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Train the Trainer: Introduction and Overview Material
Welcome to this three-day Train-the-Trainer programme on Sustainable Procurement — a hands-on, practice-oriented course designed to empower trainers to become a confident multiplier of knowledge within their municipality and beyond.
Sustainable procurement is no longer a niche concept. Anchored in international frameworks such as the United Nations Sustainable Development Goals (SDGs) and the European Union policy framework, it represents a strategic approach to using public purchasing power to create environmental, social, and economic value. For small municipalities in particular, procurement is one of the most powerful levers available to drive local economic development, strengthen resilience, reduce risks, and contribute to the SDGs.
This course is designed with a dual purpose:
1. To deepen participants' understanding of sustainable procurement in theory and practice.
2. To equip them with the skills, tools, and confidence to train others effectively in their local context.
Structure of the course
Over three intensive and interactive days, participants will move from foundational knowledge to practical implementation and finally to mastering the art of delivering your own training.
Day 1 – Knowledge
We begin by building a shared understanding of sustainable procurement: its definitions, dimensions, and policy context. We explore why it matters particularly for small municipalities — as a driver for circular economy initiatives, local market development, compliance, and risk reduction. Through role plays, argumentation exercises, and legal case discussions, participants will learn how sustainability aspects can be integrated into procurement processes with legal certainty. The day also introduces essential trainer skills, including adult learning principles, facilitation techniques, and strategies for handling common training challenges.
Day 2 – Analysis
The focus shifts to application. Participants will learn how to plan for sustainable procurement using tools such as spend analysis, market engagement strategies, sustainability criteria development, and lifecycle costing. Through hands-on group workshops, they will analyse procurement processes, revise tender documents, and work with model clauses and supplier questionnaires. Real-life case studies from similar municipalities will highlight both success factors and common pitfalls.
Day 3 – Practice
The final day is dedicated to building confidence as a trainer. Participants will refine a local training concept, adapt materials to their specific context, and practise simplifying complex procurement concepts. Each participant will deliver a mini-session and receive structured peer feedback and coaching. We will also address monitoring and evaluation, including KPIs, reporting mechanisms, and strategies to track local implementation. The programme concludes with action planning, commitment statements, and access to further support resources and communities of practice.
Our Approach
This is not a lecture-based course. It is participatory, practical, and peer-driven. Participants will learn by doing — through exercises, simulations, case analysis, and practice delivery. By the end of the programme, they will not only understand sustainable procurement; but be prepared to advocate for it, implement it, and train others to do the same.
Together, we aim to create a network of capable trainers who can translate sustainability ambitions into concrete procurement practices — strengthening municipalities and communities in the process.
Participants/Trainer Profile
Trainers should ideally be professionals with experience in municipal procurement and sustainability or public sector consulting. They can be external consultants, municipal staff, staff from regional authorities, regional managers, LEADER managers, NGO staff or staff from municipal administration.
Audience of trainings
Local officials, procurement officers, municipal clerks, sustainability officers, principals and administrative staff in municipal schools and kindergartens.
Methodology
Blended learning (online + in-person), interactive workshops, real case studies, checklists, and action plans.
Duration
Three days Train the Trainer, followed by periodic support sessions or check-ins. Modules of the training can be used in a flexible way, i.e. they can also be distributed over more than three days in a half day schedule.

Day by Day breakdown, available material and instructions
Day 1 – Knowledge
	Time
	Title & description
	Material
	Instructions and goals for the trainer

	2 h
	Introduction to sustainable procurement
1. Definitions (UN, EU, ISO 20400)
2. Environmental, social, and economic dimensions
3. Alignment with SDGs, local climate/resilience goals

	1_1_Presentation – Introduction to sustainable procurement
1_2_Quiz – Introduction to sustainable procurement

	You may want to start with the quiz. If you are holding your training online, you can use the survey function in zoom or mentimeter to do the quiz, or ask participants to raise their hands. 

Then an introduction to sustainable development in general, its dimensions, especially institutional ones, and finally what sustainable procurement means. You may also use postcards with different statements on sustainability and ask trainees about their understanding of sustainable procurement before starting the presentation. 

Goals:
· Establish a shared understanding of sustainable procurement by clarifying key definitions and frameworks (UN, EU, ISO 20400).
· Explain the three core dimensions — environmental, social, and economic — and how they interact in public purchasing decisions.
· Demonstrate how sustainable procurement contributes to the SDGs as well as local climate and resilience objectives, linking global frameworks to municipal action.

	1 h
	Why it matters for small municipalities
1. Public spending as a lever for change
2. Local economic development and circular economy
3. Risk reduction and compliance
4. Practical exercise: Argumentation support for sustainable procurement and frequently asked questions

	1_3_Presentation – Why it matters
1_4_Exercise – Why it matters
	After holding the presentation on arguments for sustainable procurement, carry out the exercise.
See document 1_4_Exercise – Why it matters. This is a partner activity in which one partner expresses criticism of sustainable procurement. The other partner must then respond, using the knowledge they have acquired so far. Either two people do this in front of the entire group, or each team receives a jar with different scenarios to draw from. They play these out in pairs and then gather/reflect on them in the plenary session at the end.

Goals:
· Highlight how public spending can be strategically used as a powerful lever to drive sustainability and influence local markets.
· Demonstrate the potential of sustainable procurement to strengthen local economic development, support circular economy approaches, and build community resilience.
· Equip participants with practical argumentation tools to confidently address frequently asked questions and advocate for sustainable procurement in their municipalities.

	2 h
	Legal & Policy Frameworks
1. Relevant procurement laws
2. Integration of criteria in tender documents
3. Practical exercise: How and where can sustainability aspects be considered with legal certainty? 
	1_5_Presentation – Legal & Policy Frameworks
1_6_Excercise – Legal & Policy Frameworks
	After the presentation on legal and policy framework, carry out the exercise to apply the theoretical knowledge. See document 1_6 Exercise – Legal & Policy Framework. 

Goals:
· Participants know the legal and policy framework for sustainable procurement in their countries
· Participants learn to identify legally permissible ways to include sustainability criteria in tender documents 
· Participants learn to distinguish between legally sound and risky or unlawful practices.
· 

	1,5 Std.
	Training Skills
1. Adult learning principles e. g. methodical approach to imparting knowledge
2. Facilitating vs. lecturing
3. Common training challenges & how to handle them

	1_7_Presentation – Training Skills – Introduction
1_8_Presentation – Training Skills – Exercise
1_9_Excercise – Training Skills - Rolecards

	See document 1_8_Presentation-Training Skills Exercise that you can do after the theoretical training session on training skills. This is a role play on dealing with reservations about sustainable and fair procurement and helps the participants to deal with objections and reservations.

Goals:
· Participants understand the principles of adult learning and are capable to apply them during a training
· Participants learn to deal with objections and reservations.
· Participants practice conducting conversations in an appreciative and solution-oriented manner.



Day 2 – Analysis
	Time
	Title & description
	Material
	Instructions and goals for the trainer

	2 h
	Planning and Implementing Sustainable Procurement
1. Steps to implementation
2. Tools and templates – what is out there
· Sources for criteria
· Model tender clauses
· Supplier questionnaires
3. Practical exercise: Developing sustainability criteria
	2_1_Presentation – Planning and Implementation Sustainable Procurement
2_2_Exercise – Planning and Implementation Sustainable Procurement

	This session is on how to initiate, plan and implement sustainable procurement. After a presentation on the various steps to implementation and existing support tools, there is a practical exercise on how to identify procurement priorities, select product groups and develop sustainability criteria.

Goals:
· Provide participants with a clear understanding of how to plan and implement sustainable procurement within their organisation.
· Familiarise participants with practical tools and templates and how to use them effectively.
· Enable participants to develop and apply sustainability criteria, strengthening their ability to translate strategy into concrete tender requirements.

	2 h
	Hands-on Workshop
Small group work: Revise and evaluate tender documents with sustainability in mind

	2_3_Exercise – Model tender copying paper
2_3.1_Exercise_Suggested solutions_Model tender copying paper

	The participants are split up in groups and must work on a tender for copying paper. The tender documents do not mention sustainability criteria. Groups are to research and propose sustainability criteria in the different steps of the procurement procedure. They can be given a link to sustainability criteria for copying paper or a real tender from the country where sustainability criteria are included. Document 2_3.1 with the solutions are for the trainer and can be distributed to the participants afterwards.

Goals:
· Enable participants to research, select, and justify appropriate environmental and social criteria for a specific product group, using available guidance and real-life examples.
· Foster peer learning and reflection through group work and comparison with model solutions.

	2 h
	Local Case Studies / Peer Sharing
1. Success stories from similar small municipalities
2. Pitfalls to avoid

	2_4_Presentation – Local Case Studies – Peer Sharing
2_5_Exercise – Local Case Studies – Peer Sharing

	Show a few examples of good practice by showing the presentation or making a wallpaper. You can also choose other case studies from your network. Then divide the participants in groups, distribute case studies and ask them to discuss these and answer questions such as: What do you think was the decisive factor for success? What are the pitfalls to avoid? Where would the difficulties lie in your municipality compared to the good practice, etc.?
Goals:
· Identify key success factors and common pitfalls by analysing real-life case studies and reflecting on what enabled or hindered implementation.
· Encourage peer learning and contextualisation by discussing how lessons learned can be transferred to participants’ own municipalities, including potential challenges and adaptation needs.


Day 3 – Practice
	Time
	Title & description
	Material
	Instructions and goals for the trainer

	30 mn
	Delivering Local Training
1. Adapting materials to the local context
2. Simplifying complex concepts
3. Encouraging behaviour change and collaboration

	3_1_Presentation – Delivering local training
	Goals:
· Enable participants to adapt training materials and examples to their specific municipal context, ensuring relevance and practical applicability.
· Strengthen participants’ ability to simplify complex procurement and sustainability concepts without losing accuracy, making them accessible to diverse target groups.
· Equip participants with strategies to foster behaviour change, engagement, and cross-departmental collaboration when delivering local training sessions.

	1 h
	Monitoring & Evaluation
1. Tracking implementation locally
2. KPIs and reporting
3. Feedback mechanisms

	3_2_Presentation – Monitoring & Evaluation
	Goals:
· Build participants’ understanding of how to systematically track the local implementation of sustainable procurement practices.
· Introduce practical KPIs and reporting approaches to measure progress, demonstrate impact, and ensure accountability.
· Develop effective feedback mechanisms that support continuous improvement, learning, and long-term institutional change.

	2 h
	Practice Sessions
1. Each trainee delivers a mini-session
2. Peer feedback

	3_3_Presentation – Practice Sessions
3_4_Exercise Practice Session

	See document 3_3 Presentation - Practice Sessions. Participants develop a mini training session individually or in pairs using the knowledge they have gained throughout the course. They then deliver the mini session. Due to time constraints, it would probably rather be a presentation of their concept than really running a session. Followed by feedback from the other participants.
In document 3_4_Exercise Practice Session you can find examples for topics, but participants can choose their own content.
Goals:
· Give participants the opportunity to apply their learning by designing and presenting a mini training session, individually or in pairs.
· Build confidence in delivering training content and structuring a session effectively for a local audience.
· Foster constructive peer learning through structured feedback, enabling participants to refine their approach and presentation skills.


	30 mn.
	Wrap up / Next Steps
1. Certificate of completion
2. Access to toolkits, helplines, or communities of practice
3. Commitment statements/action pla
	/
	This is only an inspiration without any templates and material. You may want to provide a certificate and some kind of handout including sources of information.
This might also be an occasion to discuss how to get a commitment from the municipality and start planning the actions.
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