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1.INTRODUCTION
The Community Protection Approach (CPA) is a community1 engagement and empower-
ment instrument to design Integrated Protection Programs. The CPA provides an opera-
tional mechanism to combine quantitative and qualitative analysis in ways functional to
humanitarian and development programming. It also builds on different innovative ap-
proaches to structure a process of community empowerment and conditions so that the
affected population may make safe and informed decisions.

The action-research to design the CPA was based on a continuous test-and-trial method
within multi-stakeholder programs to respond to humanitarian and development needs. It
included more than 31 consultations and reviews with actors external to WeWorld-GVC
plus 24 internal ones. The results of the whole process, along with an external study 
on the Relevance, Consistency and Applicability of the CPA by the University of Pavia, 
clearly highlighted that the full potential and added value of the methodology lies broadly
within a proper process of training, mentoring and capacity building.

The present Training Package has therefore been conceived to guide an organization 
willing to implement the CPA in designing the most appropriate capacity-building process.
The various sessions presented can be structured in different ways to suit the needs of
the organization. They are also useful as a general training package beyond the scope
of the CPA.

WeWorld-GVC will revise and update the Training Package regularly to incorporate 
lessons learned and instruments resulting from the study of field implementation. The 
present document stands as the first release. WeWorld-GVC invites all organizations to 
provide comments, suggestions or advice to the following contact: cpa@gvc.weworld.it 
As presented in the GUIDELINES, the CPA combines various components to develop 
different program and analysis outputs. The table below provides an overview of the 
components that will be mentioned in this document.

1  “Community represents a group of people who may be exposed to similar physical, psychological, and/or social impacts
from multiple coercive factors and/or share the same resources, often, but not exclusively, related by place.” CPA Tool:
RS05: Definition of Community.

This Training Package aims to provide guidance for organizations that wish to train their
staff on the CPA. The document elaborates on the main phases and steps of the CPA 
process and provides reference to specific documentation assisting the learning and 
training processes. Furthermore, it includes topics designed to facilitate and enhance the
learning process. The Training Package is an adaptive instrument aiming to satisfy the 
organization’s learning objectives.

The Training Package is provided to an organization after consultation of the GUIDELI-
NES. The organization should carefully consider needs and feasibility in the context, as
well as the CPA Implementation Mode, ahead of consulting this document.

It is a structured package to provide guidance on delivering the training for 
field and management staff on the use and application of the CPA and its 
components.

 

MQ

NCP

IPA

Multi-Sector
Questionnaire

Narrated
Community
Perspective

Individual
Protection
Approach

CPA Component DESCRIPTION

A questionnaire including questions related to sector and 
risk analysis. The questionnaire is initially run with key sta-
keholders and draws on a method that ensures a balanced 
age and gender representation.

The IPA is a mechanism to identify families and individuals
whose immediate physiological, dignity and safety needs 
are not met. It includes initial identification resulting from 
the Multi-Sector Questionnaire, in addition to a process of 
systematic referral and empowerment.

As with all the CPA components, the NCP involves a com-
munity participation and engagement approach. It includes 
a combination of methods such as Focus Groups, Inter-
views and Transect Walks tailored to the community’s spe-
cific characteristics.
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How to Use the Training Package

Goal of the Training Package

The Training Package is one of the modules of the CPA Handbook, as illustrated in the
diagram below.

The goal of the training process is to provide background knowledge, as well as specific
technical and practical skills, regarding the use and application of the Community Pro-
tection Approach.
The Training Package aims to provide a general understanding of the CPA and each 
of its components (MQ, NCP and IPA). It does not intend to provide a comprehensive 
package of capacity building on specific technical aspects of the method and its imple-
mentation, but rather offers more detailed capacity building to support and simplify the 
use of the GUIDELINES, TOOLKIT and IPA MODULE.

The following objectives underpin the Training Package:

 • Understand the CPA process and its components
 • Easily identify the different available tools and their purpose within CPA 

implementation
 • Identify the CPA elements to adapt to each context, along with specific 

considerations.
 • Plan the CPA in a specific context.

The Training Package is divided into three sections:

Section I provides an overview of this document. Section II presents all the training 
sessions and related topics to guide the use of the Training Package. 
Section III describes each training session. The Training Package illustrates the basic 
aspects for conducting the sessions, along with training materials, and outlines the spe-
cific sessions, with reference to the CPA Handbook Modules.

1.1

1.2

The training materials are not provided with this document. They are available upon re-
quest. Presentations and other supporting documents are listed for each session within
Section III. While all the training materials are available to any organization requesting
them, their provision is subject to review of the request by the Technical and Ethical Com-
mittee, to safeguard CPA ethical standards (GUIDELINES: 6).

The Training Package is therefore available upon request. An organization willing to im-
plement the CPA triggers a request. Each organization may deliver the training indepen-
dently, following an initial ethical and technical review by WeWorld-GVC. WeWorld-GVC
is nevertheless available to provide direct support during structuring and implementation
of the capacity-building process.

In addition, WeWorld-GVC has developed an e-learning platform, available at http://
elearning.weworld.it. WeWorld-GVC provides access to the e-learning platform to any
organization, upon review by the Technical and Ethical Committee.

SECTION I SECTION II SECTION III

Introduction Managing and Delivering Training Sessions in Detail
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Learning Outcomes

Audience

While each session is specifically designed to achieve a concrete learning outcome, the
following should be expected upon finalization of the whole training process:

1. Concrete knowledge to plan and supervise CPA components, phases and steps
2. Clear understanding of objectives and processes to ensure CPA quality and solidity
3. Acquisition of basic technical knowledge to collect and analyze data.

The Training Package is designed to specifically target field and management staff 
involved in active programs and projects in a particular context. While general capacity 
building for all involved staff is recommended, the organization can make use of different 
sessions to target specific components relevant to the people involved. The e-learning 
platform provides further details of specific learning paths to target field staff, manage-
ment and technical experts.

A suggested approximation of the minimum learning paths for each CPA Implementation 
Mode could include the following training sessions:

1.3

1.4
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2.MANAGING AND DELIVERING    
   THE TRAINING

The following basic aspects should guide towards delivery of appropriate training:

 • Venue:
Identify a location with space for group work and active sessions Ensure that parti-
cipants can sit in small groups at tables to carry out joint exercises Ensure partici-
pants can see the screen easily and hear the trainer properly. 

 • Planning:
Identify well in advance participants to adapt the training to, with regards the number, 
profiles and scope of participants 
Consider pacing the time allocated to the training to not disrupt staff’s ongoing tasks 
and duties 
Define well in advance which staff will support the Main Trainer (e.g. in logistics, 
technical experts) 
Share materials with participants ahead of the training, to encourage familiarity with 
the topics.

 • Resources:
Ensure available resources at each session, with particular regard to projector, 
laptop(s), amplifiers, flip charts and support material.

 • Participants’ folders:
Training agenda 
Handouts for each session, grouped by session title/number 
Copies of the CPA Handbook as relevant to the training session. 

 • Be familiar with the material:
Trainers should be familiar with the contents of each session 
Trainers should be familiar with the contents of the CPA Handbook, and specifically 
the OVERVIEW, GUIDELINES, TOOLKIT and IPA MODULE when necessary.

The Trainer(s)

Preparations List of Topics

Main Trainer: As described in the GUIDELINES, the organization must appoint a specific 
human resource, a CPA Specialist, to study and acquire familiarity with the OVERVIEW
and GUIDELINES, as well as other CPA Handbook Modules connected with the CPA Im-
plementation Mode the organization intends to apply. The organization should select key
human resources following the guidance provided in GUIDELINES: 2.2.4. The member
of staff appointed as CPA Specialist should lead training preparation and delivery.

Supporting Trainers: Training quality will increase in relation to the technical expertise 
of additional human resources who can support the Main Trainer. In particular, if the or-
ganization has appointed a Data Analyst and/or a Protection Specialist, these should be 
involved in the direct delivery of specific sessions:

 • Session: Multi-Sector Questionnaire and IPSI
 • Session: Individual Protection Approach
 • Session: Quantitative Analysis, Qualitative Analysis and CPA Products.

In all cases, the Main Trainer should be acquainted with the different CPA Handbook Mo-
dules and should be aware of all the steps and actions undertaken during the Preparatory 
Phase (GUIDELINES: 2), in order to tailor the training accordingly.

The Main Trainer can organize the appropriate capacity-building process following the
provided structure of training sessions. He or she will find all the details for each training
session in Section III. This chapter introduces an overview of all the topics to guide the
trainer during the preparation process, respecting the following structure:

The learning experience proposes a process of capacity building, whereby the training
sessions are components of a mentoring and quality-control process embedded in the
CPA tools. Proper design of the training as capacity building, rather than single sessions
with no feedback or mentoring process, is recommended.

2.1

2.2 2.3
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The following overview schematically illustrates all the training sessions presented in
Section III:

15 days

15 days

15 days

Phase

Phase

Phase

Phase

Phase

Step

Step

Step

Step

Step

Step

Number and title of each session for each CPA step

Session One: Introduction to the CPA

Session Five: Adapting the Approach to the Context of Each
Community

Session Six: Individual Protection Approach

Session Four: Standard Focus Group Discussions and 
Designing the Tailored NCP Process

Session Two: Preparing the Field Work

Session Seven: Quantitative Analysis, Qualitative Analysis 
and CPA Products

Session Eight: MQ Update

Session Nine: Monitoring and Evaluation
Session Three: Multi-Sector Questionnaire and Integrated
Protection System of Indicators

Overview of the topics covered, organized in order of learning needs.

a. CPA Overview
b. Protection Mainstreaming, Participation and Empowerment
c. Informed Consent

a. Community-Tailored Process

a. IPA Snapshot
b. IPA Identification
c. IPA Assessment
d. IPA Linking & Analyzing
e. IPA Preparatory Phase

a. Standard Focus Group Discussions
b. Designing the Tailored NCP Process

a. Selection of Communities and Participants
b. Preliminary Data and Public Sessions

a. Quantitative Analysis
b. Qualitative Analysis and CPA Products

a. MQ Update

a. Time Analysis
b. Updating Protection Risks and Periodic Monitoring

a. Introduction to the MQ
b. Introduction to the IPSI

Session

Session

Session

Session

Session

Session

Session

Session

Session
Session

Topics

Topics

Topics

Topics

Topics

Topics

Topics

Topics

Topics

Topics

Title of the CPA phase as set out in the GUIDELINES

I. INTRODUCTION

II. PHASE I: ASSESSMENT AND CONTEXT ANALYSIS

III. PHASE II: Protection Analysis and Facilitation of Local 
Response Plans

IV. PHASE III: Time Analysis and Monitoring

CPA step as set out in the GUIDELINES

IA. Step: General Considerations

IIB. Step: Context Analysis

IIA. Step: Analysis of Bias and Exclusion

IIIA. Step: Protection Analysis

IVA. Step: Monitoring and Information Updating

TYPE

TYPE

TITLE

TITLE
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3The Training Session 
in Detail

SESSION ONE: Introduction to the CPA3.1

SESSION TWO: Preparing the Field work3.2

SESSION THREE: Multi-Sector Questionnai-
re and Integrated Protection System of Indi -
cators

3.3

SESSION FOUR: Standard Focus Group
Discussion and Designing the Tailored
NCP Prcess

3.4

SESSION SEVEN: Quantitative
Analysis, Qualitative Analysis and
CPA Products

3.7

SESSION EIGHT: MQ Update3.8

SESSION NINE: Monitoring and Evaluation3.9

SESSION FIVE: Adapting the Approach
to the Context of Each Community

3.5

SESSION SIX: Individual Protection
Approach

3.6
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THE TRAINING SESSION
IN DETAIL

3.

Session One: Introduction to the CPA3.1

Learning Outcomes:
•	 Understand the CPA and its different components
•	 Introduce different concepts and steps for CPA implementation
•	 Introduce the cross-cutting pillars and ethical considerations: right to participation, 

AGD and informed consent.

Summary of Session Method:
The session primarily makes use of PowerPoint presentations. When necessary, han-
douts are linked to the presentations to contextualize the concept in the learning context.

Session Outline:
The session serves as an introduction to the rest of the training. It provides an overview
of the CPA by explaining its objectives, its phases and components, and the main CPA 
outputs. The main sections of the topic are:

OVERVIEW 1.2, 1.3 GUIDELINES 3.1.2 TOOLKIT: RS04, RS14, OP02, OP16

60 min

Projector
Flip chart
Markers

Presentations and videos, supported by handouts

PowerPoint presentations:

 • PT01 CPA Overview
 • PT02 Protection Mainstreaming, Participation and 

Empowerment
 • PT03 Informed Consent

Handouts:

 • HD01 CPA Handbook Overview
 • HD02 Introduction to CPA Implementation Modes
 • HD03 Definitions
 • HD04 Brief on Protection Mainstreaming
 • HD05 Participation as a Means of Empowerment
 • HD06 What Does Participation Mean?
 • HD07 Ladder of Participation
 • HD08 AGD Policy. UNHCR, 2011
 • RS14 AGD Groups
 • OP02 CPA Informed Consent Process

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS

i. Objectives and framework

i i. Objectives and framework

iii. Modes and phases

DESCRIPTION

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

GUIDANCE

Main theoretical principles that guide the CPA and its objectives.

Presentation of the CPA outputs and components (MQ, NCP and IPA).

Description of the CPA Implementation Modes and their components.
Description of the three main phases of the CPA and its timeline.

HD03 Definitions

HD01 CPA Handbook Overview
HD02 Introduction to CPA Implementation Modes

1. Start introducing the CPA by explaining the three main elements of the 
theoretical framework. At this point you can introduce Handout: HD03 
Definitions to expand on other relevant concepts.

2. Delve into the objectives, emphasizing how the theoretical concepts guide 
their definition (see comment in Slide 4).

1. Introduce and briefly describe each of the CPA outputs. Make sure to clarify 
and properly explain that each output depends on the CPA component 
used.

2. Extend the description of each component, building on the standard 
definitions provided (see comment in Slide 7).

1. Briefly describe each CPA Implementation Mode, highlighting which 
components are comprised in each mode and describing the contexts 
where they would be most appropriate. Introduce Handout: HD02 
Introduction to CPA Implementation Modes for further reference.

2. Describe the phases of the CPA methodology, emphasizing how the 
different components and outputs integrate into the process (see comment 
in Slide 12). At the end of the presentation, refer to Handout: HD01 CPA 
Handbook Overview for a further understanding of the CPA.

1.A) CPA OVERVIEW

N/A



HANDBOOKTRAINING PACKAGE

2726

2 According the Inter-Agency Standing Committee (IASC) protection is defined as: “… all activities aimed at obtaining full respect 
for the rights of the individual in accordance with the letter and the spirit of the relevant bodies of law (i.e. HR law, IHL, refugee 
law).

i. Protection mainstreaming i. CPA tools for informed consent

ii. Participation and empowerment

DESCRIPTION DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE GUIDANCE

GUIDANCE

Definition of protection, protection mainstreaming, integrated protection,
stand-alone protection and right to participation.

Definition of informed consent and how to guarantee it (describing process,
steps and tools).

Description of what participation and empowerment are, how they are 
interlinked, and introduction to the Ladder of Citizen Participation.

HD04 Brief on Protection Mainstreaming

OP02 CPA Informed Consent Process

HD05 Participation as a Means of Empowerment
HD06 What Does Participation Mean?
HD07 Ladder of Participation
HD08 AGD Policy. UNHCR, 2011
RS14 AGD Groups

1. Start by defining what protection is (see comment in slide 
2. The CPA builds upon the IASC2 definition. Explain the definition and 

detail the bodies of law making up the legal framework for protection (see 
comment in slide 4).

3. Explain the Egg Protection Framework and how it introduces the activities.
Explain the different types of activities in relation to the time frame (see 
comment in Slide 5).

4. Go through the IASC Statement on Centrality of Protection and ask 
participants to brainstorm on who is responsible for protection. Note their 
answers on a flip chart and start explaining the different actors and their 
mandates (see comment in Slide 6).

5. Describe differences between protection mainstreaming, protection 
integration and specialized/stand-alone protection. Refer to Handout: 
HD04 Brief on Protection Mainstreaming for short explanations.

Note: review theoretical references and bodies of law; review IHL and IRHL for 
further information.

1. Start by defining informed consent.
2. Emphasize its sequential process within the whole CPA participatory 

approach and CPA steps in order to guarantee data protection standards 
at all times (see comments in Slides 2 and 3).

3. Explain when consent should be taken and who can provide it. Make sure 
to communicate the different approach to be maintained with children.

4. Emphasize that consent is voluntary, unambiguous and informed at all 
times. Explain the consent steps. Review TOOLKIT: OP02 CPA Informed 
Consent Process for further information to guide the detailing of the 
relevant steps

1. Start by introducing the four protection mainstreaming principles and their 
links with the provided definition of participation and empowerment. Refer 
to Handouts: HD05 Participation as a Means of Empowerment, HD06 
What Does Participation Mean? for further background knowledge.

2. Introduce the different participation steps in the Ladder of Citizen 
Participation in relation to each CPA step (see comment in Slide 12). Refer 
to Handout: HD07 Ladder of Participation for further explanation.

3. Start introducing the link between participation and the age, gender and 
diversity groups. Provide detailed explanation on how the participation 
process is designed to target all different categories of age, gender and 
diversity groups (see comment in Slide 13). Refer to Handout: HD08 
AGD Policy. UNHCR, 2011 for further details and TOOLKIT: RS14 AGD 
Groups to further explain AGD within the CPA framework.

1.B) PROTECTION MAINSTREAMING, PARTICIPATION AND EMPOWERMENT 1.C) CPA INFORMED CONSENT
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Session Two: Preparing the Field Work

Learning Outcomes:
•	 Understand the CPA concept of community and its applicability in the context
•	 Introduce different techniques to contextualize the concept of community
•	 Understand the process of preliminary data review and how to carry it out
•	 Detail instructions on how to conduct Public Sessions and their objectives

Summary of Session Method:
The session is mainly conducted through PowerPoint presentations and requires the use
of flip charts to provide support through examples. The presentations illustrate different 
techniques for community and participant selection as well as the process of how to 
conduct Public Sessions. Key tools and reference documents are provided to participants 
as handouts.

Session Outline:
The session, in dealing with its first topic, explains the CPA definition of community, how
it can be operationalized and which different techniques exist to select and redefine 
communities for implementation and representation. In addition, the session provides 
understanding on the technique of structural sampling as a way for selecting participants 
for the MQ and better visualizing the socio-demographic composition of the communities.

As a second topic, the session introduces the process of reviewing secondary data and
its relevance. It explains how to conduct a secondary qualitative and quantitative data 
review using the proposed tools. Lastly, it details the definition and objectives of the Public 
Sessions and how to initiate contact with the community and facilitate Public Meetings.

3.2

GUIDELINES 3.1.2 TOOLKIT: RS04, RS14, OP02, OP16

60 min

Projector
Flip chart
Markers

Presentations supported by handouts

PowerPoint presentations:

 • PT04 Selection of Communities and Participants
 • PT05 Preliminary Data and Public Sessions

Handouts:

 • RS18 Qualitative Data Overview
 • OP17 Quantitative Secondary Data Reference and Quality

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS

i. Selection of communities

ii. Community redefinition techniques

iii. Selection of participants

DESCRIPTION

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

GUIDANCE

Explanation of the CPA definition of community and how to operationalize it.
Introduction to the technique of purposive sampling and its objective within
the CPA.

Explain clusterization and segmentation, when and how to apply them and 
what are the implications for the CPA.

Explanation of the technique of structural sampling and how to apply it to 
ensure community representation during the MQ interview.

N/A

N/A

1. Start by introducing the CPA definition of community, disentangling all its 
elements.

2. Explain its applicability through the defined criteria.
3. Highlight the idea of balance between a homogeneous and a heterogeneous 

community and the context-specific definition (see comment in Slide 3).
4. Introduce the technique of purposive sampling for the selection of 

communities, briefly explaining what it is and detailing the different types 
and benefits. During this presentation, it is important to emphasize that the

5. CPA does not aim at representativeness (see comment in Slide 4).

1. Start with an overall introduction to what community redefinition techniques 
are and their purpose.

2. Emphasize the implications of these techniques on the CPA results (see 
comment in Slide 6).

3. After the general introduction, describe each technique ‒ clusterization 
and segmentation ‒ and give guidance for their implementation.

1. Start with an introduction to the technique of structural sampling, briefly 
illustrating its uses and its step for application. Then give an example of 
how to employ the technique and to apply its five steps. Optionally, here 
you can use the support of progressively drawing the matrix on the flip 
chart as it is shown in the presentations.

2. Emphasize the universal status of the characteristics used for the example 
(see comments in Slide 12).

3. Besides presenting the example of how the characteristics and their 
categories are cross-tabulated, provide general advice on how to carry 
out this process (see comment in Slide 13).

4. 4. Explain how to choose the MQ Primary Groups (see comment in Slide 
14).

5. Explain the concept of “incompatible profiles” and how it determines 
the number of required interview groups (separated interviews) and the 
composition of each interview group (see comment in Slide 15).

2.A) SELECTION OF COMMUNITIES AND PARTICIPANTS

>>
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Session Three: 
Multi-Sector Questionnaire and 
Integrated Protection System of Indicators

Learning Outcomes:
•	 Understand what the Multi-Sector Questionnaire is and its relevancy
•	 Explain how to address the MQ, and monitor and analyze its quality
•	 Introduce the IPSI and the theoretical framework that sustains it
•	 Introduce the IPSI structure and how it can be used.

3.3i. Introduction to preliminary data

ii. Principles for reviewing secondary sources

iIi. Public Sessions

DESCRIPTION

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

GUIDANCE

GUIDANCE

What the preliminary data is and reviewing possible sources (including 
quantitative and qualitative sources); what this provides and what it is used for.

Description of general principles for reviewing secondary sources. Guidance
for a qualitative and quantitative data review.

Explain objectives, preparations and conducting of the public session.  

N/A

N/A

RS18 Qualitative Data Overview
OP17 Quantitative Secondary Data Reference and Quality

N/A

1. Introduce the purpose of preliminary data in the CPA, emphasizing the 
need for quantitative and qualitative data.

2. Guide in the identification of possible common sources for qualitative and 
quantitative secondary data in the context.

1. Start by describing key principles that will guide a review of the secondary 
sources (quantitative and qualitative).

2. Explain specific steps for reviewing qualitative and quantitative data. Explain 
how to use TOOLKIT: RS18 Qualitative Data Overview (see comments 
in Slide 6). Explain how to use TOOLKIT: OP17 Quantitative Secondary 
Data Reference and Quality, and emphasize the usage of quantitative 
secondary data for pre-filling the MQ (see comments in Slide 7).

1. Emphasize the stakeholder analysis needed during the preparation 
process. The Public Session is the first contact with the community to 
ensure transparency and build a channel to observe the community’s 
power dynamics and to identify key informants.

2. Start by providing a general understanding on how to establish a first 
contact and who is involved in the process.

3. Emphasize that the data collected at this stage relates mainly to the specific 
stakeholder analysis (linking back to the preparation). See comments in 
Slides 12 and 13. Explain the process of how to establish a communication 
channel through the different steps provided. Note: tips and guidance are 
provided in the comments in Slides 19, 21 and 22. 

2.B) PRELIMINARY DATA AND PUBLIC SESSIONS

6. At the end of the presentation, is important to underline that the current 
example presented constitutes the basic representation matrix for the MQ 
and that it should be contextualized (see comment in Slide 15). Optionally, in 
the matrix drawn on the flip chart you can add a new characteristic (e.g. social 
status: poor, not poor) and built it into the matrix.

4. Illustrate the facilitation of Public Meetings, emphasize the guidance 
provided to ensure the handling of a community’s requests and the safe 
management of expectations. Review TOOLKIT: RS19 Public Meeting 
Preparation Checklist and TOOLKIT: RS20 Public Meeting Facilitation 
Checklist.

GUIDELINES 3.1 TOOLKIT: RS18, OP17, RS19, RS20

135 min (incl. 75 min for role play)

Projector
Flip chart
Markers
Tablets: 1 per 3-6 persons (optional)

Presentations supported by handouts
Role play

PowerPoint presentations:

 • PT06 Introduction to the MQ
 • PT07 Introduction to the IPSI

Handouts:

 • HD09 Standard MQ; not needed if tablets are available.
 • HD10 MQ Population and Shelter Figure Sheet
 • HD11 Definitions of Sectors of Action
 • HD12 IPSI Briefing Note
 • HD13 List of Indicators

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS

>>
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Summary of Session Method:
The session is mainly conducted through PowerPoint presentations. These presenta-
tions introduce and explain the MQ and the IPSI, and refer to the relevant handouts and 
tools for further understanding. At the end of the introduction to the MQ, a short role play 
further explores the set-up and dynamics of an MQ interview.

Session Outline:
The session introduces the Multi-Sector Questionnaire along with its relevancy, limita-
tions and respective remedies. It explores how to address MQ implementation, the role 
of the field team, and how to establish a quality-control mechanism.
The session then explains what the IPSI is, including its theoretical framework and its 
structure of indicators and indexes. At the end of the session, the different uses of the 
IPSI and its results are provided.

i. What it is, what it is not

ii. How to address the MQ

DESCRIPTION

DESCRIPTION

HANDOUTS

GUIDANCE

GUIDANCE

What it is, what it is not

Explanation of how to address the questionnaire to the interviewees, 
emphasizing how to ask questions and record answers.

HD09 Standard MQ (or tablet)

1. Starts by briefly introducing what the MQ is, its defining concepts and 
clarification on what the MQ is not. Here, detail each of the points in Slide 
4 by explaining “why isn’t it that?” and “what is it then?” (see comment in 
Slide 4).

2. Explain why the MQ is important (see comment in Slide 5), what its 
limitations are and the remedies to minimize their impact. It is important 
to further elaborate a limitation and immediately provide the foreseen 
remedy (see comment in Slide 6).

3. At the end of the session, you can briefly present the MQ questionnaire, 
referring to Handout: HD09 Standard MQ. Give a brief introduction to the 
structure of the MQ: 

• The skipping logic of the MQ to reduce the time required for data 
collection: 1/3 are key questions (always addressed) and 2/3 are 
filtered questions (conditional to an answer in a key question).

• The questions are structured into 13 modules and 44 sections. 

*If the MQ is on the tablet, briefly introduce how to compile and 
navigate the questionnaire using the tablet.

1. Start by explaining the concept of “structured interview” applied in the MQ.
2. Introduce the field team composition and different roles.
3. Introduce the different MQ application modes and briefly explain their 

implications on data analysis (see comments in Slide 7). 

3.A) INTRODUCTION TO THE MQ

>>

iii. MQ quality and monitoring

iv. Role play: interviewer-interviewee

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

Description of the supervision chain and the quality monitoring indicators 
necessary to ensure MQ quality.

A one-hour role play to simulate addressing the MQ interview .

HD10 MQ Population and Shelter Figure Sheet

N/A

HD09 Standard MQ (or tablet)

1. Start by briefly explaining the supervision chain to monitor MQ 
implementation, describing roles and responsibilities.

2. Emphasize the human resources and the adaptation of chain complexity 
to the scope of the implementation (see comment in Slide 9).

3. Lastly, briefly introduce the existence of indicators to monitor the quality 
of the data collected. Explain very briefly, without further detailing, some 
examples of specific indicators (see comment in Slide 10).

1. Organize into groups of about 4-6 persons and assign one person to 
the role of the interviewer, a second person to the role of note-taker, the 
remaining (at least two) to be the interviewees. If the number of persons 
is limited, the role of the note-taker can be removed. Once the groups are 
formed, assign roles to the interviewees: caregiver for a child, caregiver 
for a person with disability, an elder, a young adult, etc.

2. Once the groups and roles are defined, present a context. Adapt this 
according to the context where the training is taking place, or any other 
context the attendees are familiar with (e.g. for training conducted in 
Lebanon for a program with Syrian refugees, present the context of Syrian 
refugee camps in Lebanon).

3. Next launch the role play with the following instructions:
• interviewees, be creative and imaginative in your answers. Put the 

interviewer in a conflictive and complex situation, but do not thwart 
the exercise. Do not do this constantly. The purpose is to move 
forward in the interview.

• interviewer, address the questions like a real interview. Start from the 
beginning and follow the MQ.

• note-taker, take notes as if you were the real note-taker. Be attentive 
to contradiction by the interviewees. Take time to note down events 
that are worth mentioning in the later public session.

4. During the role play, the trainer has to visit each group, solve emerging 
issues to ensure the interviews flow, avoid long debates over a specific 
issue, and take note of key aspects discussed during the role play and 
later bring them to a joint discussion of the main findings of the simulation 
exercise.

5. Once the exercise is finished, ask the note-takers to present the experience 
of the exercise and provide answers to doubts and questions.

4. Lastly, provide instructions on how to ask questions and record answers. 
It is important to emphasize the difference between reformulating a 
question and suggesting or forcing an answer (see comments in Slide 8). 
When explaining how to record the answers, it is important to explain and 
expand on how to collect population figures; refer to Handout: HD10 MQ 
Population and Shelter Figure Sheet and see comment in Slide 8.
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Session Four: Standard Focus Group
Discussions and Designing the
Tailored NCP Process

Learning Outcomes:
•	 Knowledge of how to conduct a Focus Group Discussion (FGD) within the CPA framework
•	 Knowledge of the main elements defining the design of a qualitative data collection 

method tailored to each community
•	 Understanding the process of collecting qualitative data
•	 Knowledge of specific instructions and questions to explore the qualitative aspects 

of the results of the indicators.

Summary of Session Method:
The session is mainly explained through PowerPoint presentations. It introduces how to 
prepare and implement Focus Group Discussions and how to design a Tailored NCP. A 
role play provides an introduction to the main field findings about factors influencing the 
process of data collection. A video is included to provide a general understanding of FGD 
and the related steps.

Session Outline:
The session presents the relations between MQ and IPSI and the structuring of the qua-
litative data collection process. It then delves into how the qualitative data is collected 
as part of the NCP, with specific explanation on how to adapt the NCP mixed-method 
approach to each context.

3.4
i. Theoretical framework

ii. Building the IPSI: indicators and indexes

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

What the IPSI is and description of the theoretical framework.

Detailed presentation of the IPSI indicators, and how the indicators are built
on the MQ information. Explanation of the indicator selection process and how
indexes are formed.

HD11 Definitions of Sectors of Action

HD12 IPSI Briefing Note
HD13 List of Indicators

1. Start by briefly introducing what the IPSI is and what it aims at. Describe 
what an indicator is and what an index is, introducing their hierarchical 
relationship (see comment in Slide 3). Continue by recapping the three 
pillars of the CPA theoretical framework: Protection Risks, Safety and 
Dignity, and Sectors of Action. 
• For Protection Risks, emphasize that the risk equation is not a 

mathematical equation (see comment in Slide 4).
• For Safety and Dignity, emphasize why a Safety and Dignity framework 

is necessary and how Threats, Capacities and Vulnerabilities relate to 
Safety and Dignity.

• For Sectors of Action, briefly enumerate the different sectors and 
explain how each has been defined. Refer to Handout: HD11 
Definitions of Sectors of Action 

These concepts were previously introduced in the CPA Overview session. At 
this stage, it is important to outline the dimensions of each of these concepts 
and introduce how they serve as a classification scheme for the IPSI structure.

1. Start by presenting the different status of the indicators: grounded 
and normalized. Grounded and normalized do not refer to two types of 
indicators, rather to two different versions of the same indicator (see 
comment in Slide 8).

2. Explain the process of building an indicator, from the MQ questions up to 
its normalized value (see comment in Slides 9 and 10). There is no need to 
make this explanation too technical and detailed, rather the logic and the 
rationale should be set out.

3. Briefly introduce and describe the criteria for selecting the indicator (see 
comment in Slide 11). A technical explanation of each criterion is not 
necessary; instead it should be shown that there are defined criteria for 
selecting indicators.

4. Introduce how the indicators will compose indexes. The figure in Slide 
12 summarizes this process. Recap the aggregation from questions to 
indicators and introduce the aggregation from indicators to indexes with 
the normalized value. Slides 13-15 explain how the indicators are classified 
into groups, on the basis of the theoretical framework previously defined. It 
is important to highlight that Protection Risk classification is mainstreamed 
across the other two frameworks.

5. Lastly, present the indexes resulting from the classification and aggregation 
of indicators. 

At the end of the session, introduce Handout: HD12 IPSI Briefing Note and 
Handout: HD13 List of Indicators for further reference and understanding on 
the IPSI and its uses and limitations.

3.B) INTRODUCTION TO THE IPSI

GUIDELINES 3.1, 3.1.6, 3.1.7 TOOLKIT: RS21, RS22 RS25

120 min (30 minutes for role play)

Projector
Flip chart
Markers
Amplifiers

Presentations supported by handouts
Role play

PowerPoint presentations:

 • PT08 Standard Focus Group Discussions
 • PT09 Designing the Tailored NCP Process

Handouts:

 • HD14 FGD Role Play

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS
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Session Five: Adapting the Approach
to the Context of Each Community

Learning Outcomes:
•	 Knowledge to conduct a solid context profiling
•	 Knowledge of how to adapt the approach to the context of each targeted community
•	 Defining objectives and procedures for each step of the process.

3.5

i. Triggers Mechanism i. Narrated Community Perspective

ii. Standard Focus Group Discussions

DESCRIPTION DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE
GUIDANCE

GUIDANCE

Introduction to the Triggers Mechanism: types of triggers, and how to 
operationalize and use them during CPA implementation.

What the NCP is and its objectives. Explanation of the contextual determinants
to tailor a safe, solid and efficient participatory NCP process. Explanation of
how to conduct a participatory Tailored NCP and who is involved.

Introduction to Focus Group Discussion and the objectives of the technique
within the CPA. Description of which data should be collected and how: Triggers
Mechanism and Topics of Inquiry. Provision of details about the FGD
preparation and implementation process and the use of facilitating tools.

N/A

N/A

HD14 FGD Role Play

1. Start by defining what a trigger is and what it represents.
2. The four types of trigger are then presented to explain how they are 

functional to easing and reducing the time needed for the data collection 
process while better targeting identified protection risks.

3. Describe how the Triggers Mechanism automates the MQ and IPSI results. 
Underline throughout the session that the Triggers Mechanism stands as 
the system linking all the CPA components of analysis and data collection.

1. Start with a general introduction video of the process of narrative data 
collection, then present the corresponding CPA phase and step (see 
comment in Slide 3).

2. What the Tailored NCP process is and how to design it: start by explaining 
the NCP process as a main source of qualitative information (see 
comment in Slide 4). Guide the discussion through the main elements of 
the definition and link them with the process of tailoring the approach (see 
comment in Slide 6).

3. Discuss possible limitations related to each context (see comment in Slide 
8) and how to continue collecting data while taking into consideration the 
limitations.

4. Define the main contextual determinants influencing the data collection 
process, how to analyze them and to extract a specific NCP mode for each 
combination of determinants (see comments in slides 11-15).
Close the presentation by linking the Tailored NCP process with the CPA 
Mode selected for the context. Review TOOLKIT: RS25 Designing the 
Tailored NCP Process for further guidance and information

1. This section begins with a role play aimed at shedding light on the 
different field findings. Handout: HD14 FGD Role Play provides detailed 
instructions on how to build the role play, together with two scenarios that 
can be used. If the trainer chooses one of the suggested scenarios, he or 
she should ensure its relevancy to the context. The trainer should provide 
guidance and facilitate discussion by following Handout: HD14 FGD Role 
Play. At the end of the role play, facilitate a public session to discuss the 
main findings.

2. Present a recap of the CPA process to position the current session 
within overall CPA implementation. Present the general objectives of the 
Standard FGD, along with key aspects differentiating Standard FGDs and 
Tailored FGDs (see comment in Slide 11).

3. Present the Topics of Inquiry and explain the type of information to be 
collected. Present the example of Topic of Inquiry and the relation with MQ 
and IPSI (indicators).

4. Explain how FGDs are prepared, organized and facilitated: 
• Preparation ‒ emphasize the importance of reviewing collected 

secondary data 
• Organization ‒ emphasize the need for leverage, and respect and 

reinforce the communication channel established in previous steps 
• Conducting ‒ ensure understanding of the facilitation and data 

collection tools (see comment in Slide 20). 
For further details, please review TOOLKIT: RS21 Standard FGD 
Preparation Checklist and RS22 Standard FGD Facilitation Checklist.

4.A) STANDARD FOCUS GROUP DISCUSSIONS 4.B) DESIGNING THE TAILORED NCP PROCESS

GUIDELINES 3.2 TOOLKIT: RS25, RS26, RS27, RS28

60 min

Projector
Flip chart
Markers

PowerPoint presentation

PowerPoint presentations:

 • PT10 Community-Tailored Process

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS
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Summary of Session Method:
The session is mainly explained through a PowerPoint presentation. The session in-
troduces the different steps related to Context Profiling. It defines the main objectives, 
and how to conduct Legal Mapping and the Tailored NCP process. It outlines the main 
considerations related to Technical Implementation and to Risks and Resources Maps.

Session Outline:
The session provides insight into Legal Mapping, Tailored NCP Field Sessions, Digita-
lization of Maps and Technical Assessment, taking into consideration the objectives for 
each topic.

i. Legal Mapping

ii. Tailored NCP Field Sessions

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

Introduction to what Legal Mapping is and key aspects in considering its 
implementation. Explanation of the proposed criteria and features to establish 
the need for Legal Mapping, and tailor it to the context requirements.

Explanation that the Tailored NCP is the process to adapt data collection to the
conditions of security, access and previous knowledge of the area. Description
of the set of data collection techniques provided and how these can be mixed 
to adapt to the context.

N/A

N/A

1. Start by defining the corresponding CPA phase, step and main 
characteristics.

2. Introduce the objectives of Legal Mapping. Illustrate the main legal 
protection concerns and the process to design context-relevant legal 
mapping.

3. Emphasize how the process makes use of the data collected so far in 
order to avoid overlapping with existing legal-mapping mechanisms.

1. Recap the results and discussions of Session Four: Designing the NCP 
Process.

2. Explain that this current session applies once the process has been 
designed, and must be implemented in the field.

3. Provide a sound description of the main objectives of the process and 
provide details of each data collection that can be used.

4. Stimulate open discussion of a context-based scenario proposed by the 
participants and facilitate the decision to use mixed techniques. Make 
sure to delve into the following aspects: the preparation needed, available 
data and information, consequences and limitations.
For further details, please review TOOLKIT: RS26 Tailored FGD 
Facilitation Checklist, RS27 Individual Interviews Facilitation 
Checklist, RS28 Transect Walks Facilitation Checklist.

5.A) COMMUNITY-TAILORED PROCESS

iii. Digitalization of Maps and Technical Assessment

DESCRIPTION

HANDOUTS

GUIDANCE

What the objectives of map use are and the process of digitalization. Definition
of what Technical Assessment is: its goals, and when and how it can be carried
out to identify the need for its application.

N/A

1. Digitalization of Maps: Describe how the maps have been developed and 
relate to the data collected so far. Maps are compiled and digitalized.

• Emphasize the role of the maps in supporting the community 
empowerment process and in organizing internal resources to inform 
the strategies of early warning, preparedness and risk reduction.

• Define the different roles and responsibilities of staff members and 
the different uses of the maps.

2. Technical Assessment: provide the definition of Technical Assessment. 
Describe the objectives of the process. Emphasize that the Technical 
Assessment should be designed to aid the specific understanding 
of technical aspects related to the community’s context. Technical 
Assessment can take different forms originating from the primary technical 
expertise of the implementing organization.

3. Delve into humanitarian standards, local standards and the community’s 
perspective, underlining that all aspects contribute to designing relevant 
Protection Response Plans. Note that the Technical Assessment process 
is highly dependent on the expertise available within the organization (see 
comment in Slide 25).
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Session Six: Individual Protection
Approach

Learning Outcomes:
•	 Understand the Individual Protection Approach as a system, and its steps
•	 Understand the methodological approach, process and tools supporting 

implementation for each step of the IPA
•	 Recognise the complementarity between the IPA and other CPA steps
•	 Acknowledge roles and responsibilities to effectively and efficiently organize and 

implement IPA steps, with awareness of the time lines and resources needed.

3.6 Summary of Session Method:
The session is presented primarily through PowerPoint presentations. For each step 
of the IPA, it introduces definitions, processes, building principles, tools and a list of re-
sources to further strengthen the field staff’s knowledge, understanding, implementation 
and capacity building. Handouts of key tools and supporting documents are provided to 
participants.

Session Outline:
The session introduces and illustrates the methodological approach and tools for each 
step of the Individual Protection Approach system, providing participants with sufficient 
information to understand the system, its implementation and its importance in planning.

GUIDELINES 3.2.5 TOOLKIT: OP22, OP24, RS40, RS42, RS43

7.5 hours distributed over multiple topics.
(This session specifically applies when an organization 
decides to implement CPA Mode 2 or Mode 4, which include 
the Individual Protection Approach. The whole session acts as 
a specific learning process to govern all IPA preparation and 
implementation).

Projector
Flip chart
Markers
Tape
Handouts

PowerPoint presentations supported by handouts

PowerPoint presentations:

 • PT11 IPA Snapshot
 • PT12 IPA Identification
 • PT13 IPA Assessment
 • PT14 IPA Linking and Analyzing
 • PT15 IPA Preparatory Phase

Handouts:

 • HD15 IPA Vulnerabilities Identification Form
 • HD16 UNHCR, Guidance on the Use of Standardized Specific 

Needs Codes
 • HD17 IPA Informed Consent Process
 • HD18 Calendar Notifications Dictionary Handout
 • HD19 Status of Referrals
 • HD20 Time Frame for Status Change
 • HD21 Documents and Tools Required for IPA Ethical Approval
 • HD22 IPA Roles and Responsibilities

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS

 • RS42 IPA Triggers Operationalization Tool Guidelines
 • OP22 IPA Organigram

i. Aims of the IPA induction training

ii. Introduction to the IPA definition and steps

iii. IPA building principles

DESCRIPTION

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

GUIDANCE

The session presents the goals and a general outline of all the topics to be
addressed.

Understanding of the IPA as a system and analysis of the definition of Individual
Protection Approach.

Introduction to the protection mainstreaming principles.

N/A

N/A

N/A

1. Provide the link with the materials available to guide organizations setting 
up and implementing the IPA (see comment in Slide 2).

1. First introduce the definition of IPA, highlighting key words; then present 
the IPA steps (for further guidance see Slides 3 and 4).

2. Conclude with Slide 5, which states the key characteristics of the IPA, 
pointing out the specific nature of the underlying methodological approach.

1. Introduce the protection mainstreaming principles; ask participants to 
explain each principle, then provide the definition.

2. Explain that the IPA Module contains a full chapter focusing on how to 
mainstream the protection principles during IPA implementation, and 
provides guidance and tools to be used by organizations.

3. Further describe how the protection principles are mainstreamed, while 
going through each step of the IPA.

6.A) IPA SNAPSHOT
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i. IPA identification step: why, who and how

 ii. Vulnerability identification 

iii. IPA Triggers Operationalization  

DESCRIPTION

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

Explanation of who “persons of concern” are for IPA intervention, and the 
methods applied to identify them.

Presentation of the Vulnerabilities Identification Form.

Introduce participants to the IPA Triggers Mechanism: what are IPA Triggers, 
how we operationalize the mechanism and what are the tools available.  

HD15 IPA Vulnerabilities Identification Form

HD15 IPA Vulnerabilities Identification Form
HD16 UNHCR, Guidance on the Use of Standardized Specific Needs
Codes

1. Start by clarifying why we engage in the identification process. This is to 
make clear that the IPA is not only a mechanism for referral to third parties 
but also a system to support organizations acting as service providers.

2. Slide 4 delves into who people of concern are for the IPA, giving time to 
discuss key words: a) right-holders, b) physiological, safety and dignity 
needs, and c) immediate needs.

3. In plenary discussion, start by defining the characteristics of your 
population of concern, and wrap up highlighting the AGD dimensions.

4. Use Slide 5 to introduce the Pyramid of Needs, which clearly defines what 
physiological, safety and dignity needs are.

5. Slide 6 unwraps the definition of “immediate action is required”, linking 
it to the Protection Egg Model. Clearly underline that the IPA focuses on 
identifying individuals who are in need of responsive actions to ensure 
their survival (for further guidance see Slides 4, 5 and 6).

6. Slides 7 to 10 provide guidance on how identification should be structured: 
self-reporting, referral by others, NCP activities. When presenting Slide 
7, introduce participants to the need to develop their own identification 
strategy. The subsequent slides provide examples of how to operationalize 
the different identification modes.

7. Therefore, throughout the presentation, participants should be involved 
in reflecting on how this process could be developed within their own 
operations, thinking about what resources are available and what 
resources are needed. This will lead to a first draft of their Identification 
Strategy (for further guidance see Slides 7-10).

For further details, please refer to IPA Module: RS40 Identification Strategy 
Resources.

1. Explain when the form should be used and what it is for. Share Handout: 
HD15 IPA Vulnerabilities Identification Form with participants (for 
further guidance see Slide 12).

6.B.) IPA IDENTIFICATION

HANDOUTS

GUIDANCE

HD16 UNHCR, Guidance on the Use of Standardized Specific Needs
Codes
OP24 IPA Triggers Operationalization TOOL Guidelines 
RS42 IPA Trigger Mechanism Guidance Note

• Link back to the last slide in the IPA identification step of why, who and 
how. Introduce what the IPA triggers are, and share Handout: HD16 
UNHCR, Guidance on the Use of Standardized Specific Needs Codes

1. For further guidance see Slide 13.
2. Highlight that the IPA triggers inform but do not physically identify. Thus, 

the IPA triggers need to be operationalized.
3. Move to the next slide to explain each of the steps in IPA trigger 

operationalization, and Slide 15 to resume the steps.
4. Lastly, introduce the IPA Triggers Operationalization Tool through Slide 

16 and OP24 IPA Triggers Operationalization TOOL Guidelines, 
explaining the three main pages of the tool. For further details, please 
refer to RS42 IPA Trigger Mechanism Guidance Note.

5. End the session by listing all the tools and resources available for further 
understanding and implementing the IPA step.

i. The IPA assessment step: why, when and how

ii. Key steps in IPA assessment

DESCRIPTION

DESCRIPTION

HANDOUTS

GUIDANCE

GUIDANCE

This guides participants through the logic, conditions and tools of the 
assessment step.

This looks into the key steps of the IPA assessment process and how these are 
reflected in the IPA Assessment Form:
• IPA assessment of community incidents, one household, more than one 

household, a family and its members
• The IPA Informed Consent process
• Needs assessed by each type of IPA Assessment Form
• Discussion on how to respond to the needs.

N/A

1. Introduce the new topic by visualizing the steps and definition of the IPA 
system (Slides 2 and 3). 

2. Explain why we carry out an assessment of needs and then what 
conditions must be met to initiate the assessment, ensuring that due time 
is dedicated to explaining or reminding of the IPA building principles (for 
further guidance see Slide 5). 

3. Introduce the IPA Assessment Form, highlighting what it is and what it 
is not, to ensure that everyone understands the difference between the 
IPA Assessment Form and other types of tools used for data collection or 
needs assessment. 

4. End this section by explaining the steps to be taken to fill out the assessment 
form (for further guidance see Slides 6 and 7).

1. Explain to participants that the IPA Assessment Form is to be used to 
assess the needs of a community, HH, MHH or a family and its members. 
Remind attendees of the CPA definition agreed upon for community, 

6.C) IPA ASSESSMENT
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HANDOUTS HD17 IPA Informed Consent Process

household and family. Introduce the IPA Informed Consent process, 
emphasizing this as one of the key building principles for the structure 
and logic of the IPA Assessment Form (for further guidance see Slide 
10). Then, with the support of Handout: HD17 IPA Informed Consent 
Process, explain the steps in the Informed Consent Process. 

2. Describe what needs will be evaluated through IPA assessment, first 
acknowledging the background conditions that have led to specific needs 
(emergency shock, life-threatening situation or slow-onset emergency), 
then examining the specific areas/sectors of assessment (for further 
guidance see Slides 12, 13 and 14). 

3. The last step in assessment is discussion of how to respond to the identified 
needs. Show and explain how this is guided by the IPA Assessment Form 
(Slide 15). 

For further details, please refer to IPA Module: RS43 IPA Assessment Form 
Steps Guidance Notes.

i. IPA Link and Analysis, IPA Information Management System

DESCRIPTION

HANDOUTS

GUIDANCE

Introduction to the IPA Information Management System as the tool to 
document, monitor and analyze referrals.

HD18 Calendar Notifications Dictionary Handout
HD19 Status of Referrals
HD20 Time Frame for Status Change

1. The section starts by building participants’ understanding of what 
“guidance” is and what “mediation” is, and the conditions to be met in 
order to choose one of the two courses of action (for further guidance see 
Slides 4 and 5).

2. Present the IPA Information Management System (IMS), its key functions 
and its additional features to support management of cases and referrals 
(Slides 6 and 7), and describe each tab in the IMS (for further guidance 
see Slide 8).

3. Provide a detailed description of the steps for processing, monitoring and 
closing self-referrals, external referrals and internal referrals; as well as 
referral status and closure status (for further guidance see Slides 10-16).

4. The last slide introduces the analysis domains that can be produced by 
the IPA IMS.

5. List the tools and reference material available to organizations.

6.D) IPA LINKING AND ANALYZING

i. IPA preparatory phase

DESCRIPTION

HANDOUTS

GUIDANCE

The aim is to provide sufficient guidance and information for organizations to
develop their own plan of action to initiate IPA implementation.

HD21 Documents and Tools Required for IPA Ethical Approval
HD22 IPA Roles and Responsibilities
OP22 IPA Organigram

1. Start by introducing the different IPA implementation modes, and provide 
guidance on how to decide which implementation mode is the most 
appropriate for the organization. Introduce the methodological approach 
of each IPA step, while going through the two slides. It is important that 
the trainer reminds participants of the previous sections to further ensure 
a clear understanding and knowledge imprinting (see Slides 4 and 5).

2. The next step in the preparatory phase is contextualization of the IPA 
tools, providing a short description of contextualization fields for each tool 
(see Slide 6).

3. Ethical review is the final step in the methodological conceptualization of 
the IPA and its implementation mode. Participants are provided with the 
list of documents to be developed and shared for ethical review in the 
form of IPA Module: OP22 IPA Organigram. The IPA organigram is then 
introduced and further explained through Handout: HD22 IPA Roles and 
Responsibilities.

4. The last two slides explain the time frame for the preparatory phase and 
IPA implementation (for further guidance see Slides 9 and 10).

6.E) IPA PREPARATORY PHASE
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Learning Outcomes:
•	 Understand how data from the MQ and the IPSI is used and analyzed
•	 Familiarize with some basic data analysis and visualization
•	 Understand how qualitative analysis combined with quantitative analysis in 

implementing the Integrated Protection Approach.

Summary of Session Method:
The session is mainly conducted through PowerPoint presentations. These presen-
tations introduce different basic IPSI analyses and visualizations, referring to relevant 
handouts and tools for further understanding. It introduces the systemized process of 
analysis, indicating the tools and main outputs of the CPA. 

Session Outline:
The session introduces different analyses resulting from the IPSI to guide CPA metho-
dology and to program operations and advocacy. In parallel, it presents standard data 
visualizations to become familiar with, and identifies potential uses in the context.

i. Principle of returning to the indicators

ii. IPSI analysis

DESCRIPTION

DESCRIPTION

HANDOUTS

GUIDANCE

GUIDANCE

Understanding how the IPSI should be interpreted and analyzed.

Presentation of some basic and useful ways to use and visualize IPSI analyses.

N/A

1. Present the logic behind the IPSI structure, through the figure presented 
in Slide 3. The presentation explores the theoretical framework and the 
whole process that is built on to yield the final index. It is important to 
fully illustrate how “returning to the indicators” (cross-checking indicators 
with index results) is essential to interpreting the indexes. The indicators 
contain the grounded information (see comment in Slide 3) that underpins 
understanding the index values. 

1. Start by presenting the Priority List for programming, and how to conduct 
and use it (see comment in Slide 4). Before continuing, present Handout: 
HD23 IPSI Visualizations so that participants may take notes on the 
visualizations as needed. Once the handout has been introduced, you can 
explain the graph showing the Community Safety and Dignity Profile (see 
comment in Slide 5). 

2. Continue by showing how indicators can be tabulated to describe the 
situation in the community in a more granulated way (see comment in 
Slide 6). When explaining correlation analysis, avoid technicalities and 
focus on its possible uses (see comment in Slide 7). 

3. Lastly, briefly explain the three maps presented in Slide 8 (see comments). 
4. Optionally, you can take a few minutes to navigate through the CPA 

Platform and show more visualizations, focusing on the dynamism offered 
by the platform (if the organization uses the CPA Platform).

7.A) QUANTITATIVE ANALYSISSession Seven: Quantitative Analysis,
Qualitative Analysis and CPA Products

3.7

GUIDELINES 4.1,4.2 TOOLKIT: OP11, OP12, OP13, RS09

60 min

Projector
Flip chart
Markers

Presentations supported by a handout

PowerPoint presentations:

 • PT16 Quantitative Analysis
 • PT17 Qualitative Analysis and CPA Products

Handout:

 • HD23 IPSI Visualizations

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS

HANDOUTS HD23 IPSI Visualizations
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i. Qualitative Analysis and CPA Products

DESCRIPTION

HANDOUTS

GUIDANCE

Explanation of how to conduct CPA qualitative analysis, also exploring the 
links between quantitative and qualitative data, and illustrating the relevant 
CPA tools.

N/A

1. Start by providing definition of the protection analysis process and its 
main objectives. Describe the objectives of the analysis and how this 
is functional to elaborating Protection Response Plans and Community 
Profiles. Explain the elements of each output (see comments in Slides 4 
and 5).

2. Show all the steps in the analysis process: from previously collected data 
(step 1) to protection analysis, along with its rationale (safety and dignity 
framework) and the development of activities, and the elaboration of 
outputs (PRPs and Community Profiles). 

3. Emphasize the technicality behind the process and the links between the 
MQ/IPSI (indicators), data collection and data analysis (see comment in 
Slide 7). 

4. Optionally, display the tools using the CPA Platform: navigate through the 
process described and the tools in the platform. 

For further details, please refer to TOOLKIT: OP11 Protection Analysis, 
OP12 Development of Activities, OP13 Protection Response Plans, RS09 
Community Profile Sample Format.

7.A) QUALITATIVE ANALYSIS AND CPA PRODUCTS 

Learning Outcomes:
•	 Understand when and how the MQ Update takes place

Summary of Session Method:
The session is mainly conducted through a PowerPoint presentation. The session focu-
ses on presenting when and how to update the MQ. A role play presents how to update
the MQ. It aims to have participants experience the difference between the MQ Update
and collecting the MQ baseline data.

Session Outline:
The session introduces and guides participants on the MQ updating process and prov 
des comparison between the MQ baseline and its update.

Session Eight: MQ Update3.8

GUIDELINES 5.1 TOOLKIT: RS31

105 min (incl. 75 min for role play)

Projector
Flip chart
Markers
Tablets: 1 per 3-6 persons (recommended)

Presentation supported by handouts
Role play
Public session discussion

PowerPoint presentations:

 • PT18 MQ update

Handout:

 • HD24 MQ Baseline vs Update
 • HD09 Standard MQ; not needed if tablets are available.

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS

i. Baseline vs update

DESCRIPTION

GUIDANCE

How the MQ updating process aligns with project cycles and how it compares
with the baseline.

1. Start by introducing when to update the MQ. Emphasize that the timing of 
MQ updates depends on specific considerations related to existing project 
or program cycles, and thus it is flexible and adaptable to the context. It 
is important to present specific aspects for analysis before a decision on 
timing is made, as described in the comments in Slide 3.

8.A) MQ UPDATE

>>
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ii. The updating process

iii. Role play

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

Brief explanation of how the MQ is addressed to interviewees during the 
updating process.

Role-play interview to simulate the MQ Update in the field. 

N/A

HD24 MQ Baseline vs Update
HD09 Standard MQ (or tablet)

N/A

1. Start by describing the MQ Update process, from downloading the data 
to recording changes. It is important to explain the difference in function 
of a key question and a filtered question, as this is a basic aspect of the 
updating process (see comment in Slide 5).

2. Make use of the examples provided to guide open discussion with 
participants to reflect on the MQ Update process.

1. Organize into the same groups as for the MQ interview role play. Before 
launching the exercise, explain Handout: HD24 MQ Questions: Baseline vs 
Update, the list of key questions and proposed reformulations to address 
these properly in the context during the interview. Note that this material 
is provided as guidance only: the interviewer’s experience and knowledge 
of the context underpin reformulation of questions relevant for interviews.

2. Launch the role play with the following instructions: 
• interviewees, be creative and imaginative in your answers. Put the 

interviewer in a conflictive and complex situation, but do not thwart 
the exercise. Do not do this constantly. The purpose is to move 
forward in the interview.

• interviewer, address the questions like a real interview. Pick up 
where you left the interview in the previous exercise. (During the 
simulation there may not be a previous answer, so just mark down 
the interviewees’ response).

• note-taker, take notes as if you were the real note-taker. Be attentive 
to contradiction by the interviewees. Take time to note down events 
that are worth mentioning in the later public session.

3. During the role play, the trainer has to visit each group, solve emerging 
issues to ensure the interviews flow, avoid long debate over a specific 
issue, and take note of key aspects discussed during the role play and 
later bring them to a joint discussion.

4. Once the exercise is finished, ask the note-takers to present the findings 
during the joint discussion and provide answers to doubts and questions.

2. Explain the difference between the first MQ implementation (the baseline) 
and the update. The way of addressing the MQ in the field differs so that it 
is more streamlined and efficient.

Learning Outcomes:
•	 Understand the different types of time analysis and their relevance
•	 Knowledge of the process to update Protection Response Plans
•	 Understand what Changes Sessions are and the implementation process.

Summary of Session Method:
The session is mainly conducted through PowerPoint presentations. It focuses on 
introducing the process of monitoring changes. Participants are guided to understand 
the outcome approach and how quantitative and qualitative data should be collected and 
combined to record specific changes in the community’s situation.

Session Outline:
The session introduces quantitative time analysis and how to link it with updating qualita-
tive data. For each aspect, goals and steps are outlined and discussed with participants.

Session Nine: Monitoring and Evaluation3.9

GUIDELINES 5.2, 5.3, 5.4 TOOLKIT: OP05, RS29

90 min

Projector
Flip chart
Markers

Presentations supported by a handout

PowerPoint presentations:

 • PT19 Time Analysis
 • PT20 Updating Protection Risks and Periodic Monitoring

Handout:

 • HD23 IPSI Visualizations

TIME REQUIRED

EQUIPMENT

METHOD

TRAINING
MATERIALS
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i. Updating protection risks

ii. Periodic Review of Protection Response Plans

DESCRIPTION

DESCRIPTION

HANDOUTS

HANDOUTS

HANDOUTS

GUIDANCE

GUIDANCE

Introduction to the topic.

The general objectives and the process of PRP updating.

HD23 IPSI Visualizations

N/A

N/A

1. Start by explaining this CPA phase and the main objective (see comment 
in Slide 2).

2. Explore the links between overall protection risk analysis, including 
qualitative data, and the quantitative time analysis resulting from MQ and 
IPSI updates.

1. Start by reading out the lessons learned from the Lebanon context. 
Stimulate a discussion on how the update should be carried out and how 
often (see comment in Slide 5).

2. Use the discussion to explain why, how and when to conduct the updates. 
Emphasize the different roles of staff members (see comments in Slide 6).

3. Detail what the update should look like and what to focus on to meet the 
general objectives for collecting evidence from the field.

4. Be sure to fully explain tips for recording updates, referring to TOOLKIT: 
OP05 Actor-Engagement Tracking (see comment in Slide 8).

9.B) UPDATING PROTECTION RISKS AND PERIODIC MONITORING

iii. Changes Sessions

DESCRIPTION

HANDOUTS

GUIDANCE

The general objectives and the Changes Session process

N/A

1. Start by defining the rationale of time analysis and monitoring.
2. Explain what Outcome Harvesting is and how it is linked to the NCP 

definition (see comment in Slide 10).
3. Describe the objectives of the Changes Session, making sure you guide 

participants in understanding how it relates to the specific features of the 
NCP process (see comment in Slide 12).

4. End the session by explaining the general process to implement Changes 
Sessions, making use of the provided lessons learned from the field.

i. Introduction to time analysis

DESCRIPTION

GUIDANCE

Introduction to the two types of time analysis ‒ change analysis and time series
analysis ‒ and their objectives.

1. Start by explaining what change analysis is and its uses, placing emphasis 
on how to use change analysis to guide Changes Sessions and to infer 
outcomes (see comments in Slide 3).

2. Finalize the presentation of change analysis by showing the plot graphs 
in Slide 4 as an example of visualization (see comment in Slide 4 and 
Handout: HD23 IPSI Visualizations).

3. Introduce time series analysis and its uses. Focus on explaining seasonality 
and the use of time series indicators (see comments in Slide 5).

4. Briefly describe the different types of time series analysis, without entering 
into technicalities.

5. Round off by explaining the two plot graphs in Slide 7 as time series 
visualizations (see comment in Slide 7 and Handout: HD23 IPSI 
Visualizations).

9.A) TIME ANALYSIS
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