the participants that they are probably the only people in
their local church or community to have participated in a Called to Care workshop. This also
means that they have a special responsibility to pass on the knowledge and skills which
they have acquired. Participants should ask themselves the following questions:

- How should I inform my church or community leaders about the potential use of these workbooks?

- What support can | obtain from church or community leaders for introducing these books into
local activities?

- Who else in my church or community would be interested in helping to develop some activities
using these books? (Ideally, you should have a support team of 6 - 8 people to whom you will
impart the knowledge and skills which you have acquired at this workshop.)

SELF EVALUATION

At the end of the workshop, ask yourself the following questions:

- Whatdidlearn during the workshop?

- What were the ‘high points’ of the workshop?

STRATEGIES FOR HOPE TRUST
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- What did not seem to work well in the workshop?

- Did all the participants take part actively in the workshop? If not, what should | do next
time to ensure that they do?

AFTER THE WORKSHOP

1. Please write a report on the training workshop, listing the names and contact details of all
the participants, and describing the venue and catering arrangements. Please describe the
activities carried out, what people said (including direct quotes) in discussions, and what
they decided to do in their churches and communities as a result of the workshop.

2. Please send this report (including the contact details of all the participants) to the Strategies
for Hope Trust (sfh@stratshope.org) and to other potentially interested people, e.g. the
participants themselves, and local church and community leaders, the National AIDS Control
Programme, local churches, local NGOs and community groups involved in HIV work. Please
enclose photos of the workshop activities if possible.

3. Write to all the participants, thanking them for their participation in the workshop, and
encouraging them to implement their action plans.

OTHER WAYS OF USING THE CALLED TO CARE TOOLKIT

The Called to Care workbooks can be used in many ways other than in training workshops.
Here are some examples:

1. Sermons: Every sermon has to have a theme. The preacher is aiming to touch people’s
hearts and minds with a message that challenges them to reflect on their lives and to come
closer to God. Says Pastor Andy Nyrenda, who organised a Called to Care workshop in
northern Malawi:

“Before | start writing my sermon, | pray that
God will help me see some of the needs that
people have. The Called to Care toolkit has
a lot of information about people’s needs.

It can provide inspiration for sermons on
many occasions - at services on Sundays
but also at wedding ceremonies and at
funerals.”

2. Bible studies: Called to Care book no. 7,
‘Call to Me’, consists of 20 Bible studies
on a wide range of topics related to the
HIV epidemic, for example, God’s love
and forgiveness, children, marriage,

OO0 CALLED TO CARE USERS’ GUIDE
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hope, stigma, forgiveness, sex, fear and anxiety, healing, death and neighbourly love. Many
church groups have used this workbook to reflect upon these and other issues, and have
decided to carry out activities as a result. Other Called to Care workbooks, e.g. no. 3, ‘Time
to Talk;, and no. 10, ‘Parenting: a Journey of Love; contain Bible studies on particular topics.

3. Sport: Some Called to Care workbooks can be used by sporting teams to highlight issues
related to HIV and AIDS. For example, in a church in northern Malawi, a pastor introduced
a group of 12 young men to Called to Care no. 3, ‘Time to Talk;, which they studied for a
couple of months. They then began organising football matches, where they shared the
knowledge and life-skills which they had gained from this workbook with the young men of
the other teams.

4. One-to-one meetings: Although the Called to Care workbooks are designed mainly to
be used with groups, parts of them can also be used in one-to-one discussions. This is
especially the case with, for example, book no. 1 (‘Positive Voices’), no. 3 (‘Time to Talk’),
no. 6 (‘The Child Within’), no. 7 (‘Call to Me’), no. 8 (‘My Life - Starting Now’) and no. 10
(‘Parenting: a Journey of Love’).

* %X X %
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APPENDIX A

Suggested Time Schedule Template

Called to Care Training Workshop: Day One
Workbook no. 5: Community Action on HIV & AIDS

Time Activity Training methods
08:00- 08:10 Welcome and opening prayer
08:10-08:40 Participants’ registration, expectations and
ground rules
08:40-10:20 No. 5 Community Action on HIV & AIDS
Chapter 1: Reducing our vulnerability to HIV
- Session 1: Who is most Group discussion &
vulnerable to HIV and why? report back
10:20 - 10:35 Tea/coffee break
10:35-12:00 Introduction to workbook Group discussion &
- Session 2: Power and Powerlessness report back
12:00 - 13:00 Lunch break
13:00 - 14:00 Chapter 2: Our Traditions
- Session 1 : Examining our traditional Plenary discussion
practices Questions & answers
14:00 - 15:00 Chapter 3 : Our responsibility to protect
the weak Plenary, then small group
- Session 1: Challenging injustice, Part 1 discussions & report back
15:00 - 15:15 Tea/coffee break
15:15-16:15 Chapter 4: The Resources we Need Small group discussion
- Session 1: Counting our blessings and plenary discussion
16:15-17:15 Chapter 5: Turning our Commitments
into Action Energisers and games;
- Session 1: Planning together for action plenary
17:15-18.00 Assessment of training day Plenary discussion

Closing prayer

CALLED TO CARE USERS’ GUIDE
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APPENDIX A continued

Suggested Time Schedule Template
Called to Care Training Workshop: Day Two
Workbook no. 10: Parenting: a Journey of Love

Time Activity Training methods

08:00 - 08:20 Opening prayer
Feedback on Day One; recap of ground rules Plenary session

08:20-10:15 No. 10: Parenting: a journey of love
Session A: Connecting through love
Introduction to workbook

- Activity A2: Bible study: Mark 5:21 - 43 Bible study
Session E: Provision and protection
- Activity E2: Protective circle Fun game
- Activity E3: Siyani’s story Story, role play,
report back
10:15-10.30 Tea/coffee break
10:30 - 12:00 Session E5: Talking about sex with our children  Exercise in same-sex
groups
Session E6: Resisting pressure for sex Group & pair discussions,
report back
12:00 - 13:00 Lunch break
13:00 - 14:00 Facilitation skills: ask the participants, working in

groups of two, to select one activity or exercise in
a Called to Care workbook, and to prepare to
present it.

14:00 - 15:30 Invite each pair to demonstrate their facilitation
techniques by presenting the activity or exercise
which they have been practising. Invite a short
discussion after each presentation.

15:30-15:45 Tea/coffee break
15:45-16:15 Workshop evaluation Completion of
feedback forms
16:15-17:30 Closing ceremony and presentation Act of worship, speech
of certificates by church or community

STRATEGIES FOR HOPE TRUST <0000 OO
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APPENDIX B

Typical budget for two-day, non-residential Called to Care workshop

Activity Frequency Number Cost Sub-total
Participants’ meals 2 days 10 £6 £120
& snacks

Facilitators’ meals 2 days 2 £6 £24
& snacks

Participants’ transport 2 days 10 £3 £60
Facilitators’ transport 2 days 2 £3 £12
Flipcharts, pens & - 10 £1.50 £15
notepads

Communications - - £9 £9
Total £240

CALLED TO CARE USERS’ GUIDE
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APPENDIX C

Participant’s Called to Care Workshop Evaluation Form

OrGANIZATION: ettt sssse s ssssssass s ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssasssssssssassnses

AdAress (INCIUAING COUNTIY): ..uiriririereereineisieseississsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssans

......................................................................................................................................................................................................

......................................................................................................................................................................................................
......................................................................................................................................................................................................

......................................................................................................................................................................................................
......................................................................................................................................................................................................
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APPENDIX D

Certificate template

Certificate of Training
7

This certifies that

(space to write participant’s name)

has attended the Called to Care Training Workshop on
(date) and is awarded this certificate by

Glen Williams
Series Editor
Strategies for Hope Trust

CALLED TO CARE USERS’ GUIDE






