
Participant handbook

Participant handbook
Learning materials only. For staff joining the three-session series and optional clinic.

What this training is
 Three 90-minute sessions plus an optional 60-minute follow-up clinic
 Synthetic case studies only; no real beneficiary or operational records in exercises
 Skills focus: screen tasks, verify outputs, protect data, and draft bounded pilot charters
 Not legal advice; follow your organization’s policies and counsel

What you need
Item Required? Notes

Paid AI account No Default route uses pre-
supplied outputs

Camera No Typed chat participation 
is equivalent

Stable video No Phone plus chat route 
available (see technology 
checklist)

Pre-reading Optional AI use decision guide 
recommended

Session overview
Session You will practice

1 Seven-step screen; green, amber, red decisions; SMS 
translation case

2 Structured prompts; source-check tables; role-based workflow 
choices

3 Pilot charter; transparency card exercise; governance options; 
safeguarding and protection lens

Clinic De-identified workplace questions only

Your responsibilities
1. Protect data: Do not paste real names, case numbers, locations, or donor details into 

chat, worksheets, or any AI tool during the series.
2. Verify before action: Classroom decisions do not authorize operational use. A named 

approver at your organization must approve real work.

file:///var/folders/kd/qd262f_j37xd6gc0cs67rmt80000gn/T/pdf_build_8aw8wfwi/ai-decision-guide.md


3. Speak up: If you cannot access breakouts, captions, or materials, tell the host before 
Session 1.

4. Safeguarding: If you need to discuss a disclosure of harm or child protection concern, 
contact your organization’s focal point. Facilitators will not investigate in plenary.

Assessment
 Before Session 1: Pre-assessment (Kirkpatrick level 2 learning; performance scenarios 

plus short confidence items)
 After Session 3: Post-assessment (different examples, same skills)
 After each session: Optional session evaluation (Kirkpatrick level 1 reaction)
 About 30 days after the series: Optional transfer follow-up (Kirkpatrick level 3 

behaviour, self-reported)
 During sessions: Worksheets scored with a four-point rubric
 Results are reported in aggregate. Small groups (15 to 40) cannot support reliable 

subgroup analysis. Level 4 (organizational results) is outside this kit’s scope.

Materials you will receive
 Session worksheets and case text (HTML and PDF)
 Data-responsibility checklist
 Transparency card template
 Skills rubric (for transparency)
 Links to references

After the series
 Try one screening or verification step on an approved, low-risk task at work
 Bring de-identified questions to the clinic
 If your organization adapts this kit, affected-community representatives should be 

involved in that adaptation process (see AAP design note)

Accessibility
 Primary format: accessible HTML on the kit website
 PDFs are tagged (PDF/UA-1). Request HTML if PDF is harder for you.
 Describe visuals: diagrams include text equivalents in the guide pages
 Contact [host accommodation contact] for captioning, interpretation, or schedule 

adjustments

Licence

Content CC BY 4.0. You may reuse with attribution. Code Apache-2.0.

ParalleX Labs Inc. | Humanitarian AI Training Kit
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