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Foreword “i

FOREWORD

Two of the most iImportant Initiatives of the Greater Manchester Community Work
Training Group In the seven years since It was established have been the
Cormmunity Work Learning Programme and the Accreditation Process. These two
different complementary routes to the recognition of community work experience
have broken new ground In the validation of previous leaming. Kate and
Geraldine are co-tutors on the Community Work Learning Programme as well as
Convenor and Consultant/Assessor on the Accreditation Process respectively.
They have been key workers in the development of these Initiatives. Thelr own
wide experience of community work has glven them an understanding of the
frustration experienced by community workers and activists whose skilis and
knowledge go unrecognised because they have no paper qualifications.

The methods presented In this book are tiled, tested and evaluated. In my view
the best way to appreclate how effective the particlpative approach can be Is to
talk to the participants. When | have, they have described the effects of learning
to value themselves and others as extraordinary.

The success of the Community Work Learning Programme, however, does not only
rely on the methods used and the input from the participants - but also on the
skills, knowledge, experience and understanding of the tutors. Kate and Geraldine
have a fundamental respect for participants and belief In their abliities. This
contributes as much to thelr success with the programmes as thelr conslderable
skllls as community workers and tutors.

The Willlam Temple Foundation, with Its particular interest In promoting good
community work practice, skills acquisition and empowerment has Its own
publishing facllities and networks. It thus has been able to ensure that this
valuable material reaches a wider audience.

| am sure this book will be useful, stmulating and challenging not only to those In
the fleld of community work, but to anyone genuinely interested In adult learning.

Mary Kenny

Tralning ond Development Worker
Greater Manchester Community Work Training Group

July 1990
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Preface vii

PREFACE

HOW THIS BOOK
CAME ABOUT

We declded to wrlte this book after many years of fleldw.. v encouraging members of
community groups, community workers and other professionals to develop confldence
and awareness and gain new skills. Through reflecting on thelr experlence, sharing
Ideas and bullding networks, parficipants have gone from strength to strength., We
found that others were Interested In the approach, methods and materials we use and
we adimed to write a practical book for busy workers which would promote
participative leaming. The exerclises in Learning From Each Other are flexible and can
be adapted to use with your group as -y have been developed, tested and plioted
in different settings and with a varlety of participants, Including:

* experlenced community workers and activists on the Community Work Learning
Programme at the Unliversity of Manchester, Department of Extra-Mural Studies.

* management committees and staff teams In non-statutory organisations such
as law centres, youth projects, women's projects on team-buliding committee
responsibliities, defining aims and objectives, developing equal opportunities
Issues.

* local authority, community development and community education teams
through consultancy, training and evaluative research.

* Community Work Accreditation Process applicants and assessors on assessment
and development of evidence of experlence.

%* nelghbourhood groups on play, youth work, and decentralisation.

* local activists In a range of courses, e.g. counselling skills In community work,
equal opportunities practice, housing, women's rights.

* community heaith workers and community mental health resettiement teams
on community work and making contact with the community. »

* soclal studles and soclal work students In Social Work Issues In Practice courses.
* staff In basic, continuing, and further education on accrediting and validating

prior learning, designing a needs based curriculum, women and managernent
and portfolio bullding.

We have learned ¢ lot from working together and hope that you will too. Let us know
whether Learning From Each Other has helped.

49
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How 10 use this book

HOW TO USE THIS BOOK

The Infroduction outlines the principles behind a participative learning approach and
practical suggestions for putting them Into action. We hope that you will read this as It
sets the scene for tha chapters which follow.

The overall aims of the community work exercises In Leaming From Each Other are:

* to bulld up the confidence of participants by working from thelr
experilence and encouraging them to reflect on ond share thelr
leaming with others.

* to glve participants the opportunity to analyse the role of the
community worker In a varlety of settings and situations using the
experience of the group.

* to encourage participants to develop a planned approach to
community work which ensures that community work values are
Incorporated Into everyday practice and that accurate and positive
records of work are kept.

* to promote the validation and accreditation of learning from
experience through faclliitating the development of evidence and
methods of assessment,

Using the exercises

Each exerclse begins with a summary which should allow you to plan for the practical
recuirements of the exerclse such as space, literacy, moblilty, facliities, reproduction
and preparation. Time limitations are not given as the tir.:e needed for discussion will
vary conslderably with each group.

The alms for each exerclse follow the summary. You will need to consider the needs of
your group to ciecide whether a particular exerclse Is appropriate. Most of the
exerclses will Include a suggestion for a short warming up exercise to begin the session
with reflection ori relevant experience.

Suggestions for links between exerclses will appear at the end of each exerclse under
Additions or variations fo the exercise. These also Include ways to adapt the exerclse
for use with different groups.

Handouts, Worksheets and Working Papers accompany some of the exerclses or are
included In the Appendices. They may be reproduced for non-commercial
educational purposes provided the source Is acknowledged.
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Flipchart

Copy the text appearing here

The flipchart symbol Indicates that the texi should be copled on to a flipchart to
prompt and focus a discussion or brainstorm. Issues to raise or Points to consider are
Include:d as possible guidelines or prompts for discussion.

Tr.e Portfollo symbol Indicates that written
work following the exerclse may be useful.
Suggestions are given on ways to provide a
written record of learning by using the material
in the exercise or related adaltional work.
However, tutors should not feel that written
work Is always nhecessary. The portfolio work Is
an option only appropriate for some
Individuals and groups.

FOR
YOUR
PORTFOLIO

y
Planning a programme

The exerclses and chapters are linked but following them In sequence Is not hecessary.
A programme could be designed by selecting Individual exerclses, or using different
ones from several chapters. Chapter One Nufs and Bolts suggests methods of
Identifying need and planning a programme. Chapter Six Keeping Track of
Participative Leamning describes ways for tutors and organisers to remain aware of
Individual and group needs.

12
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INTRODUCTION

A PARTICIPATIVE
APPROACH
TO LEARNING

What are the principles behind participative leaming and how can
they be put Into practice? The Infroduction explores a theoretical
basis for participative learning and what tutors do when using a
partic!pative approach. The Introduction looks at how participants'
experience can be used and valued In a leaming programme - and
how they can share thelr experiences to gain support and learn from
eacn other.

A section entltied Terms used in the book defines the terms and
techniques employed.




2 Learning From Each Other

Learning From Each Other uses a participative approach to organising and facliitating
learning programmes and can be used with any group of adults with experience to
share. Three elements underlle the approach: using the experience of parficipants as
a basis for learning, vaiuing this experlence throughout the programme, and
encouraging participants to gain support and learn from each other. A particlpative
programme Is rarely simply a matter of getting people Into a room and asking them
what they want to do. Bullding a participative learning group requires a commitment
to the approach from everyone Involved.

The approach s particulary appropriate In community work learning programmes
because the alms and values of the two disclplines ara simllar. Community work and
participative learning Involve valuing people's skilis and quallties, enabling people to
take more control, challenging Inequalities and working for change. Tha necessary
criteila required for an effective community worker outiined In Working Paper 19 at the
end of the book demonstrate the similarity.

The communlty work exerclses In thils book are desighed to facllitate recognition and
sharing of relevant work and life experlence. As paitficipants examine what they have
done and accomplished, they are also challenged and stimulated by new or different
ideas within the group. Through this analysls, experienced community workers and
actlvists can develop an overview of community work and the ciltical elements
acquired In particular areas of work can be more easlly transferred to new situations.
Teachers of students with little or no experlence of community work should aiso find
the definitions of community work and the organisation of the material useful In
planning more directive leaming. The polints raised by the exerclses could be used In a
lecture format using examples from the tutor's own experience.

Using the experience of participants

The experlence which participants bring with them and continue to develop as a
learming programme nrogresses Is used as the foundation on which learning Is based.
Understanding the reiationship between what Is being discussed and previous and
current experlence willl help people to make sense of new ldeas and Information.
Reflecting on experlence helps participants to form new Ideas which are relevant,
lasting, and will make significcint changes In thelr attitudes and understanding. The
active learning process encourages the development of critical thinking about work:
to question and modify habltual practice In the light of new thinking. Rather than
wondering where a theory from a taught course fits Into work In “real life®, participants
are developing theorles of practice based on the Integration of experience and
Ideas.

A particlpative programme uses the experience of the group by negotiating the
content of sesslons, In designing materials based on participants' contributions and by
providing a flexible structure that focuses on current Issues and problems which are
relevant to the group. By consistently Integrating equal opportunity Issues Into session
planning, materials and discussions, all participants should find the programme
meaningful. Attentlon to feedback through monitoring and evaluation should provide
a check that those taking part find the programme applicable to thelr situation.
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Valuing participants' experience

For a participative programme to succeed, participants need to feel that they have
valuable and worthwhile experience tc bring to the group. Valuing experlence Is
therefore a second eilement running throughout all aspects of the programme.
Through being valued, participants begin to recognise the significance of thelr
experience, feel confident enough tc shcire what they have gone through, ana can
support as well as challenge others In the group.

Tutors need to use thelr group work skllis carefully as they are Integral to this process.
Perhaps most Importantly, tutors must think about how they pr:2sent themselves to
ensure that they do not create the feeling that they know everything there Is to know
about the Issues under discussion. Particlpative learning Is not a sultable setting for
gurus. (See the notes below under facliifator and tutor.) Instead, tutors will need to link
thelr knowledge of participants' background and experience with the Issues under
discussion to rnake sure that they are positively encouraged to take part. For
example, a tutor may ask one participant to expand on her experience because It
centres on an Important aspect of community work, encourage someone else to
Infroduce an area of work mentioned previously, suggest another wrlte up the notes
on a flipchart, chalr a discussion or report the feedback on behailf of a group.

Monltoring and evaluation can help tutors to pick up when participants feel they are
not being valued. An example from one programme we have been Involved with
llustrates this point: a casual question along the lines of "How do you think the
programme Is going?* revealed that two particlpants felt “left out* of the discussion on
management committees because they did not work with a formai structure., A
flexible schedule meant that a session on Issues they were experienced In could be
slotted In. They were reassured, felt valued and recognised that they had a |ot to offer
the group.

A simllar problem coine to light on a different programme when a particlpant's report
back on progress to the course committee revealed that she was feeling Isolated due
to a feeling of frustration about her skllls In English (which was her second or third
language). While the tutors were aware of her feelings, the chance 1o discuss ways
forward In this forum helped the other participants to recognise the depth of her
Isolation and to make sure that they Included her In fulure discussions.

Valuing participants means Involving them In the organisation, management,
monitoring and evaluation of the programme and responding to thelr views. For
further examples of monitoring and evaluation techniques, see Chapter Six: Keeping
Track of Participative Learning. Chapter One: Nufs and Bolts Includes a sectlon on
organising a programme committee and focuses on participant involvement.

Compliing a portfollo of tangible evidence of experlence (see the entry under
Portfolios below) can piovide participants with a huge boost of confidence. Tutors
can encourage participants to produce and expand records of thelr work on the
programme, for example: notes on sessions they have been Involved In facllitating,
worksheets they have completed, and comments on the notes from sesslons
clrculated by the tutors. Most of the exerclses in Learning From Each Other give
examples of how the material covered In the session can be worked on Indlvidually
after the session and used as evidence of learning In a portfollo.

1.5
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Sharing experience, gaining support
ind learning from each other

Particlpants can learmn a great deal from each other when thelr previously entrenched
views are challenged and If they develop a receptive approach to other ways of
thinking about work. Careful planning and thinking about the group are required to
develop an environment In which the members feel safe to learn. Learning from each
other will not be easy or enjoyable unless particlpants respect each other and feel
confident enough to alr thelr views and recelve feedback from the group. Without this
security, only limited participation will take place, and Individuals will become very
frustrated. Only a few wiil be confldent enough to contribute and the group's
dynamics wili quickly disintegrate Into confiict the first time a provocative Issue Is
ralsed.

4 Learning From Each Other

Some particlpants need to feel that they have time to express themselves and explore
thelr thoughts on an Issue. Others have been In aleadership role In a community
which has adliowed them to express opinlons on all matters and go unchalienged. In
both cases, Individuals need to be encouraged to share thelr experlence and will
benefit from belng challenged for different reasons.

The tone set In the early stages of any programme willi Influence the extent to which
sharing experlence and learning from each other comes about. The start of a
programme should concentrate on exerclses aimed at heiping the group to get to
know each other (see Chapter Two Gefting to Know Each Other) and bullding a group
Identity. The participants' work will involve Identifying thelr strengths, visiting each
others' places of work or projects, learning about each other's backgrounds and
experlence and drawing out common threads of experlence and backgrounds.

Using small groups and pairs to work on relevant materlals or Issues will encourage
sharing of experience and the development of support within the group. A bralnstorm
provides a non-threatening opportunity to share Idecs. Participative exerclses, such
as case studles In palrs and small groups, planning and organising sessions In small
groups, getting together Information or resource sheets and packs on Issues In self-
selecting groups, will all help this to come about. Working networks can be
established io conilnue after the programme Is finished.

While developing a supportive learning group, challenging may seem low on the
agenda. But sharp shocks and challenges will and should occur: belng "pulled up
short" has an Important role In ralsing awareness of Issues. An atmosphere of sharing
and support will help the conflicts which do arlse to be dealt with positively by the
group. For example, many particlpants resist or feel threatened by discussions of
equal opportunity Issues. The challenging nature of the programme and support for
those experiencing or acllvely addressing the varlous oppressions needs 1o be firmly
established as part of the group dynamic from the beginning of the programme.

Bullding good practice on equal opportunity Issues into all areas of work avolds the
situation where an Issue Is relegated to a particular session or weekend and separated
from day-to-day work. For example, an Isolated session on raclsm can bulld up high
anxlety 'avels for both black and white participants and unleash a lot of anger during
the session, Often people come away from such "anti-raclst t. Jining" feeling that
racism Is a very difficult subject which, thank goodness, has been "done" now. Sessions
on challenging oppression or raising awareness of attitudes need to be linked with

To
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Integrating change Into work practice or they will have little lasting effect. Not only will
this approach give the opportunity to make significant developments with leaming
programmes but the forward plans give participants something concrete to do with
thelr awareness of Injustice.

Developing appropriate methods
and materials

A participative leaming programme will need attention in a varlety of areas: In the
. recrultment and selection of a group which has a varled background and range of
experience to provide the basls for sharing, in the support required for getting to know
each other and In the monitoring necessary to keep track of deveiopments. The
following questions could be addressed by those Involved In organising learning to
help an analysis of a programme's participative approach. Werking Paper 28 contains
a checklist for evaluating a programme.,
1) How are we using participants' experence?

Check whether participants are Involved in negotiating the content.
2) How Is this experience beling valued and thelr confidence belng Increased?

Look at how tutors are presenting themselves,

Check group work sa'lls and methods In relation to this area.

Are participants encouraged to record thelr experlence?

3) How are participants encouraged to share experience and gain support from
each other?

Pciy particular attention to how s Is being carried out at the start of the
programme.

Check the methods through which momentum continues In the discussion,
Make sure that participants can and do challenge each other and the tutors.
Check that those challenging recelve the support of the tutors.

4) As certairn groups are undervalued and oppressed on the grounds of race,
gender, class and/or abliity, a systematic approach to equal opportunities
should be adopted. How do programme organisers ensure that participation
by oppressed groups Is not only possible, but positively encouraged?

Pay attention to recrultment and selection procedures. Publicity should reach
potential applicants from a varlety of backgrounds and experlence and thelr
experience should be valued In selection.

Provide adequate access and facllities for disabled people and sensible and
sensitive child-care arrangements.
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5)

6)

7)

See Chapter One: Nufs and Bolts for practical suggesilions on recrultment and
selection of parficipants and arrangements for chlld-care and accesslble
facllities.

How does the content of the programme provide opportunities to share and
develop work practice on equal opportunities Issues and challenging
oppression?

Include equal opportunities Issues In planning sessions, learning materials, case
studles and discussion.

Value and Initlate responses and challenges to oppressive and discriiminatory
practice and attitudes.

Value contributions from those whose opinions have traditionally been
undervalued, e.g. women, disabled peopie, working class people and black
people. Glve support to participants when they challenge other participants,
tutors, and management structures.

Involve resource people from groups which actively campaign on these Issues.
How will the programme be monitored and evaluated to assess effectiveness?

Bulid and maintain good systems of communication between participants,
programme organisers and tutors.

Use criteria and methods of monitoring and evaluation which are based on an
understanding of the Issues and practice.

Respond appropriately to the information provided by monitoring and
evaluation exercises.

Involve participants, tutors, programme organisers, resource people and
anyone Involved In the programme.

Include past, present and potential participants in programme organising
committees so that thelir views can be fed In,

Bullding a participative learning programme means a lot of hard work and
commitment to the basic principles of using and valulng experience and
learning from each other. What quallties and experlence will tutors and course
organisers need?

Hcve recent experience In the fleld to keep them up to date with the Issues
Involved in the work.

Be committed to the value of learning from experience and to applying a
participative approach to all aspects of the programme.

Be committed to ensuring that Issues of class, race, gender, abliity and age are
given a high profile in all aspects of the programme.

[y
o
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Have skilis In bullding up the confidence of indlviduals and a group, and in
sharing skills, knowledge and power with participants.

Be flexible In picking up and responding 1o *vibes® and Improvising If a planned
exercise Is not going well,

Use Imagination and creativity to keep participants' interest and tallor a
programme to meet the needs of each group. Modifications to material or the
way In which an exercise Is organised may be necessary depending on the
group and the setting. '

Participative leamning should poslitively promote *active learning" which engages
participants' thinking and encourages them to share In the process and content of a
learning programme. We hoge that Leaming From Each Other will help you to
organise programmes which are structured to allow this to happen. Making a
programme accountable to the participants and encouraging them to become
Involved In discussion about the development of the group will reap Its own rewards.
When participants take responsibliity for thelr leaming and apply It to thelr practice,
the organisers can genuinely feel that they have been effective *agents of
awareness",

: 1]



8 Learning From Each Other

Terms used in the book

The following list defines our understanding and use of terms and methods In
participative learning programmes.

Action learning

Actlon learning provides a structure for leamning In the fleld. Each particlpant is palred
with another who visits her at her place of work, The palrs work together at mutually
agreed times and agendas on the problems arlsing In adiiy vioik, The visitor acts as
consultant on current work Issues and "sounding board" for Ideas about how to resolve
problems,

Brainstorm

The term usually refers to an exerclse where particlpants are encouraged to contribute
Ideas on a particular toplc or Issue without worrying about order or iImmediate
application. The exerclse Is a good way to warm-up as particlpants can contribute
randomly, quickly and are not singled out for speaking. As the method can often
provoke a full and uninhibited exploration of a toplc, it may also be particularly useful
when a group has to make a difficult decision as the pros and cons of particular
courses of actlon can be eiiclted and considered. The exerclse should result In a
number of Ideas - some better than others.

In order for the Information from a bralnstorm to be useful, tutors may need to play a
role elther during or after the session In encouraging participants to organise and/or
evaluate the Ideas. Otherwlse, what results Is a haphazard list. The list could be
reviewed, discussed or summed up during the sesslon. Alternatively, the group could
be encouraged to look at the Ideas more closely after the Initlal brainstorm. For
example, they could organise or prioritise the contributions by declding which Ideas
are the most Important or fall Into a particular category. (See Feedback below.)

When writing up the notes from sessions, tutors should usually attempt to order the
contributions by sorting them Into different categorles, ellminating repetition and
making sure that obscure phrases are transformed to make written sense. The notes
from sesslons are often an opportunity to highlight important points which may not
have been explored fully during the session. Participants can also be asked to make
additions or comments to these notes to encourage further reflection and evaluation,

Flipchart

Topic for brainstorm

The fllpchart symbol Is often used to Indicate when a brainstorm should take place.
The words appearing on the symbol should be written up clearly so that participants
can keep the subject of the discussion In focus.




Introduction | 9

Case Studies

A case study Is the presentation of a sltuation for analysls: to determine what factors
created the slituation or possible ways to get out of it, Case studles aim:

* to share responses to famillar problems or lssues. The exerclse can be
useful In developing good practice or to develep methods for tackling
problems, '

* to challenge particlpants to tackle a new or different situation. Case
studles can be useful In encouraging awareness of Issues, equal
opportunities practice or other important areas of work which a group
needs some "prodding" to tackle.

* to assess understanding and experience. The response to a case study
can help analysls of an Individual's or group's development.

Ideally, tutors would be clear before the sesslon about the purpose of the exerclse.
But, predicting what willl be difficult about a case study Is not always easy or possible -
be prepared to think on your feet to support particlpants who have no Idea how to
tackle the slituation. If the case Is accurate and relevant, alittie struggling with the
problem may not be such a bad Idea. A good case study should reproduce the
dilemmas and cholces faced In real life. If participants are genulnely lacking In
experience, going through the case study together can be a useful exerclse.

Case studles can be difficult for participants If:

Blocks to confldence Interfere with the abllity or possibliity of transferring thelr
experience to the case study.

Thelr experience Is Inadequate to tackle the situation and they are not feeling
confident enough to admit It in the group.

The situation Is not easlly transterable to thelr own experience.
The situation presented seems lirelevant or unrealistic.

The way the case study Is written or presented makes the situation seem too
complicated or insufficlent in detall to understand.

Good practice wh 2n writing <1 case study:
Base the case study on a problem situation which has occurred In fleld work
practice. Using sltuations from your own experience or participants' experience
can be a good basls to start from.,
Clearly state the problem with enough detall to make It "real”.
Keep It short.

Make sure that you could come up with a response. (Try It out yourseif.)

9
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Add. "Whdit would you need to consider?" at the end the case study - to
emphasise the need to conslder options. This also allows your response to
requests for more detalls about the case to be: "What difference would that
make to your considerations?*

Address equal opportunity Issues.

Leave plenty of space for notes and make sure that there are enough pens
and pencills.

Ensure representation of different perspectives In the case studies (e.g. from the
point of view of activist, worker), to keep a practical edge.

The case studles In this book are based on common problems or Issues faced In our
own experlence and/or by the community workers we have worked with - they may
not be appropriate or relevant for every tutor or group. Case studies based on issues,
problems or situcitions ralsed by the participants will have more immediate relevance.
Get the group to pool Ideas for case studies and keep your ears open for appropriate
Ideas arising from the experlence of the group.

A number of examples of case studies and methods for them appear In Exercise 4.6
Case studles In group work, Exerclse 5.8 Case studies in commiftee problems. See also
Feedback below about methods of sharing the smcll group discussion of case studies
with the larger group.

Co-counselling

An arrangement for working In pairs where each participant takes turns to act a a
counsellor for the other. Discussion of work related problems can be beneficlal when
the participants come from simliar situations and backgrounds or when an *outsider's’
view provides clarification.

Discussions

Chalring discussions will Involve balancing a number of dynamics. Participants should
be able to relate the discussions to thelr own experience but should not be allowed to
bore the rest of the group. Sharing experlence means that participants require a
number of skills, belng able to: listen, contribute In both a supportive and a
challenging way, and respond to others In the group. Some group members may
have developed these sklils to a greater degree than others. The difference between
open attack and Interesting chalienge Is not always easlly detecrable and sensitivities
will vary. A deslire for honesty may need to be countered with a desire to protect
others' feelings.

Tutors will need to encourage useful and relevant examples and to avold long-
winded anecdotes, 10 encourage some participants to share thelr experience and
discourage othersl Ask yourself: s this group supportive and healthy, or simply
avolding difficult problems?  Discussing *Guldelines® for the group (see Exercise 2.3
Guldelines for the group) and using monitoring exerclises (see Chapler 6 Keeping track
of parficipative leaming) to alert you to problems may help, but sormetimes,
participation may seem more like an aim than a reality and tutors may need to
develop thelr own strategles to make progress.

OO
o
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Where discussion of Issues are called for In the exerclses, a list of Issues to consider or
Polnts fo raise willl be Included as suggestions. See Elict below.

Elicit

“Elicit* means to call forth or bring out something hidden or unexpressed. The role of a
tutor In a participative setting Involves calling on and drawing out particlpants who
have relevant experlence and assisting people to put thelr experience Into words.
Tutors need to be aware that our educational system has discouraged particlpation
and encouraged people to say only what the teachers want to hear. When
facllitating the exerclses, tutors need to both support and chollenge particlpants - not
o play a passive role.

Facilitator

A facliitator Is someone who eases or promotes actlon or process. In a participative
programme, this Is an actlive role as can be seen in the above entry under Discussions,
the Infroduction and the entry below under Tutor.

The level of Involvement of a facliitator In adult learning Is, however, a constant source
of debate. The term tends to be used when the worker Is Involved In an organising
role: someone who arranges groups and settings and who chairs debates. In a
parficipative programme, these activities require a knowledge of the participants 1o
declde on groupings, to support and challenge as required and to monitor and
evaluate the discussions. Some learning groups will function better with a facllitator
who stands back from direct Involvement and places more responsibliity for the
learning on the participants. A futor could be seen aditernatively as someone who
contributes thelr knowledge, understanding, or experlence to the discussion (see Tutor
below).

Facllitators will need to conslder participants' needs and the dynamics of a group as
well as thelr own style of working when declding on thelr level of Intervention with a
learning group - which will probably change as the group develops. Participants
should ciso be encouraged to use the exercises themselves.

Feedback

Feeding back Informatlon or Ideas from case studies (or any small group exerclse) can
be done In a varlety of ways. To avold the potential boredom of listening to several
groups listing thelr ideas, try some different ways to share the discussion:

Design a structure so that the feedback comes 1o a concluslon for the Issues
under consideration. For example, a "brainstormed® list of Information could be
fed back Into a sequenced, "stages* approach, separate columns for an
organised analysls, or lists of pros and cons.

Don't always feed back each group's response In sequence, get bits from
each.

Ask particlpants to agree on one or two key polnts to feedback to the larger
Jroup.

f‘\)
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Ask yourself (or the group) If the feedback Is really necessary. Has the
experience In the small groups been sufficlent?

Have a discussion of the exerclse Instead: What did you learn from tackling this
case study? or, What points will you take away and use In your work?

Guidelines or Grou:id Rules

Guldellnes or ground rutes about how a group will function are set by the group of
participants to ensure agreement on key polnts - particularly those to do with possible
polnts of friction - but also to ensure that expectations are reached. We prefer the
word "guldelines’, but the term "ground rules' seems to be In common usage. Ground
rules usually cover Issues such as: confldentlallity, smoking, punctuallity and levels of
participation - a combination of practical and princlpled considerations. Exerclse 2.3
Guldelines for the group describes how guldelines could be set with the group. A key
factor In setting ground rules Is setting a date for review.

Leaming Programme

This term Is used In preference to tralning course simply because we feel that adult
leamers are Involved In learning both Inside and outside of sessions and before and
after a course. ‘When organising a programme, this learning should be taken Into
account.

Network

In some clrcles, "network” or *networking" Is jJargon and has certalin unpleasant business
assoclations. However, the words accurately describe the working links which a
community worker bullds between Indlviduals, groups and organisations.  Working
relationships and lines of communication are bullt between people who know what
the others can offer In terms of support, resources and experlence. We have
sometimes used the phrase, "a snowballing effect," to describe how networks are bullt
up. A few Indlviduals are put Into contact with each other - they each contact a few
more - and the totai network of people becomes larger.

Participant

Participant Is used to describe the people who take part In a programme. The level of
participation will vary with different groups and programmes. With some, participants
may be simply contributing thelr own experience In a participative exerclse. Other
learning programmes willl Involve particlpants In the structure and direction of the
programme. In elther case, the key element Is active leaming which Involves the
learner's previous experience,

Portfolios

A Portfollo Is a collection of evidence of
experience and learming that has taken place
- elther Inslde or outside education or work.
The material included Is designed to
demonstrate the skllls, quallties, and
knowledge that the person has acquired. The
process of bullding a portfollo can include

FOR
YOUR
PORTFOLIO
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gathering together existing evidence, such as reports of work, publicity, photographs,
and job descriptions, as well as the preparation of new material. The Portfollo can
then be used for presentation In applications for jobs, entrance Into academic
Institutions or assessment of learning. The material in the Portfollo will need to be
selected and organised carefully according to which purpose the holder wishes to use
it for.

Many of the exercises Iri this book can be useful In demonstrating learning from
experience. In some cases, the process of preparation Is sufficient - many people will
not need or wish to present thelr Portfollos to anyone else. Participants can be
encouraged to develop evidence without woiryirig what the final product will look
llke. Selection and organisation may well be the final phase of developing a portfolio
- because building evidence of learning Is an excellent way to encourage people to
recognise and value thelr own learning. Whether they wish to use that evidence In
presentation Is aimost another Issue.

Hints for Portfollos to be used In presentation:
include a table of contents.

Include a very brief (one or two lines) summatry of strengths on the first
page to put the contents into context, e.g. Mary has six years of
community based work and a clear commitment 1o equal opportunity
Issues.

Include some form of c.v. (curriculum vitae) near the beginning to give
an overview of the person's exnerience.

Each portfollo owner should develcp her own structure for the
Information as be a positive statement of her experience. (For example,
she should not include a sectlon labelled "Further Education® unless she
has had somel)

Clearly labelled each item with an explanation of why It has been
included. For example, indicate what role the participant played In the
development of a plece of work - or why the issue presented Is
significant or Interesting.

Use a folder which will allow for easy removal and replacement of
material so that It may be re~-used on other occaslons.

Resource person

A resource person Is someone who Is called upon to contribute thelr expertise,
experience or approach to a session. Individuals or organisations may be asked to
assist with preparation for a session or to participate, as appropriate. A resource
person not only contributes relevant experience but will add to participants' networks.
See Working Paper 26 for a record sheet for Information about resource people.
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Tutor

The role of a tutor In a pariiclpative learing programme s active, requlres a good
understanding of the material and relevant experlence. The resources that such a
person has will assist the progress of a learning group as she will be able to put Issues
Intc context, contiibute examples to Indicate a way forward and share her facllitating
and organising skllls. The tutor Is responsibie for transferring responsibliity for the group
and the learning to the participants. The process of creating a participative aroup will
require considerable understanding and skllls. Chapter Two: Getting to Know Each
Other detalls a number of strategles for Increasing a group's confidence, developing
thelr networks and sharing skllls.

A tutor will need to present a model of a healthy group member: participating,
listening to and respecting others' contributions, exploring situations and Issues fully -
particularly In relation to equal opportunities Issues - and challenging assumptions
(e.g. asking for definitions of jargon, questicning accepted policy statements, asking
for clarification of general statements about practice). A tutor has to think carefully
about her behaviour as a member of the group to assess whether she Is supportive as
well as challenging. Listening to a group and watching them carefully wiil asslst
Informed judgments about their needs. Chapter Six: Keeping Track of Participative
Leaming contains a number of methods for assisting an analysis of a group. The
ciiteria used will e based on the tutors' own practice and experience as well as those
based on discuesion with others Involved.

(See also Facliitator above.)
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CHAPTER ONE

NUTS AND BOLTS

The "nuts and bolts', or practical arrangements for a learning
programme, can be cruclal in ensuring that a group will be able to
learn from each other and may require considerable planning and
organisation to get right. This chapter explores a number of important
Issues to consider when planning and Includes some useful checklists
for making arrangements. Read this chapter before you make a

budget!
A. SETTING UP A PROGRAMME page 16
B. RECRUITMENT AND SELECTION OF PARTICIPANTS

page 21
C. TUTORS' WORKING ARRANGEMENTS page 31
D.  RESOURCES AND FACILITIES page 33
E. RESIDENTIAL ARRANGEMENTS page 37

LEARNING FROM
EACH OTHER
A
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A. SETTING UP A PROGRANME
|dentifying need

Carrying out some Iriitial work on Identifying need Is essential for any proposed
programme. Sometimes, this Is stralghtforward: a specific leaming need may be
revedled through everyday work In a community, reglon or fleld of work. For example,
contoct with local workers may reveal a need for a leaming programme to look at

Issi <5 arlsing as a result of changes !n the law or government policy. Increased activity
In fne community on an Issue such as Play or youth work may bring to attention the
need for those Involved to share thelr experlence. A particular group In the
community may gain In confldence and see the benefits of meeting together to look
at common Issues affecting thelr lives, e.g. people with disabliities. A group member,
tutor or agency can respond to these situations and set up an appropriate
programme based on thelr needs. The aims and methods on the leaming programme
are then determined In consultation with the potential participants. As a result
participants are more likely to contribute to the sessions and feel stmulated by
learning something new.

How the consultation with potential participants Is undertaken depends on
the clrcumstances In which you are working. Let us take one example:

a worker or group of workers In a nelghbourhood or area of work may
wish to develop a learning programme for local actlivists, members of a
speclfic group or for the wider community.

In this situation, particlpants may be contacted In thelr day-to~-day work to find out
thelr views, assess thelr response to the Idea and agree a date for an open meeting.
Alternatively, a survey or letter may ask members of groups to respond If Interested In
suggested programme. An Invitation to an open meeting to share views about the
Intended programme would be Included. This meeting would Involve discussion of
appropriate adms and content. This method of confirming the training need glves
potential particlpants the opportunity to get Involved In all stages of the programme.

A different method of consultation may be more appropriate with the following
examples:
a community group (e.g. local management committee) may ask a
tutor or facllitator to put on a learning programme.

a team of workers may wish to look at a particular Issue in thelr work
practice.

a manager may commission a tutor to organise sessions for her staff
team.

In this group of examples, the needs of the group appear to have been already
Identifled. However, discussion of the proposed programmes with organisers and/or
potentlal participants may reveal that there are differences between the needs of
Individual group members or between the course organisers' perception of needs and
tr »se of potentlal particlpants, Negotlation of content Is one point at which to
address the possibly conflicting demands of participants. During discussicn and
planning of the pregramme, you may wish to consider whether a participative
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programme Is In fact appropriate with this group. If time Is imited and specilfic
learning objectives have been defined, the group may benefit frcrm more directive
Input.

Identifying less specific learning needs over a wider geographical area can be
revealed using surveys, monitoring practice, discussions, open meetings with potential
participants and Interested parties. Such methods may reveal that people are
Interested In learning a specific skill, gaining awareness or acquiring knowledge In a
particular area. Examples of programmes set up as a resuit of such consultation
Include assertiveness training, challenging racism courses and Information sessions on
housing laws. The need to alleviate isolation, shdre experiences and gain recognition
for experlence was expressed In a survey of unqualified workeis by the Greater
Manchester Community Work Tralning Group. This led to the development of the
Community Work Learning Programme.

Developing good practice In consultation with potential participants Is a vital first step
In Identifying need which Is often overlooked due to work pressure or complacency.
For example, a busy practitioners may be urder pressure from management to
produce results as In the following case:

A community health worker had a work priority "to educate the
community on healthy eating habits", She thought that an interesting
course for pensioners on this Issue was a speedy way to address this. The
course was planned and set up but no one came. The worker felt
disappointed and let down.

A preliminary survey of pensioners caried out by talking with the: n In soclal clubs,
luncheon clubs or other community settings may have revealed a lack of Interest In
the *Healthy Eating" course but have given the worker a chance to develop more
productive work based on thelr needs. Starting from where people are at can avold
wasted energy and disappointment.

Another worker's complacency may lead to consultation being seen as superfluous.
He may feel that he knows the comn:Jnity so well that he doesn't have to seek out

thelr views before setting up a programme. He runs the risk of particlipants feeling
unable to contribute and finding the content boring or Irrelevant.

Guidelines on
identifying learning needs

Use regular monitoring and evaluation of groups you are working with or
involved with to Identify needs for learning, training or support.

Use field work contacts to discuss whether they share your assessment,

Wwhen contacted by a group who have already Identified thelr needs, check
them out. Have declslons been collective? Has a worker, manager, or
dominant group member Identifled tne needs In the others' "best interests?"

Use surveys, open meetings and ietters to reveal needs amongst people In a
wide geographical areq.
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Getling together a
programme committee

Once the need for a learning programme has been Identifled, a programme
committee may take responsibliity for overseelng the running and progress of a
programme. We would encourage workers to form a steering group or training group
to oversee the planning and running of learning programmes at an early stage so that
skllis are shared, learned, and evaluation takes place In as wide a setting as possible.
Tutors will be encouraged to monitor and evaluate a programme as they go along,
produce a final report, and look at lessons learned If they are reporting to a steering
group rather than simply working on thelr own. Members of a wider group often pick
up Information and feelings on how the programme Is going “on the ground* and can
feed this back to the tutors.

Members of a programme committee should Include people who have had direct
experience of the needs belng addressed. For some programmes, the committee willl
simply conslst of the tutor (or tutors) and representation from participants - If not the
whole group. Other committees may also require or beneflt from representation from
sponsors, employers, managers, trade unions, the relevant tralining agency or other
training agencles, valldating bodies, past and potential participants, and/or other
representatives from the fleld. Any committee member should be clear about who
they represent and early discussion of the principles underlying the programme wilil
greatly help pregress.

Involving parficipants In any group which oversees the running of a learning
programme Is Imporiant:

- to share skllis, knowledge, and resources
- to Improve particlpants’' ablliity to set up similar programmes.

- to encourage participants to be Involved In decislons about the
programme,

- to Increase thelr understanding of the aims and structure of tha
programme.

- to ldentify problems and discuss solutions.

- to ensure that the programme continues to meet real needs.
A varlety of ways can be used to organise participant representation:

- publicising open meetings which all participants can attend.

- Inviting participants to elect representatives to the group.

- notifying participants of each meeting In advance and asking for
representatives,
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Particular attention needs to be paid to the way meetings are organised to maximise
the involvement of participants. We have written up some of the factors which we
have found to help or hinder participation and invite you to make addiltions.

Factors affecting participant involvement
on a learning programme comnmittee

Wwhat can hinder?

Use of jargon, Initials, and mystifying
language.

Boring items on the agenda which

are time consuming.

People with more time or power
setting the agenda.

Seating arrangements which are
hlerarchical or result in people being
hidden,

Participants' opinions not being
valued,

Inconvenient fiming of meetings.

Out of date or incomplete maliing
fists.

What can help?

induct and welcome new members,
Make sure that the atmosphere
aliows for interruptions for
clarification,

Use sub-groups particularly for
detailed work,

Have a convenor who is accessible.
Publicise a date by which the
members have to submit ltems for
the agenda. Have the convenor
telephone the members for any
agenda items they wish to add.

Try seating in a simnie circle and
suggesting where people sit,

Weicome particlpants. Introduce
everyone. Respond to and note ai
contributions.

Agree a sultable time for meeting
with participants. Rotate time of
meetings If @ common time cannot
be agreed. Offer chiidcare
payments,

Add your suggestions . , .
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The functions and responsibliiies of the committee could Include some or all of the
followln_g. to set and maintain the aims and objectlves for the programme.

- to appoint, manage and support the prograrnme tutors

- to recrult, select, and support the particlpants.

- to authorlse the budget and expenditure,

- to oversee the content and process.

- to campalign for resources.

- to provide an open forum where members of the committee and the
current particlpants can ralse any Issues of concem.

- to monitor progress and evaiuate the programme.

- to secure adequate funding, recognition and support for the
programme,

Setting the content
of a learning programme

Working out an appropriate leamning programme with a group means balancing the
needs of participants, tutors, programme providers, funders, employers, and not least,
the community. Some of the Issues to be considered Include:

What do the participants say they want the programme to be about?

Ask participants what they feel should be Included In the programme
during selection Interviews or the first sesslion and encourage
contributions of iIdeas throughout the programme.

When working with an existing group, think about meeting with them
Indlividually BEFORE the programme begins as negotiating the alms and
content of the programme may reveal differences In expectations.

Make a contract with the whole group about what the learning will
Involve to help clarlfication. Using an exercise to set guidelines for the
group (Exerclse 2.3), may asslst this process.

What has the publiclty about the programme offered?

Information about the programme willl have encouraged some self-
selection of participants who will expect certaln Issues to be coverzd.

Have employers or sponsors set an agenda for the programme? How speclfic Is
the remit?
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Tutors and groups may need to address aim:s set by other bodles and
negotiate content accordingly. They may aiso have to explain how the
content relates to certaln *competencles® defined by the sponsors.

What do participants In the group feel that the others need to cover?

A participative group should be chailenging as well as supportive. For
example, participants with disabllities may well recognise limitations In
awareness or understanding on the part of able-bodled participants
which will need to be adaressed.

What are the tutors' Interests and/or views?

Tutors will have experlence and Ideas about how a programme can
meet the overall alms. They should be clear about why certain Issues
should be covered and be willing to negotlate that with participants.

For example, tutors will feel that monltoring and evaluation of work, as a
key area of community work piactice, should be covered. They should
be prepared to argue why. If necessary. with reference to their own
overview of work and community development principles.

Assessing the needs of learners In a participative setting should Involve this variety of
perspectives. Tutors will be required io glve considerable time and thought to
planning a programme which will provide an opportunity for all participants to
participate openly, freely and confidently.

See Chapter Six: Keeping Track of Participative Leaming for further Ideas on how to
find out about participants' views, hopes and fears.

B. RECRUITMENT AND SELECTION
OF PARTICIPANTS

Unless a programme Is designed for a clearly defined and existing group of people
(e.g. "problem-solving” within a group, or, working with members of an elected
committee on management responsibliities) a two-way recruitrnent an selection
procedure Is Important for any short or long programme which alms to be
participative. Good practice In recruitment and selection will mean that:

- applicants can obtaln Information about a pi. Jramme and what 's
expected which willl allow them to declde whether they feel ready, able
and willing to participate.

- programme organisers can obtain Information about applicants which

wiil allow them to select a group who can learn from each other through
sharing experlence and supporting and challenging each other,

L
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Programme organisers will target individuals who are ready to learn from each other:
who will benefit from and contrbute to the group. For example:

- a short pregramme on Working with Community Groups on Health Issues
may want to target a variety of heaith workers who are Interested In a
community work approach as well as members of or workers with
community groups who have experience of health Issues.

- a long-term programme for experlenced community workers on Taking
Skllls Further would need to ensure that participants have a range and
depth of experlence, are committed to work for the duration of the
programme and understand what the programme Is aiming to achleve.

Organisers will ensure that people who have not had previous opportunities are
reached. Attention to procedures can mean that the participants on a programme
are those for whom the learning Is designed - not just an ellte group, a clique with
"Insider' knowledge or a "cosy group' who would nci challenge the tutor.

The procedures used can be clearly linked to principles of particlpative lea:ning and
the alms of the particular learning programme. For example, an aim for a leaming
programme may be: to provide learning opportunities people with disabliities,

To work towards this alm, programme organisers will need to look at thelr recrultment
and selection procedures to see whether they do In fact reach out and encourage
people with disabillities or whether barriers are belng set up. Bullding awareness and
developing practice on equal opportunities can be helped by asking questions at
each stage of the process, such as:

- Are the targeted applicants aware of the programme?
- Do they know that thelr applications wiil be welcomed?

- Is adequate support belng provided? (e.g. practical requirements and
personal support through the involvement of people who have had
simllar experlences In recruitment, selection and the programme Itself.)

- Are the sklils and experlence of disabled people being recognised?

(e.g. challenging discrimination, work In particular areas, unpald work,
caring skills.)

- Is communication and pubilicity successful? Are disabled people
coming forward?

- Are the needs of disabled people being met by programme?

Similar monitoring exerclses will need to be undertaken using the other aims of a
learning programme - particularly those referring to equal opportunities. !f the
publicity, Interviewing procedures and selection criteria are methoc.cally examined
through questions like these, blocks to participation can be discovered and deailt with.
Cholces are not always possible. Money may be tight; venues are not always
adequate; contacts may not be sufficleni. Programme organisers may often face
difficult declslons about whether to run a programme which does not meet the aims,
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Unhappy compromises may seem to be the only *solution.* WIith any luck, we willl
learn from our mistakes. Careful budgeting, planning ahead, and the Involvement of
potential participants In organising the programme can help sultable arrangements to
be made and campalgning for change to be carrled forward.

Recruitment of participants

In order to uphold the principles of particlpative leamning during the recrultment of
participants, programme organisers should ulm to ensure that:

- publicity and Information about the programme Is clear and distributed
as widely as possible through a varlety of networks. Attention will need
to be pald to recrult people from a varety of backgrounds and
clrcumstances and some groups may need to be particularly targeted.

- applicants are aware of what experence Is relevant, how to present It
when they apply, and what criteria Is belng used In selection.

- applicants know what the programme expects from them, e.g.
commitment, participation, sharing of good and bad experlence.

- applicants are aware of the principles underlying the programme and
the methods used to achleve them. For example, they may need to be
made aware that they are expected to reflect on thelr experlence In
order to get the most out of thelr learning.

The recruitment process
1. Leaflets and information

Any printed material about the programme should be wiltten In easily understood
language, answer as many questions about the content and practical arrangements
as possible without becoming toe long and Include a contact number and address for
further Information. An Iinvitation to an Information and/or Open Day - or to make
some other perscnal contact Is also desirable. Consideration should be given 1o
whether transiations would help potential applicants.

Polints to Include In publicity:
- Chlldcare Information.

- Inforration about access to the venue and facllities which would be
useful to people with disabllities.

- Costs and funding arrangements.

- What participants will get from the programme. (such as personal and
career development, support and information networks, certification or
other evidence of learning, e.g. portfollos). The information could be
presented as a "cost/benefit* analysis so that participants can
understand how much time and work they will have to contribute In
order to recelve the support, new skills or learning, certification, network,
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elc. offered by the programme. "If | give up so many hours and
weekends, what willl get in return?*

Methods and princlples: why a participative approach Is being used
and what It means.

Samples of content.

Proflles of participants, or clear examples of who the programme Is being
almed at.

The minimum criterla for selection.
When and where the sessions are belng held.

The background and experience of the tutors.

A malor difficulty with designing good publicity Is attempting to balance a varlety of

alms:

to Include as much Information as possible.

to make the ledflet easlly understood, attractive and easlly accessible.

to maintain an Image of high standards with employers and valldating
bodles.

to produce pubilclty at the last minute after funding arrangements have
finally been secured|

One solutlon Is to provide a varlety of leaflets aimed at different audiences. A general
Informaition leaflet can Include a tear off section, enclosure and/or telephone number
for further detalls. You may need to ensure that other forms of publicity, e.g. news
Items, articles, visits to employers or centres, are also used to promote the deslred

iImage.

2. Distribution

Publicity and Infomation about the programme should be distributed as widely as
possible using networks of people as well as malling lists and newsletters:

Pay particular attention to contacts working In working-class, black or different
cultural communities or with groups of disabled people or women to
encourage applicants from these groups.

Encourage contacts to forward names of potential applicants and to bring
them to visit the tutors or to an Inforination Day.

Bear In mind that previous participanis and thelr employers have an Important
role to play In spreading the word about a programme.

Make sure that other tralning courses have the Information.

30
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Other venues for distribution may be appropriate for particular programmes, e.g.:

Programmes for community development workers may be advertised In
Councll bulletins.

Programmes for actlvists may use local radlo.
Pald workers could be contacted through the relevant frade union branches.

If targeted groups have not applied by the closing date (e.g. there Is under-
representation from women, different cultural groups, disabled people), further
contact can be made with the appropriate networks and the closing date could be
extended for this group of people. Contact with relevant networks should be made as
directly as possible.

3. Personal contact

Personal contact can be Important and you may like to provide a varlety of ways to
meet potential applicants and thelr employers to discuss the programme. If the
programme Is very short, an Information Day may be too ambitious - but applicants
can talk with someone about the programme through:

- a "stall" set up at another event (the AGM of a non-statutory
organisation, a market place, a community centre, @ community
education "Careers Day*, etc.).

- meetings or telephone contact with the tutors, programme committee
members and/or programme organisers - you could offer this option In
publicity.

- specilfic "outreach" visits to union meetings, community groups, other
fralining courses.

Ideally, for any longer term programme, an information Day could be held for
potential participants and thelr employers. The sesslon provides the opportunity to
meet previous or current participants, tutors and programme committee members In a
comfortable setting to discuss any questions about the programme. Potential
applicants should be able to declde whether they feel ready for the programme by
looking at the alms of the programme and the criteria for selection. Provide advice on
filing In the application form and be sure to emphasise the most iImportant questions
(those which will be used to shortlist for Interviews).

If the programme Is currently running, the event may also be used as an Open Day to
allow current participants to show off thelr work to thelr employers. The event can be
very dlive and enthuslastic and Involve the employers In discussion of the benefits. The
aims of the day should be clear In publicity and planning. Applicants should be aware
that the event Is not part of the selection process.

Combining the functions of the day can create a lot of work. Organisers may find
themselves encouraging current participants to display thelr work to the best
advantage. Potential applicants may then need reassurance that they willl find the
programme within thelr capabliities. The event may need space for private as well as
public discussions.
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Selection of participanis

If programme organisers alim to use the principles of participative learning during the
selection of participants, they will need to ensure that:

- the criteria are discussed with a wide group Including potential participants
and, If applicable, past particlpants,

- the criterla used are based only on relevant skilis, quailities, or experience ,

- the selection methods (l.e. application forms, Interview arrangements, settings
and questions) do not discriminate or discourage participation from
appropriate applicants and that they positively encourage participation from
people who are traditionally under-represented In training courses.

- the final list of participants makes up a group who can learn from each other,
Some of the Issues to consider would Include ensuring that the group Includes:

Individuals who have relevant experience, have some experience of
sharing It and are ready to learn from others.

a varlety of cultural backgrounds and varled experlence, e.g. women,
black people, working class people, disabled people.

support for individuals from others with simiiar backgrounds or
experiences.

Inaividuals who will challenge other members of the group as well as
these who will support each other, Perhaps those with strong
personaiities and a record of breaking new ground would be balanced
with others who have been Involved in a supportive or nurturing style of
work,

Different eXperlences to ensure a wide discussion may be appropriate
for some programmes.

a range of work experlence, for example, people who have worked In
different types of groups, |.e. groups with a varlety of users, structures,
settings, and characteristics.

people who have had different working roles, e.qg. the experience of
belng members, activists, pald and unpald workers and officers,

experlence of different local authorities or employing agencles.

Examples of criteric and questions which can be used In selection of participants for a
long-term programme for experienced community workers are included as Working

Papers. Adapting these for use with shorter or different programmes should be a
simple task.
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1. Setting criteria for selection

The process of selection begins with discussion and agreement on the criteria to be
used and then declding who will be Involved In the shortiisting, Interviewing and
selection of parficipants. The type of programme belng designed will determine who
will be Involved In the discussion:

If the tutors are the nelghbourhocod community workers setting up a
programme for local actlvists, they could be responsible for consultation with
the community as part of thelr normal work.

If the programme has a wider brief, a committee 1o set the criteria could be
made up of people who are past and current participants, sponsors (possibly
the managers), other tralners, current practitioners from the fleld and the tutors.

Whatever arrangements are made to set the ciiteria, representation from the
"consumers* Is necessary. This Initial discussion of the criteria will determine the design
of the application form, the criteria for shortlisting and the questions to be asked at the
Interviews.

2. A selection commiittee

The consultation group which determines the overall criteria should adlso declde who
should be on a selection committee. The selection committee Is responsible for
making all the arrangements for the selection, carrying out the procedure and making
decilslons about shortlisting criteria (who should be Interviewed) and the final selection.

Anyone Involved In Interviewing shouid be briefed on the criteria used, the Interviewing
methods and be provided with tralning If necessary.

Anyone who will take part In the final selection should have been Involved throughout:
from declding the ciiteria for shortilsting to being Involved In the Interviewing.

In other words, drafting people onto the selection committee during the process Is not
recommended because they will miss out on the discussion which has determined the
declslons made. Be careful to ensure participation from enough avaliable people
when determining a selection committee.

3. The application form

The application form should take Into account what Information is necessary to
establish the experlence required for participation. Ensure that questions are simply
worded, directly related to the Information required for the selection criteria and
contain an explanation or example of what Is required.

Direct applicants' attenilon to the most cruclal questions which willl be used to shortlist
for Interviews.
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4. Shorlisting

Tiy to ensure that applicants know the selection criteria for Interview. In most cases.
applicants should be Interviewed If they have any appearance of possibly fulfiing the
basic criteria from thelr written forms. If responses are unciear because of poor writing
skllls or the committee Is unsure about an applicant, then Interview her. Exceptions
would only be made If the numbers of people belng Interviewed were genuinely
excessive.

Judging the quality and depth of experience from wrltten material can be difficult.
Unless your programme requires particlpants to have a high level of literacy, walt for
the Interview to assess analytical skllis.

5. Letters to applicants

In Lefters fo those being Interviewed Include not only the date and time of Interview,
but a map, access detalls, and general Information about what will happen at the
interview (e.g. 15 minutes welcome from previous participants and 2 haif an hour
Interview with two people from the programme committee).

Letters o unsuccessful applicants are difficult. Make reference to the criteria used for
selectlon and provide Information cabout other tralining opportunities or ways forward.

Include: a contact number for the local Regional Community Work Training Group
(See Appendix E Useful contacts), the local Councll for Voluntary Services, and/or
Educational Guldance Service or Careers' Office numbers.

Unsuccessfui applicants will be disappolnted and If thelr experlence of continulng or
higher education is kmited or non-existent, the rejection can knock people back. An
opportunity to discuss the reasons may help. Make sure that you are clear why
people have not been offered an Interview.

6. Arrangements for interviews

Arrange dates and times of Interview which allow time for applicants to be welcomed
by people Involved In the programme and put at thelr ease before the Interview starts.
The "welcorme" can be another opportunity for past participants to Informn potential
ones about the programme. Ask applicants to come 15 minutes before the formal
interview for a chat, opportunity to look through any publicity, and have a drink of
tea/coffee before thelr Interview begins.

Display any materials from the programme, make sure that there are refreshments,
child entertalnments, and ashtrays avallable and that the room Is well ventllated.

Anyone Involved In welcoming applicants wlll need a list of whe Is expected and at
what time. At the correct time, they willl take the applicants to the appropriate
Interviewing room.

When planning the interview questions, relate the questions to the criterla belng used
and ask "open" questions to allow people to offer a range of answers. Ask for
speclfic examples from thelr experlence. Summarise thelr answers before moving on
to the next question to give an cpportunity for correctioris or additional Information.
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(NB. Open questions are those which can not usually be answered simply "yes' or "no".,
Try starting your questions with *Tell us about ...." or "How do you ....?")

For a sample set of questions and record sheets to make notes, see Working Paper §.
7. Information Sheet

Glve an information sheet 1o each applicant who comes to the Interview with detalls
about the cost of programme, possible sources of funding and subsidies avallable;
starting date; weekend dates, creche detalls and venues or child care arrangements;
access detalls for all programme venues; dates when they should hear about places
on the programme; and a contact number should they have any questions.

An Information Sheet to be taken away from the interview Is important for several
reasons. everyone will have been glven the necessary information and the applicants
wlll have a wiritten reminder, The contcict number will mean that they can get in touch
If they have any further questions.

8. The Interview

The Interviews are an opportunity to find out about the applicants In order to select
according to the criteria. Tell applicants the critetia belng used and what constitutes
relevant experience.

The Interviews are also an opportunity for the applicants to find out any further
Information they require about the programme so that they are aware of what
participation Involves.

The following polints should be bore In mind when arranging the Interviews:

Two people should Interview each appilcant together. Ideally one of the
Interviewers would be one of the tutors, the other would be any other member
of the programme committee,

Ensure that each Interviewer uses a set of papers for each person being
Interviewed to keep arecord of responses. See Working Paper § for an
example.

Allow around half an hour for each Interview but keep In mind that some
people may require extra time due to difficulties In speaking.

Make stre that the seating arrangements are comfortable and non-
hlerarchical.

Use the same Introductions for each applicant (see Working Paper 3) and
divide up the tasks evenly between the Interviewers, Work out beforet and .pa
whether you will ask the questions altemately or alternate between asking
questions and summarising.
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9. The interview summary

After each Interview, the Interval can be used to finish any notes on the previous
Interview, read through the application of the next one, find a tollet and get a drink of
coffee. (In other words the 15 minutes are vital, stick to the schedule of half an hour
per interview.) The two Interviewers consult to flll In a summary of the Information
about the applicant to make sure that thelr memory of the Interview Is accurate. No
declsion about whether an applicant should be glven a place should be mude at this
stage and only relevant facts based on the criteria should be recorded. See Working
Paper 6 for an example of a record sheet.

10. Final selection

Arrange to meet for final selection on a different day to one on which Interviews were
held. The summary of each applicant's experlence should allow the Identification of
those who have met all the criteria to be made. The difficulty comes If a number of
people meet the criteria and a fewer number of places are avallable.

With a surplus of sultable applicants, final selection wlill be based on creating a group
which can leam from each other using agreed criteria. Some of the Issues to consider
are listed at the beginning of this section and Working Paper 1 Includes an example of
ctiteria which could be used.

11. Lefters to applicants

The final list of participants should Include several people on a reserve list In case any
one has to drop out before the programme begins. In letters to successful applizants,
outline the reasons for acceptance on to the programme and remind them of
particular commitments (e.g. compulsory weekend, mandatory first session).
Remember to ask them to confirm acceptance by a set date.

Make a reserve list of people who fit the criterla but were not able to get on because
of numbers. Give them an Idea about when they might hear about a place, for
example, soon after the first list has confiimed acceptance.

Provide unsuccesrful appilcants with Infermation about other training possibliities and
information about the criteria and final selectlon process. See the previous entry about
rejection letters under 4. Shortlisting for Interview. If places have been over-
subscribed - explain the difficulties In the procedure and remind applicants that It was
thelr experilence which didn't fit the group - not them personally.

In striving for equal opportunities, attention to detall In recrultment and selection
procedures Is well worthwhlle. If a group has not been specifically selected as a
learning group, the varying personaiities, roles and experlence of members may not
make It an Ideal slituation for learning. The group may not be representative of
different views and experience and a history of relationships may make *gelling”
difficult. If you are Invnived In work with an existing group or team, thelr balance,
make-up, Internal dynamics and hlerarchles will need to be taken Into consideration
when designing the programme.
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C. TUTORS

Some discussion of the role of tutors and facllitators appaars under those headings In
the Introduction. This section willl address some of the praciicai Issues of criteria for
selection and woiking arrangements for tutors. We feel that participative learning
requires the use of tutors with fleld work experlence as well as an understanding of
how to organise learning programmes.

Tutors' responsibliifies will vary with different programmes, depending on the role,
composition, and enthuslasm of the programme committee. But, the tutors have the
responsibliity of ensuring that the sesslons run according to the principles agreed by
the programme organisers. The guidelines avallable may be strict or lax, helpful or
confused, but the tutors are the people on the front line who need to make them
work. Usually, the tutors are given quite alot of freedom In how they pian the
programme and organise the sessions. However, In a paiticipative programme, they
would be required to monitor and evaluate regularly and feedback thelr findings to
the programme organisers and/or the group Itself to ensure accountability.

The criteria used to select an appropriate tutor will vary according to the experlence
required by the learning group or organisers. But generally, the requirements of a tutor
on a participative leaming programme will Include:

- a bellef In the Importance of positive action In working for equal
opportunities In the way a learning programme Is organised and run.

- an understanding of the key Issues Involved In the work belng covered.

- an awareness of the Impoitance and role of previous experience and
learing In adult learning.

- an abliity to use a varlety of techniques to encourage participation In a
learning group. . _

- an abliity to produce learning materials for varying abiliities.
- an ablliity to keep records In an organised and open system.

- an abliity to communicate with a wide varlety of people with a warm
and professional manner.

- an abllity 1o pitch learning materlal at a varlety of levels.

- an abliify to challenge views and opinions and to stimulate responses to
the leaning material,

- an understanding of what may help or hinder others' abliity to learn.

Tutors who are co-working have distinct advantages over one tutor. Thelr range of
experlence, |deas, and techniques Is obviously Increased, but so are the avallable
approaches or responses o the group during the sessions. For example, one tutor can
play a challenging role, while the other contrasts with a faclitating one. A tutor
challenging reticent particlpants would know that If the participants felt pushed too
far, they could ally themselves with the other tutor. Nelther tutor would need to remain
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In a particular role, although one may natu.ally have a better response with particular
Individuals within the group due to personaity or approach, shared experlence,
background or humour.

This approach to co-working requires a great deal of trust and communication
between the tutors. Discussing the following Issues - and adapting the arrangements
to sult thelr own situations may help. Relaxing of the "rules" wlll occur as co-workers
settle In, but In the early days, this plan Is recommended:.

Meet together to plan sessions and discuss progress for af least one extra
sesslon a week, preferably at the same time each week.

When planning Include detalled allocation of tasks In running the sesslons.
(Who wlll Infroduce each exerclse, eic.)

Both tutors attend all sessions.
Divide responsibliity for running the sessions equally.

Both tutors meet with all the particlpants In varylng groupings, rather than
having fixed "tutor groups.*

Keep to schedule. If time runs short while In a separate group, ensure that the
other tutor knows before the end of the time allocated. This Is particularly true
when groups are to rejoin in the room whete one of the groups Is meeting.

Plan for time together directly after the session to discuss problems or Issues
which arlse.

See Chapter Six: Keeping Track of Participative Learning for a number of exerclses
which tutors can use to evaluate thelr role with the group. But to summmarise,
communication between co-working tutors must rate as one of the best ways to keep
track!
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D. RESOURCES AND FACILITIES

When making arrangements for the facliities for a learning programme, the needs of
potentlal particlpants, resource people and tutors must be taken Into consideration.
Any declsions should be made after considering: Who willl this exlude?

Time

The time needed to make a programme work wlll vary considerably depending on the
experlence of the tutors and organisers, thelr drive {1 perfection and practical
conslderations. As a very rough gulde, a session run by experlenced tutors will need
an equlvalent amount of time for each of the following: planning (declding what to
do), preparation (getting the materials organised), administration (an averaging out of
time neecied for book-keeping, library maintenance, letter wrlting, room-booking,
grants opplications, etc.), typing and Indlvidual sessions (participants will want time to
chat - this does not Include more formal supervision or tutorlal time). In other words,
for a one hour sassion, you wlll need at least 5 hours of other work In addition to
meetings and recruitment and selection procedures. With any luck, some of the work
wlll be done by different people.

Support network

In addition to the core tutors and organisers of the programme do you have a network
of other resource people who can be drawn upon? This may be particularly Important
In ensuring that the programme Is using a breadth of experlence. See Working Paper
26 for a record sheet.

Administrative and secretarial backup

Can you afford elther? Can you not afford them? The responsibliity for organising the
papers, typing up the notes from sessions, answering querles, taking messages,
photocopylng worksheets, writing letters to particlpants must be allocated in some
way. Do not under-estimate the wortk Involved!

Library

A library Is useful. See Appendix F for a list of some useful books.

Funding

Organisers wlll need to use all thelr skills for finding adequate funds for a learning
programme. Running a programme ~n a shoe-string Is no fun. Bursarles will also be
required for some particlpants. Consult as many people as possible about potential
sources of funding.
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Rooms

Meeting rooms need to be comfortable, have enough room for the group not to feel
cramped and be accessible to wheelchalrs, Varying arrangements for meeting willl
add Interest, so rooms with enough space for flexiblity are preferable.

The minimum arrangement for comfort Is one large room and one smaller one. You
wlll need at least one room which Is large enough for everyone to sit comforiably (with
enough space for the flipchart!) and preferably other comtfortable rooms to move Into
for smaller group work. Although one very large room may work, you willl aimost
undoubtedly find the nolse levels a problem when several groups are talking at once.
The use of one large room can also present difficulties when arranging iwo tutors
groups as the nolse and presence of the second group affects concentration and
Inhiblts participation.

Space to spread out for palr work will be necessary at times. So ask yourself "Can
people st outside, go Into other rooms and move around freely?"

Accesslibliity Is important and needs to be advertised so that all potential participants
feel welcome. Think about public transport and parking as well as accessibliity for
people with disabllities. Ask yourself "Who are we excluding through the cholce of
venue?* Information about provision required for rooms to be considered accessible Is
Included In Working Paper 7.

Smoking
Are there any "house rules" about smoking? Are they reasonable? Is there adequate

ventiiation? Many people find it difficult to be assertive on this Issue. Arrangements to
limit smoking need to be agreed and maintained.

Telephone

Participants will need to be able to telephone apologles and messages. Ideally, a
telephone would be In the bullding with someone else answering It In another room!|

Photocopying

A photocopler In the bullding is useful for last minute coples and to copy material
brought in by participants or produced during a session.

Refreshments

Tea and coffee In profusion are essential to adult education. If none are avallable
nearby, then bring a kettle and get everyone to bring a cup and a contribution to
supplles. An urn Isideal. Check on washing-up facliities and organise a rota early on
In the programme.
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Flipcharts

The advantage of flipcharts over black or white boards Is primardly that the material
can be easlly saved In order to write up the notes from sessions or dispiay. Some tutors
may find that Overhead Projectors (OHPs) can serve the same purpose - although for
the display of more than one sheet, flipchart paper Is more useful. Don't forget to
consider the needs of people with poor sight. Can the displays be put In an
accessible situation?

Office

Will you have an office or storage space In the bullding? A room for the tutors to
withdraw to Is very useful. Space for storing supplies, including books, materials,
records, refreshments, etc., makes life easler. A flling system on the programme
understood by tutors and secretarlal staff Involved Is important.

Tollets

Are they nearby and accessible for wheelchairs?

Childcare and creche provision

In order to Increase Involvement in learning programmes by women who are
traditionally under-represented In higher education, the chlldcare needs of
prospective participants must be addressed. In practice, this means working out the
needs, declding on the provision which will be on offer, making sure that finance Is
avallable and publicising the arrangements for chlldcare In recruitment information.
When setting up alearning programme, two areas of childcare need to be
considered: provision for children undier five and childcare for children of school age.

Childcare for Under-Fives

Arrangements for chlld-care for under-fives can Include using an already existing
facliity, setting up your own creche or providing payment for chlidcare.

1. Using an already existing facility

Find out where the local childcare provision exists, for example In a further education
centre, adult education centre, community or women's centre. Provision of creche
facliities on or near the site will Increase opportunities, for women In particular, to take
up courses. Situating a leamning programme near to a well run creche would be Ideal
as parents' Independence would be Increased and barders to attendance removed.
Parents could bring young children with them without undue extra arangements and
would know that they were belng well looked after.

Use your knowledge of the Councll nursery and school provision. This may help to
arrange a sesslonal place In a nursery to facllitate a parent's attendance. A letter
from a tutor may be dll that is needed to dllow a head teacher to admit a pre-school
chiid to a nursery class earler than the nomal walting list would allow.
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2. Setting up your own creche

If you are In a bullding without childc :re facliities nearby, organising a creche on the
premises may be possible. But, fo wo.k well, the creche will require careful planning
and responsible people o organise the arrangements. Unless parents feel that thelr
chlldren are safe and happy In the creche, they will not be able to carry on In the
learning programme.

A creche will need to conform to regulations governing health and safety for Under-
Fives and be registered with the Soclal Services. Contact the local Soclal Services
Department for the regulations. Arrangements will also have to be made for Fire and
Environmental Health Officers to Inspect and advise you on setting up provision and
obtalning reglstration. A very useful publication on setting up a creche Is obtalnable
from the Salford Women's Centre, telephone 061 736 3844.

3. Provision of payment to cover costs

An altemative to providing chlidcare can be supplying payment to cover expenses for
arrangements made by the parents. If you do not have the budget or facllities to
provide a creche and do not have a substantial number of children under flve
requiring creche facllities, the arrangement can work well.

The system means that parents clam a weekly amount to cover the cost of child-
minders which they arrange themselves. The benefits to parents are that they do not
have to transport thelr chlidren to a central locatlon, arrangements can be made
nearer 1o or In thelr homes (which may make playschool or nursery plckups easler) and
that they can arrange a "minder" of thelr own cholce - possibly someone the
chlld(ren) already know.

The arrangement can cause havoc with a budget. Unless you know how many
people will require the facllity, the amount required Is difficult to predict. Programme
organisers will have 1o set a standard fee payable and keep track of how much s
spent.

Provision for children of school age

Participants with children may not only have Under-Fives to toke care of, but older
chlldren of school age which can affect opportunities for parents. To remove possible
blocks, conslder the following points:

Sesslons can be arranged during school hours (e.g. starting no earller than 9.30
and ending between 2.30 and 3 p.m.).

Dates for sesslons can correspond to school terms (watch out for different local
authorities having different holldays).

Parents could be pald chil:l-minding fees to cover dates when the schools are
on hollday (particularly useful If one or two have different holldays or
"occaslonal' days).

Chlldcare should be provided on residentlals for those who are not able to

make alternative arrangements (NB. residentlals during the week may be
Impossible - and watch out for school holldays when booking weekendsl).

15
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A small stnre of toys, crayons, paper and felt-tips can be avallable for chiidren
who attend sessicns when recovering from an lliness or because fhelr school is
on a day's hollday.

Mondays can be a problem because of the number of Bank Holldays (with
schools belng closed).

Sesslons taking place In the evenlngs and at weekends should only be
arranged at the request of participants.

Make sure that childcare provision Is highlighted at all stages of the recruitment for the
programme and that you are not paying lip-service to an important area of equal
opportunity. Be flexible about childcare arrangements and sensitive to the difficuities
In the way of parents' opportunities. Be aware, especlally at the start of a programme,
that leaving a child In a creche or with a child-minder can be difficuit and confusing
for a participant who has always looked after that chlld, or taken her with her to
meetings or previous training. A few moments spent talking through the arrangements
with participants may help adjustments on all sides.

E. RESIDENTIAL ARRANGEMENTS

Spending time on practical arrangements for a residential willl help a programme to
work well. If people dre comfortable and feel well looked after, they will participate
much more freely. Worry about the chlidren, feeling cold, or not being able to eat the
food will provoke grumbling rather thaan positive contributions. Consideration of the
following polnts will help.

Working Paper 8 Is a checklist to iecord Information about different venues.
Prior arraingements:

Visit the venue before the weekend and check out the rooms, meeting
facliitles, childcare, food and amenities. Keep an up to date checklist for
venues you are likely to use.,

Circulate a questionnaire (Working Papers 10) to all particlpants In plenty of
time before the residential asking about dietary, room and childcare
requirements. (You may want to ask about smcking If you are arranging room
allocations.) If the venue does have any limitations (e.g. about ages of children
or food) let everyone know beforehand.

Circulate Information to the participants about the weekend beforehand: the
name, address and telephone number of the venue, directions on how to get
there, room allocations, any #zis which need to be brought with them, date,
time and point of departure and return, and possibly, an outline of the
schedule. '

Send a programme, list of people and bedroom dllocatlons, any speclal
requirements, and number and ages of chiidren to the venue before you arive.
If some people arrive early, they can book In to the right room. Meal times and
coffee breaks willl also be "on record.” Be specific about when and where
coffee/tea should be served, If applicable.

4
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Points to consider whein making arrangements:
Bedrooms

Are the rooms wam and comfortable? WIl people feel relaxed and ';ot home"
or wlll they feel like they're belng spolled with iuxury? (Both can be positive
experiences.)

Flexibliity In arrangements Is useful - If beds can be moved between rooms,
changes to allow children to sieep with parents can be accommodated. Are
there extra beds and cots to cope with last minute people?

WIll children sleep with thelr parents - or will extra rooms be required? Famillles
may need adjoining bedrooms.

Allocate rooms to participants before arival; confusion may be reduced.
"Mixing" people can also be arranged In this way. Put smokers together. A
bedroom plan with numbers will help you to make these arrangements.

Wil all people with children be roomed next to each other to reduce
disturbance for the others? Should you room the creche workers nearby to
help baby-sitting arrangements?

Put people with the smaller chiidren In the rooms with sinks or en sulte
bathrooms, If avallable. If using alarge hotel or conference centre, glve them
the bedrooms nearer the meeting rooms. Is there a baby alarm system?

Check that there are baths as well as showers - for small children.
Meeting facilities on a residential

See the previous section, D: Faciiifles, which covers the Issues to consider when
looking at meeting rooms for a residential. Additional issues are:

Meeting other groups can be Interesting, but a residential which aims to get a
group to gel can find "outsiders" Intrusiva. If you have to share with others, willl
they be sympathetic to and clear about your needs? (Ensure clarification
about who has calls on what space.)

Plenty of paper Is essential. WIll they definitely have enough flip-charts, paper
and pens? Bring your own unless you are absolutely sure.

Make sure that you can display flip-charts and/or use Blu-tack. Screens may
help.

Specilfically timed coffee breaks can be distruptive If you want to be flexible In
your sessions. However, they can provide a welcome change of pace. Do you
want tea and coffee on call or to order It at specific times? An urn on constant
call Is usually preferable and a supply of biscults or frult to renew energy.
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Amenities

Local amenities for adults (within easy reach: pubs, nice walks, shops, chip
shop)? Scheduled free time can be a drag if there Is nothing to do. People
need fo be able to relax and preferably get out for a bit. They may aiso need
to buy presents for people at home,

Facliities for chilidren (parks, museums, swimming baths)? Creche workers may
want 1o take the children out,

Space for evening relaxation? If evening entertainment is "on-site" you won't
have to worry about arranging baby-sitters. How far are the lounges/bar from
the bedrooms?

Wil you need to arrange baby-sitting for the evening? Ask the creche workers
or find volunteers from the group.

If there Is a bar, make sure that there Is also a roorn without a bar for those who
don't drink and that people do not feel Isolated If they do not participate In
whatever evening activity goes on.

Is there a television and video? Do you want to bring tapes? Don't bring
anything too *heavy* for evening viewing or people will get worn out,

Childcare on a residential

If chlidren are coming on a residential, the weekend will go much moi@ smoothly |f
they are adequately taken care of. If they are not happy and well supervised, they
could spoll the residential for the parents and everyone else. Make sure that they wilil
be welcomed. Experience of children and faciliities (high-chairs and cots) will be
good signs (even If you don't need them.) A good test of whether children are
welcome Is to bring several with you when you visitl Look out for:

Space for the chiidren to play: make sure that the room they will use Is not too
close to your meeting room and that It Is reasonably child-proof.

Outdoor space: Is It safe and interesting?

A television for day and/or evening viewing may be necessary. (What If it
rains?) WIil there be adulits Interfering with thelir cholce of programmes?

Some venues have their ow:\ creches and/or workers. Make sure that these are
checked out. WiIll they b2 avallable in the evening? What breaks will they
need? What extra charges will be necessary (bus fares for trips out, "spends" for
kids, etc. - let parents know).

Ask about the creche workers: have they got experience of the ages - and the
range of ages of the chiidren you are bringing? Give them a list of the names
and ages of any chiidren who may possibly attend. Low numbers do not
necessarlly make the work easier. Three chlidren aged three months, four years
and nine years may require two workers.

bt |
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Insurance and safety: Check with the local soclal services department about
insurance requirements, recommended worker/chlidren ratios and rates of pay.
Thelr guldelines on day care should have Information about Fire Regulations
and Health and Safety laws.

If you are arranging the chlldcare, make sure that the toys/entertainments you
bring are appropriate for the ages of the children. Videos are a good Idea and
board games for older children. Think of qulet, clean and portable
entertainments. WIll you supply your own drinks and biscults for the chiidren - or
Is squash, etc. easlly avallable at any time? (any extrz Lharge?)

If you offer unlimited chlld provision, you may find yourselves Inundated and the
budget for chlldcare over-committed. If you do provide good chlidcare, everyone
wlll want to bring thelr children. Emphasise that the chlidcare Is for those people who
cannot make any other arrangements.

Parents should not feel that the chlldren wlll be a burden, but everyone should be
clear about the limits of the provision - and titimately that they are responsible for
thelr chlidren. Make the times of the creche clear. Usually, the parents (or the group)
would be responsible for thelr chlidren outside of sessions (meal times, breaks,
bedtimes). If you can provide evening baby-sitting or creche provision during the
breaks, then great - but remember that the creche workers also need time off.

We feel that there are advantages to leaving the chlldren at home and that It Is
Important to discuss these with particlpants. For example, there Is more time to think
and relax without Interruption, the kids get used to other people and the Idea that you
have another life and you begin to feel more relaxed about leaving them. Make sure
that you offer support to people who are leaving thelr children behind for the first time.

Food

Food Is very Important - listening to complaints about the food Is very wearing -
especlally as there Is often not much you can do about It once you are there.
(Especlally at weekends when shops close on Sundays.)

Ask for a sample menu: and make sure that all dietary needs can be catered
for and that the cook has had experience of them before. If not, make sure
that you are very speclfic about your needs - and that they can handle variety.
(Vegetarians will not appreclate a whole weekend of omelettes.)

If arrangements can be made so that those with different dlets are served at
the same time and manner as everyone else, people willl feel more a part of
the group. For example, If Halal meat Is required by some of the group - why
not have all the meat dishes made with Halal meat?
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General issues

A venue which has experlence of arranging this kind of event Is preferable. Make sure
that they know the nature of the programme and what your requirements are .pa

for privacy and non-interruption. Explain that there will be group and pair work -
people wandering around - and displays will be up.

*Signing-In” procedures:

some venues require forms to be fliled In before keys are distributed. Letting
people know what to expect will reduce annoyance.

Flexibliity:

Wil they be unduly concerned at last minute changes in arrangements?
Chlidren often unexpectedly come or don't come due to lliness or chiidcare
arrangements breaking down.

Promises:

Make sure that you and the venue organisers are clear about what facliitles
can be provided, parficularly any arrangements for people with disabllities,
BEFORE you get there. Send wrltten Information about your needs to the venue
organisers and make sure that particlpants know what to expect. Don't make
empty promises.

Evaluation:

A form to use to evaluate the faclilitles and arrangements which can be filled In
by particlpants and sent to the venue Is Included in Working Paper 9.

] |
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Chapter Summary

Practical Issues are Important, Programme organisers should take responsibliity for
ensuring adequate allocation of funding, fime, and resources to planning,
organising and developing programmes. Finding the right tutors and participants,
putting them In a comfortable environment and making sure that thelr needs are
addressed will help any group to learn from each other but will also take some
effort,

The campalgn for equal opportunities has not yet been won - and learning
programmes do not exist In a vacuum. Consequently, committee members may
not always be aware of all the Issues concerning blocks to participation, venues
wlll not always provide creches or accessible tollets and publicity may not always
be sufficlent to address needs adequately. The key to progress rmust be fo
constantly develop our awareness and practice and to challenge others to take
up the Issues. The Involvement of campalgning groups In progiamme committees
will help to keep the Issues allve, but others must take them on If any changes are
to be made. Programme organisers willl find that difficult declsions taken by a
representative group which has clearly considered the options avaliable will be
easler to live with,

o1
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CHAPTER TWO

GETTING TO KNOW
EACH OTHER

Getting to Know Each Other Is an essential part of the development
of a group which can learn from each other as people will only
participate If they feel reasonably confident in the group. How do
you ensure that your group willl respect each other's views and
support and challenge each other? The chapter begins with
methods of mixing the group so that everyone meets each other. To
help your sesslons get off to a positive start, the Issues to consider
when selecting warm-up exerclses are explored and correspond to a
number of examples Included In the Working Papers. Methods to
encourage participants to network and share thelr experiences, bulld
a group Identity and develop skills to keep the group healthy and
participative are outlined. The chapter also Includes exerclses to
assist the development of participation through sharing your planning
and facliitating skilis.

The exercises In this chapter can be used In any adult leamning
programme with only minor adaptations for use with participants from
other fleids. Althcugh parficularly useful at the beginning of a
riogramme, they can be used throughout to promote ¢ sharing
atmosphere In the group.

LEARNING FROM
EACH OTHER

1
Wi
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A. MIXING IT UP

Helping a group to Get to Know Each Other often means breaking up Into smaller
groups to further this proces:. In the eany stages of a programme, the tutor should
engineer how the groups are tormed to vary the combinations of people In small
groups and palr work. Careful planning, Including thinking about the composition of
the groups and monitoring who has worked together, will help participants to form
relationships and feel more comfortable In the group.

When selecting particlpants for a small group or pair, the following points might be
considered:

who has worked together so far? Keep records of the pairs and
groupings In the early stages of the programme untll ycu are sure that
people have mixed.

Should groupings be representative of the experience In the group so
that a full discussion of the Issue is possible?

Do some Individuals need to learn something In particular from other
Individuais in the group? Complacency with thelr own approach,
Ignorance or simply a lack of experlence may mean that some
people need help to develop a curlosity about varled experiences
and backgrounds. A carefully selected group may help to stimulate
leaming from each other.

Do specilfic exerclses prcvide a good opportunity for people with
similar experience to discover thelr coommon ground? A parficipative
programme Is an opportunity for support networks to be developed:;
the early stages of the programme are a good time to make these
lInks.

Do some people work together outside of the sesslons? Are they
better separated or do they need the securlty of staying together?
How will that affect the rest of the group?

Do some people work In the same geographical area or in the same
type of work? WIll mixing In small groups encourage links to be
made?

Indlvidual needs should be analysed as well, for example:

Has she been qulet? Wil she benefit from belng with someone
talkative or another qulet person?

Has she been very assertive or dominant In the group? WIll she
overwhelm the others In this group? Would several dominant people
together cause conflict or Interest?

Does she have less experlence In this area than the others? Wil this
combination create a stimulating experlence or a depressing one -
be a challenge or too difficult?
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Attention spent on mixing groups at the start of a programme willl have posltive effects
on the level of participation and help the tutors to develop methods of keeping track
of Individual and group progress.

For some examples of methods or structures for mixing the groups, see Working Paper
13.

B. WAR\iING UP
What is a warm-up?

A warm-up Is a short exerclse, usually no more than flve minutes long, used at the
beginning of a sesslon. Warm-ups can be funny, thought-provoking, active, qulet,
relaxing, and/or stimulating. The first stage In a getting to know each other process,
warm-ups Involve all participants In some form of working together and aim to break
down barrlers and relleve tenslon In a group. A warm-up can be very simple, for
example, suggesting a topic for conversation In pairs or other small group:

In the first session after a hollday, participants could look at the varlous
ways In which they celebrated, handled or coped with the event.

A group In a sensltive state after a difficult previous sesslon could be
asked to think about where they get thelr support.

A sesslon on why people Join groups could begin with a warm-up
where people talked about thelr first day In a group.

warm-ups can be particularly useful In getting everyone started on a wet Monday
morning, In focusing tired people's attention on a late Friday start to a residential, or
when your sesslon starts In the afternoon, In helping people to forget thelr awful
morning at work. Successful warm-ups Involve everyone and are easy to explain or
demonstrate. Both you and the group should feel comfortable about the activities
Involved.

Points to consider when selecting a warm-up:

If you are using warm-ups for a group which Is just beginning to get to know each
other, exerclses which Involve physical contact, compliccted acting or anything which
could make reserved people feel uncomfortable may not be appropriate. Asthe
group begins to gel and members of the group take more responsibliity for the
sesslons, exerclses which Involve all three of these characteristics may be used
successfully If the tutor and the group are comfortable with them. Think carefully
about th?e indlviduais In your group: would anyone feel embarrassed about this
exerclse

Activities which do not Involve speaking In front of the whole group may be preferable
In the early stages of a programme. When all of the participants are feeling more
confldent, some warm-ups can provide an excellent vehicle for demonstrating that
speaking In front of a group Is possible and fun.

Random selection for participation can make people less worled about when thelr
turn Is going to come (or at least makes that worry less ‘ocused).

-1
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Judging whether a warm-up Is appropriate Is not always easy. Is someone's laughter
due to nervousness? Is someone qulet because she wants to be, or Is she feeling out
of place? A lot of the moans and groans which accompany warm-ups have good
reaschs - people may feel that they are a complete waste of time and be
embarrassed about them. Other nolsy objections are simply a method of letting off
steam. The tutor's role must be to ensure that worrles are deait with, sometimes overtly.,

*You may be feeling that these exercises are a waste of time,
but not everyone is confident about speaking up in a group.
Let's give everyone a chance to say something In a pair to start
off the discussion."

Or, "Don't worry about It, It's Just a bit of fun to get everyone
relaxed before we start.”

Most difficulties can be avolded or predicted with planning and consideration of the
Individual participants but If anyone Is feeling very uncomfortable with an exercilse,
gracefully abandon It. The alim of creating an atmosphere of equality can be lost If
some members of the group are unable to join In the exerclse or find It difficult, W -h
out for exercises which require literacy, movement, or good sight In case you are
excluding some particlpants. As the warm-up Is In progress, check that everyone Is
participating.

Name Games

in the early days of the course, you, as tutor of the group, will have an easler time
remembering everyone's names than the members of the group. Participants' names
will have become familiar and possibly attached to faces and personailities before the
sesslons even begin through Interviewing everyone, writing them letters, sorting out
thelr funding, speaking on the phone about child-care and access Issues and keeping
records of various kinds.

Even so, getling to know the names In a new group Is not easy. Remember that It Is
more difficult for the participants who have not met everyone yetl include yourselves
In name games as participants need to learn your names too. If there are two of you,
they may not be able to remember which Is whichl Particular participants may often
be Incormrectly addressed by members of the group. The people concemed are not
usually amused -~ particulary If they stand out from the group In some way. For
example, the only two "older® women or the only two Asian people may be called by
the other's name. Somecne with an unusual name may be constantly having to
correct pronunclation, Make sure that you get the names fight - and then teach the
group.

Just because everyone knows each others' names at the end of a game does not
mean they will remember them for the next session - especially If sessions are only
weekly. To heip participants work out who Is who:

Repeat introductions several fimes and continue the name games for
several sessions, You may also need "refreshers” after holidays or
breaks.

Provide the pariicipants with a contact list for the whole group,
Including when and where you can be contacted.
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Name tags or labels are often a good Idea even If people say they
hate wearing them. They wlll also save a lot of embarrassment for
youl

Working Paper 14 Includes a number of name game warm-ups which vary In silliness.
Your personality Is Important In projecting the atmosphere you prefer. business-like or
with ravcous laughter, Each exerclse willl Involve a basic principle In alding memory -
elther lots of repetition or an assoclation to help recall.

Finding things in common

Warm-~-ups which help pariicipants to Identify common experlences, Ideas, tastes or
fears can be excellent way of ldentifying support within the group and establishing
networks. The aim Is to use a game of categories to enable participants to find
common ground In an amusing structure. Be sure to Include a category which willl
dllow those who have not vet participated to join In.

The exerclses might be used In a large national conference where categories might
Include: where people have come from, what kind of work they do, or why they have
come - In order to dllow people to pin-point others they would like to make contact
with. Other exerclses are appropriate for small, new groups to get ‘0 know each
others' llkes and dislikes.

Working Paper 15 Includes a number of examples of Finding Things in Common games.

Acting games

Acting games used as a warm-up can Include mime or roleplay, for example: miming
throwing a ball around the group - then making It heavy or changing it into a frisbee;
pretending everyone Is on holiday and miming the actlvities; setting the scene for @
Parent and Toddler group with the tutors playing the part of new arrivals. Games In
which acting Is required should probably be treated with caution. Almost any exerclse
will work with a confident, relaxed and amusing tutor, out if you are not sure about
yourself or the group, a few polnts may be worth considering:

Acting games may work better with an established group: consider how well
the group knows each other and the atmosphere within the group.

Leave space for participants to volunteer In or out of these warm-ups. No one
should be coerced Into joining In. They Just are not everyone's cup of tea.

Be careful about asking people to play a role that they would not use In
ordinary life (e.g. asking an adult to behave as a child could be asking for
troubie). While behaving differently could be liberating for some people, you
will be gambling on whether the experience will be too embarrassing for others.

Let neople find thelr own response to a situation. If a roleplay Is to work
effectively, people should be abie to apply thelr own persondlity, language,
and approach to a situation. If you demonstrate the “right' way, you may
undermine thelr conflde.>~e In a different, but equally valld approach and/or
present a method which sy would never feel comfortable In adopting.

)
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Maintain a sense of humour, a light atmosphere and keep a sense of the
ridiculous. The positive aspect of acting games Is that they can be so different
from ordinary life.

While we recognise that many people say that trusting games, roleplay and exerclses
using mime have been used successfully with thelr groups, we would argue that In our
experience, similar exerclses have also-been responsible for allenating many people
from the training sessions they have attended. The acting games listed In Working
Paper 16 are trled and tested and may be used to break the Ice.

Personal Statements

Some warm-up games allow people to make and share personal statements about
thelrlives, bellefs, or likes and dislikes. They can be useful methods of helping people
to get to know something about the values, Interests or experience of others In the
group which may not come out In other exerclses.

Use your judgment about whether your group Is ready to share In this way. If you are
unsure, choose an exerclse which places less emphasis on Indlvidual statements. See
Working Paper 17 for some examples.

C. BUILDING A PARTICIPATIVE GROUP

Bullding a learning group In a particlpative approach will mecn focussing on
encouraging members to supr.ort and challenge each other. This section Includes
exercises 1o develop working relationships within the group by sharing experlences and
discussing thelr expectations. While these exerclses can be used to get the group
started, Chapter Six outlines methods of monitoring and evaluaiing the progress of a
group In terms of participation.

As outlined In Mixing it up, earller in this chapter, a practical way to bulld the group Is
to start small: encourage Individuals to work In pairs and small groups and feed back
thelr findings to the larger group. Trees Is a particulary good example of this
approach. After an extenslve sharing exerclse In pairs which explores life and work
experlence, the pairs come back Into the larger group to discuss more the more
general Issues of the quailties that experlence has produced. . By changing the pairs
and small groups, the full group will become stronger because of the relalionships bullt
up within,

In addition to the exerclses, tutors need to use thelr knowledge of the participants' sklis
and experience gained during Interviews and sessions to encourage participation and
draw Individuals Into the discussion, particularly during the early stages of the
programme. Tutors wlll also need to make sure that difficulties and differences are not
glossed over. From the very beginning of the group starting to gel, the members need
t, be: reminded of the Importance of a challenging environment: leaming through
constructlive criticism, appropriate questioning, exchanging different Ideas or
approaches and timely reminders of other Issues to consider. For further discussion of
the tutor's role, see the Introduction.
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Exercise 2.1 Things we enjoy
about our work

Thinking about what Is enjoyable about work can be a nice positive start to a course
or weekend. You could make this discussion last as long as you want|

Aims of the exercise:
* to look positively at work Involvement,
* to discuss what motlvates us In this work.

* to share experlence and Irformation about particular skllls,
qualitles and training.

* o begin Identifying common areas.

The exercise:

1, Ask participants to write something that they enjoy about thelr work on a slip of
paper or plece of card.

2. Ask the participants to put thelr cards In a pile. When all the cards have been
collected, each participant draws a card.

3. Poﬁlclpoms take 1urns reading from the cards they have drawn and saying
whether the statement Is also true for them. In a group of over ten participants,
choose people at random untll the time feels right, A smaller group could
discuss each statement,

(There iIs no need for the wrlter 1o Identify herself.)

Issues to ralse:

Is this activity important in ail of our work or Is It an unusual case?

Does everyone enjoy this activity?

Does this activity require special skills, situations, materials or tralning? How can

we make them avallable? Encourage paricipants to share Information about
access to opportunities, for training and faclilties.
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Exercise 2.2 Hopes and Fears

The exerclse Is a good way to start a programme so that participants and tutors can
Identify areas of concern and expectations. Watch that you do not feei tempted to
answer all the Issues ralsed ~ allow the group to deal with them.,

Aims of the exercise:

* to share worrles and hopes with others In the group and find
Issues In common.

* to Identify any key areas of concern.

* to encourage the group to develop a sense of responsibliity for
its members.

The exercise:

1.

Divide the group Into palrs by asking people to sit next to someone they don't
know.

Ask the palrs to Introduce themselves to each other and to discuss thelr hopes
for the programme and then their fears or worrles. Ask them to declde on
three hopes and three fears that tiey both feel are Important, Allow ten
minutes for this exercise.

If the group Is large, group two palrs together to make fours and ask each palr
to share thelr hopes and fears.' The groups of four should then come up with a
list of four hopes and four fears which they all agree are important.

Ask the pairs (or fours) to feed-back one *fear’ at a time untll all the *fears’
have been written up.

Flipchart

Fears:

If practical concerns (e.g. holidays, weekend arrangements, funding, child-
care concerns) are widespread or require only a short answer, then answer
them Iimmediately. If only one person has a complicated problem, tell her not
to worry and to see you at the break.

To avold appearing to dismiss the very real worries that people may have, try
not to answer the other fears about the programme. Instead, encouiage the

b s
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group to come up with responses to the other fears which recognise and
address them. Invite discussion In the group about the other concerms.

Issues 1o ralse:
Who's responsibliity Is it to address the fears expressed?
How can we ensure that these fears do not become realltles?
Can anyone help out with this particular fear? Any suggestions?
Is this a famlllar feellng? Does anyone else feel worrled about this?
What can be done about thisissue? Can this programme help?

5. Repeat the feedback method for "Hopes."

Flipchart

Hopes:

Issues to raise In discussion:

Are there any trends, simllarities or overlap between the
hopes?

WIlIl differences between what people hope to get out of the
programme create any problems?

Are there any other Issues to watch out for?

How do we ensure that this group will work together to reallse
these hopes?

How do the alims for the programme tle In with the hopes?
Additions or variations to the exercise:

- Participants could be asked to examine the aims of the programme or course
and discuss thelr hopes and fears In relation to the ams.

- The exerclse Is a good basls for a "Contracting” or "Ground Rules" exercise,
Draw up a list of guldelines or "ground rules” for the group based on
counteracting the fears or worrles and promoting the hopes or positive factors.

- Keep records of participants' views to use In evaluation during or at the end of
the programme. Were the hopes realised? Were the worrles justified?

ERIC b+
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Exercise 2.3 Guidelines
for the group

Guldelines are agreements set by participants on the way the group will operate and
behave. Drawing up guldelines Is a useful way to discuss feelings about a group or
programme and to develop a common sense of purpose. The process actively
encourages participants to take some responsibliity for the direction of the
programme, the level of challenge taking piace and the support provided. Reviewing
the guldelines both Individually and collectively Is a good basls for evaluation.

Guldelines would usually cover:

practical issues, such as smoking, timing of sesslons, breaks, coffee
money, washing-up rota, what to do If you miss a sessicn, etc.,

content, such as what the group wish to cover and what they do not,

group dynamilces, such as the need to encourage support and

participation within the group, how to handle challenge and conflict

within the group, what to do about confidentlality, the need to focus

on Issues such as antl-racism, antl-sexism, disabllity and class issues.
Methods to use for ciawing up guidelines can Include:

- Looking at the aims of the programme to see whether the guldelines match
the aims. Don't forget to set a date for reviewing the guidelines.

- Using an exerclse to reveal feellngs about the group, such as the previous
one, Hopes and fears, sharing In pairs, or a brainstorm. Guldelines could be
drawn up to emphasise the positive feelings and work against the negative.

- Breaking Into groups to propose guldelines and then sharing the results to
draw up an agreed list.

- Providing sheets of paper on the walls for people to wander up and add
Ideas as they come. After a "miliing" period, discuss and agree a common list.

- Asking Indlviduals or small groups to draw up lists of *) would like this group to
---=. | would not like this group to ——-—-"

Additions or variations to the exercise:

- See Chapter Six for a number of suggestions on ways to use the guidelines in
monitoring the development of the group.

6o




54 Learning From Each Other

Exercise 2.4 Trees

Trees Is a fally Intense "Getting to Know" exerclse which allows people to share thelr
past and what has formed thelr outlook on life and approach to thelr work. The
exerclse Is described In palr work so that everyone draws thelr "tree”, but other
approaches are described In Additions or variations. If palrs are used, careful

selection can be Important - and planned beforehand to "matchmake” in a positive
way.

Lots of flpchart paper and pens are requlred. You will need at least two hours for this
exerclse.

Aims of the exercise:

*  for participants to share thelr life and work experience.
* to provide opportunities for bonding In ine group.

* to focus on what participants have In common with the rest of
the group and to help them to discover these fcicts.

The exercise:

1. Intfroduce by describing the way a picture of a tree Is going to represent past
experlence. Draw examples as you go through the possibliities:

We are going to draw a picture of our experience using the
form of trees: starting with our roots which will represent our
family background and the situation we were born into, Were
these strong roots? Mixed up and tangled? Are they of lasting
Importance and stiil holding us up?

The trunk will represent our upbringing and time at school. Is
your trunk thin, wavy or strong, stable?

The branches are the different areas of our life: family, work,
leisure activities, education and training, friends, etc. Are some
stronger and straighter? Do some move Into other areas? Do
they balance each other?

Use the picture to say something about yourself: Are there any
flowers, frult, or Ivy growing on It? Do you have any cut off
branches? Is the tree leaning, does it have sideways growth,
orls It lop-sided with varying areas of growth? There may be a
stake to support you - family or friends or poilltical Ideas.

You will draw your tree with a partner, so this Is an opportunity
10 meet someone else here today and to get to know more
about the experlence and quaillties they have to offer this
group.

A\ S}
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2. Agree a few ground rules about confidentiality and let people know that they
wlll not be obliged to display their tree to anyone else.

Read out the palrs and glve each person a flipchart paper and thick pen.
Allow at least half cn hour for each tree,

3. As palis begin to finish the task, bring them together to make fours. Tell them
that they do not have to show their trees to each other - but to share Ideas
about the exercise Itself. What did they learn from the exerclse?

4, Bring the group together to discuss the sxperlences and qualities In the group.
The discussion should alm:

* to discover the areas of common experience within the group.

* to share learning experiences (good or bad experiences which
have contributed to learning) and qualities we have
developed (e.g. patience, tolerance, perseverance,
adaptablliity, etc.)

* to develop a positive feeling about the group: that it is made
up of Interesting, experienced and supportive people.

Summarise perodically on similarities or differences and make positive
statements uoout the experience.

Flipchart

Experiences and Qualities:

Questions to prompt discussion:

What new things did you learmn about your partner In this exerclse?

Wwhat did you learn about yourself?
What things did you have In common on your trees?

What were the major differences?

b7
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Additions or variations to the exercise:

Rather than expecting everyone to draw a tree, the exerclse may work well in a
small group where people volunteer to draw a tree.

Concentrate on one aspect of life rather than the whole: e.g. how | came Into
community work or my work for the last two years. The routes Into the work
could be drawn as a tree. This approach could also be useful Js a method of
shortening the feedback of a "whole" tree: ask participants to feedback thelr
routes Into community work rather than thelr total experlence.

Try some other metaphors or methods of drawing plctuies of experience:

The "people In my life" could be drawn as "fish In the pond" with other
metaphors adopted as appropriate: plkes, goldfish, frogs, pond weed,
heron, etc.

A 'road map" to represent life or work experlence as a road which
wanders around, has ups and downs, cul-de-sacs, varlous Interesting
events or polnts of Interest.

A "treasure map" could use a simllar Ideq, but Include a goal.

A "ladder' could show the steps towards a goal. This metaphor may be
more usefu! to represent a plan for the future. Not everyone's life Is
viewed as a continuously rising sequence! (See Working Paper 24 for a
worksheet on a planning ladder.)

A "ple" could be drawn with different slices representing the different
areas of Interest or activity. The size of the slice would be related to the
particlpant's level of Interest or commitment,

Life pictures

FOR
YOUR
PORTFOLIO

Any of these plctures could be an excellent
"frontisplece" for a portfollo.

b
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Exercise 2.5  Listening skills

The exerclse requires a lot of blank fllipchart paper, a private room (Interruptions are a
real Intruslon In this exerclse), a watch and an even number of participants.

Aims of the exercise:

* to encourage good listening skllis through practice.

%* to practice some paraphrasing techniques.

* 1o help bulld healthy Interaction In the group.
Warming-up: Feeling words
Put up .averal sheets of flipchart paper on a wall or lay them on a table. Introduce
the exercise by saying that as a warm-up to some listening exerclses, we are going to
think about the varlety of feelings that people may want to talk about or express.

Ask particlpants to suggest some general categorles of feellngs: e.g. angry, sad,
happy. worrled, and wrlte them on different sheets or sections of the paper.

Particlpants are then encouraged to write different related words under or around
them. (For example, "vexed", "Irnitated", "mad", "cheesed-off*, "annoyed", "burning",
"raging”, "bad-tempered’ would all be wrltten near "angry.")

Discuss how the words could be graded according to the strength of feeling
represented and how the vocabulary may be appropriate In different situations.

The exercise:

1. Introduce by saying there willl a serles of exerclses to bulld on particular listening
and basic counselling skllls.

2, Split the group Into threes.

K} Introduce the first listening exerclse: Listen and re-tell .
Desciibe the exerclse:
One person In each group Is to take a turn In talking to the other two for a
couple of minutes. The other two just listen, They can nod, say "yes?”, ‘'um”, or
'great’ as one word encouragements, but otherwise, they should not talk.
The two listeners then try to recall what the speaker sald and retell the story
using a lot of the same words If possible. When they have finished, the speaker
should let them know how accurate their version was.

The exercise wiil be repeated twice so that everyone has a turn being the
speaker,

6.
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Glve a choice of toplcs which are not too persondl, e.g. elther: a good thing
that happened last week, or. why | don't have enough time to do what | like.

Start the exerclse and repeat twice. You may want to time the speakers to stop
the listeners Interrupting. (if they know they only have to listen for a restricted
period, they may find It easler.)

Let the groups discuss amongst themselves what the exercise felt like. Were
they good listeners?

Split the threes into pairs and Introduce the second listening exerclse:
Imporiant feelings

In this exerclce, one person speaks while the other listens particularly for the
feelings belng expressed. ihink about the words In the warm-up. Which words
most accurately sum-up the level of emotion?

When the speaker has finished, the listener should share her understanding of
what the speaker has sald as well as thelr cholce of words to sum up the
feelings.

Then the pairs will switch roles.

Ask the palrs to speak for a couple of minutes each on a toplc which Is not too
personal, but will Involve strong feelings, e.g. elther: people | don't get on with
or, an emotional childhood memory.

Repedat to glve the other a turn.

Let the pailrs discuss amongst themselves how the exerclse worked.

Change the pairs If necessary and Introduce the next exercilse:

Paraphrasing

Paraphrasing Is when you glve a shorter version of what someone has sald -
using words which don't change the meaning. Either the same words - or
words which accurately reflect the level of emotion. Paraphrasing should not
Interpret or add to the story.

The pairs should take turns in the role of speaker and listener. Toplics could be:
What Is Important about my work? or Something which happened to me last
week that | am thinking about.

Put the palrs together in fours to talk about how they rate themselves as
listeners. What got In the way of good understanding?

Feedback to the full group:

7
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Flipchart

What gets in the way of good listening?

9. Discuss the skilis Involved In listening and encouraging others to talk.

Flipchart

What can encourage others to talk?

Issues fo raise In discussion

How important Is:

- advice-giving? - opinions?

- self-disclosure? - support?

- relevant questioning? - atmosphere?

- note-taking? - smiling?

- confidentlallty? - comfort?

- privacy? - body language?
- eye contact? - acceptance?

- understanding? - filendship?

Additions or variations to the exercise:

- Relate or follow-up this exercise with Exerclse 2.6 Personal Qualities used In my
work.

- Collect some Information about Counseliing courses for people who are
Interested i {ollowing up this training.

- Follow-up with a discussion about listening skills In our work:

How Important Is good listering In our work?

When do we need good listening skills?

What kinds of problems or Issues do we encounter?
When would we be bad listeners - what do we do about
that?

How can we make sure that we Improve our listening
skills?
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Exercise 2.6  Personal quadlities
needed in my work

In small groups, participants discuss differcnt personal Qualities and why they are
Important, Cards need to be prepared beforehand and a worksheet can be used to
facllitate discussion.

Thanks to Lynn Moss for the Idea for this exerclse.

Aims of the exercise:

* to explore the personal qualltles which are useful In community
WOIK,

* to ralse self-esteem through the valuing of personal quallties.

%* to think about how we present ourselves and why thisIs
Important In our work.

* to discuss the limitations In how we present ourselves.

The exercise:

1. Before the sesslon: Make several complete sets of cards from Hand-out 2.6.
2. Introduce the exerclse by going through the alms.

Explaln that each group wlill have a set of cards with words which define
different personal quallities, Each group wii need to agree which quallties are
essentlal for our work, which ones wouid not be appropriate, and to rank the
others In between. They need to discuss why each card should go In a
particular place.

Warning: Some of the vocabulary may need clarlfication.,
3. Split the group Into groups of three or four and glve each group a set of cards,
4, Go around the groups and ask them to verballse why the qualities are essentlal
or are Inappropriate. Encourage particlpants to discuss the pros and cons of
the middie ground. Why are some cards In the middle? Are some quallties
more valuable In certaln settings? Why Is this true?

5. Ask the groups to report back on the “middie ground" cards only and to state
why they can be useful as well as Inappropriate,
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6.
7.

Issues fo ralse:

Are some quallities useful only In particular situations?

Are some qualities better hidden?

How do or can we ccqulre the essentlal qualities?

How do we pass on qualities?

Which qualities are easy to pass on to others?

Can people change themselves? How do people change?
Ask participants to begin 1o flll In Worksheet 2.6 Indlvidually.

Group participants together to discuss thelr worksheets,

Additions or variations to the exercise:

Use the cards to discuss the personal qualities required In a particular area of
work, e.g. counselling, committee imeetings, or when working with a particular
group.

Select appropriate cards to play "In the manner of a word." (See Working
Paper 16.)

Follow with a discussion of strengths and weaknesses: Which Aualities do we
have? Which are we lacking? What do we do about thess  *ngths and
weaknesses? (See Exerclse 2.8 Strenaths and Weaknesse ..,

Link with Exerclse 2.4 Trees to think about ho- * quallties are galned.

Discuss the way we present ourselves as an Issue In community work. (LInk with
Exercise 3.7 Roles of a Cominunity Worker.)

Issues to ralse:
How "natural’ Is our work?
What do we do about personal Involvement? Should we imit 1?7 How?
How much are personal relationships Important in our work?

How do and can we get support?

Personal Qualities

FOR
YOUR

PORTFOLIO

Participants use the worksheet as a basls for
an analysis of the qualities required In work.

73
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Handout 2.6 Personal Qualities Cards

Make several coples, cut up and stick onto index cards:

Caring Careful Depressed
Judgmental Assertive Sympathetic
Calm Aggressive Strong

Good listener Withdrawn Helpful
Aftentive Good tempered Blunt

Laid back Emotional Self assured

- —
KATE GERALDINE
SAPIN WATIERS
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Confident

Confidential

Interested

Proud

Opinionated

Having a good
sense of humour

Friendly

Open

Persuasive

Worried

Flexible

Helpful

Patient

Committed

70

Excitable

Honest

Rigid

Amusing

Energetic

Politically
aware

Tenacious

-
KATE GERALBINE
SAPIN \[/ WATIERS
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Empathetic

Organised

Challenging

Anxious

Mature

Loud

Capable

Frantic

Persistent

Accepting

Concerned

Questioning

Relaxed

Will try anything

Quiet
Insecure
Out-going

Young

Knowledgeable
Full of ideas

Reliable

- "\//’}’
KATE GERALDINE
SAPIN WATIERS
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Worksheet 2.6 Personal Quadilities
in Community Work

Fill in the sheet with some of the personal qualities required in your work and
why you find them useful. Continue down the sheet.

To be an effective community worker, | need to be:

because:

| need to be:

because:

-5
GERALDINE
WATIERS
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D. NETWORKING

The exerclses In this section bulld on those In the previous one to assist the
development of working relationships within the group that wlll be carred on In work
practice. The exerclses wlll help to establish or Increase awareness of the breadth of
experlence within the group and suggest ways of working together.

Tutors should encourage particlpants to meet outside of the sessions and share
Information about meetings, conferences, and tralning events as well as on-golng
work. Personal and work contacts made within the group can be one of the maljor
positive outcomes of pariicipating In a programme. The relationship between a
participative programme and work practice Is a natural process In all of the Learning
From Each Other exerclses but can be glven extra emphasis with these networking
exerclses. Other possible suggestions can Include actlon leamning palrings or co-
counselling arrangements.

Exercise 2.7 Range of experience

The range of experlence exerclse facllitates the sharing of Information about the kind
of work Involvement which exists within the group. The method provides the
Information for links to be made and can be followed up through: additional group
exerclses to make arrangements for meeting, Individually with the encouragement of
the tutor, or Independently by the particlpants concerned.

If used near the beginning of a programme, the exercise can be a useful way to
demonstrate the range of experlence In the group and help a positive approach to
the programme and particlpative learing. WIith an established group, the networking
potential wlll be greater.

The exerclse can be used as a warm-up for a varlety of participants and sesslons. Use
the structure and substitute your own headings.

Fllpcharts prepared earller need to be posted where additions can be made., Make
sure that you have plenty of extra pens.

Aims of the exercise:

* for participants to discover creas of work or experlence which
they have In common.

* for participants to see the roiige of experlence which exists In
the group - the skllls. qualities, and experlence which are
avallable for them to learn from each other.

The exercise:

1. Before the session, declde on a number of areas of work or experlence which
members of the group are likely to have In common - these will be the
headings for fipchatts to be displayed.
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The headings could Include:

the varlety of groups they have worked with (e.g. young
women, Under-5's, Councli officers),

feelings which they have experlenced at work (e.g. feeling
peripheral to the prlorities of the group, organisation or
agency, having difficulty managing conflicting demands),

roles they have fllled (e.g. centre-based worker, outreach
worker, supporter, Judge).

2. Distribute a number of pens and ask the particlpants 1o make comments under
the different headings. Tell them that there Is no need to put thelr names down.

Allow time for reflection, reading and encouragement of reluctant participants.
Watch out for competitiveness - encourage people to read the other
contributions.

3. The exerclse could usefu..y lead Into a coffee break where entries continue to
be made with less pressure.

4, Sum up the range of experience represented and point out any unusual
examples, differences and simllarities, Emphasise the positive aspects of the
varlety of experience avallable,

Encourage questions and discussion of the entrles to develop a network of
Interest and support. Follow with an exercise 1o make finks, e.g. Exerclse 2.10
Visits or 2.8 Strengths and weaknesses.

Additions or variations to the exercise:

- Type up the flipchart notes and circulate them so that the group has a record
of the range of experlence In the group. The lists wlll also be useful for displays
and reports about the programme to demonstrate the breadth of experience
In the group.
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Exercise 2.8  Sfrengths and
Weaknesses

Waming: Although this looks like an easy exerclse In sharing experlence, identifying
strengths and weaknesses Is a difficult task. A Worksheet Is provided so that
particlpants can record thelr strengths and weaknesses.

Aims of the exercise:
* {0 share areas of strength.
* to promote networking within the group.

* to discuss areas of weakness and how they might be worked
on.

The exercise:

1. Glve each particlpant Workshedt 2.8 to flll In. Tell them that they wlll not have
o reveal thelr weaknesses to the group.

Encourage everyone to write three things which they feel confldent about. Ask
them to think about experlences, skills, quallties which they can share with
others.

2, Get everyone to tear thelr sheets In half along the line.

3. Everyone should sign and "post" thelr strengths by putting thelr sheets up on the
wall. (This is a test of assertiveness!)

Glve everyone a chance to read the notices. Summarise and pcint out some
Interesting ones.

4 Everyone should put thelr "worrles' In a pile. Mix up the plle and get everyone
o select one at random.

5. Go arcund the group. Each should read out the "worry" which Is written down
and suggest how one of the signed strengths on the wall could help.
Encourage the group to contribute thelr Ideas when a difficult situation arlses.

Additions or variations to the exercise:

- When particlpants are posting thelr strengths, they could do so Individually by
announcing what they are posting.

- Follow up by getting everyone to write out a plan for working on thelr weakness
which wilil involve someone else In the group.

- Follow up with exploring some assertiveness skllls or definltions (not Included In
this book but avallable from many sources.)
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Worksheet 2.8 Stfrengths
and Weaknesses

| am confident about:

D)

2)

3)

Signed.:

My biggest area of weakness is:

No signature needed!

el
GERALDINE
WATIERS
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Exercise 2.9 Participants' Fair

In this exerclse the participants are encouraged to talk about the work they are
Inveived with and to display materlals, Information, publicity for the rest of the group.
Ideally, this would be spread over a perlod of ime long enough to allow everyone to
display thelr work and to see the others' displays.

The exerclse would usually require some forward planning to allow participants time to
collect and bring In materlal,

Aims of the exercise:
-k to share Information about participants' work and Involvement.
“

* to note the varlety of community work experlence In the
group.

* 1o establish a basls for networking.
*  {o practice presentation skllls.
The exercise:
Anrangements before the session(s):

1. Alert people to the Idea well before the session(s). Make sure that everyone
has advance notice.

If more than one session Is 1o be a Participants' Falr, then book pecple for a
speclfic sesslon.

2. Discuss the Fair In a session nearer to the date(s). Point out that a minimum
contribution could be Just putting out some materlals and answering questions -
or just talking ahout one or two groups worked with for about ten minutes.

Glve some Ideas about the kinds of materials they might like to bring:
publiclty, Including lecaflets, videos, displays.
photos of tilps out and sessions.
a playbusi
materlals used In sessions, e.g. tralning material, books, crafts.
reports of work.

a diary, or chart on the wali which outlines thelr actlvitles.

Parficlpants may be encouraged to Invite some of the people they work with to
attend the fair.
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3.

Discuss the pros and cons of different forms of presentation: e.g. videos are
non-paricipative - could they show a short extract? Schedule the
presentctions so that not foo many videos appear on the same day!

Glve advice on other forms of presentation: OHPs, fllpcharts, setting out a
display, short talk, etc.

Arrange video, tape/slide, etc. as requested.

On the day:

1.

Arange a sequence of presentations. Reassure people that they can do It
FInd out how extensive the materlals are which participants wish to display.
Make sure that there are tables avallable for them.

If there are lofs of things to look at, have a *Milling" session so that people can
ook around and ask and answer questlor:s Informally.

Start the first person off. If necessary, Interrupt at an appropriate moment,
perhaps after ten minutes, to start discussion or questions and answers. To get
through everyone, declde on the time limit for each participant (with any Iuck,
at least twenty minutes.)

.Declde early on whether you are going to allow Interesting discussions to

develop - or keep a runniny tally of Issues to bring up at a later session. Most
presentations wiil ralse a lot of issues - but then others wlll nei get the chance to
r.;resent thelrs, (Putting a vote to the group Is an optlon.)

Keep a recoid of Interesting contacts / funding arrangements and meeting
times which come up.,

Additions or varictions to the exercise:

Follow the sesslon with a visit to a participant's centre or place of work (see
Exerclise 2.10 Visits) - or hold the sesslon therel

Finish with a large calendar of events coming up (participants' Open Days or
other events) and/or a programme of sessions (particlpants' times ard venues
of regular meetings or sessions).

Have a discussion about how community work can be defined to Include the
varled experience presented. See Exercise 3.6 Defining community work.

Follow-up with consolidation of the Information presented using Exercise 2.11
Piotfing the History of Commualty Work.

Produce a pamphlet of what Is going on In the area In communlty work based
on the presentations.
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Exercise 2.10 Visits

This Is not strictly an exerclse, but contalns suggestions about making arrangements for
visits between particlpants' places of work. Vislts can be a great way to Increase
networking In a tralning programme. They can also provide opportunities to see other
ways of working and organising work and to share good practice.

Visits may not happen If left to spontaneous arrangements. A number of contributing
factors create difficulties. Participants may think that thelr workplace wlll not be very
Interesting or that they have to offer a special event 1o Interest visitors. They may have
heavy workloads and no spare time o make arrangements for visits. Some
particlpants may also have problems with transportation. |

Tutors can encourage visits to happen In several ways, for example:

Allocate a sesslon or more for visits to be arranged as an
alternative to meeting as a full group. Some participants
would *host' a small group of the other participants: show them
around thelr place of work - or take them on thelr founds.

Provide a questionnalre which directs particlpants to look at
certaln areas of interest in other centres or places of work.

Put up a fllpchart for participants to fill in stating when and
where thelr group or centre would be open to visitors.

Put together a combined time-table of sessions at participants'
places of work, e.g. Mondays a.m. Raksha has a drop-In
sassion, Lyn has a Parent and Toddier group, Thursdays p.m.
Chis meet; the young mothers. Include addresses and
contact numbers.

Use your knowledge of the group to link people who share an
Interest or whose work Is related to an issue they want or need
to learn about.

Tutors may wish to arrange sessions so that they rotate around the participants’ places
of work - although finding enough venues with a room which won't be disturbed may
be difficult.

The vlsits may be more valuable If participants design a questionnalre to organise rheir
observations and the Information they collect. A session could be spent on research
skllls which are then employed to complle a directory of the participants' experience.

Vislts could develop Into "action learning” partnerships or co~counselling
arrangements If pairings which work well are encouraged by tutors. If a visit works
particularly well, you may like to suggest that a pailr sets up a regular time-table of
visits where work problems or Issues are discussed In turn. Polnt out the benefits of two
experlenced minds tackling problems - with the added advantage of one person
who knows the situation well and the other who can provide a more detached
perspective.
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Exercise 2.11 Plofting the History of
Community Work

Through a discusson of the major changes In thelr areas of work, participants collect
the Information to produce a compliation of developments. The exerclse could be a
useful introduction to each others' situations — or the start of a local history book!

A worksheet can be used 10 focus attentlon on the varlety of changes and to record
participants' findings.

Aims of the exercise:

* to think about the changes In thelr area of work and hov they
have uffected thelr work.

* to use the experlence of the group to bulld up a plcture of
changes In the area - to plot the history of community work
through their experlence.

* for the group to note and discuss the similaritles and
differences In thelr areas of work. '

The exercise:

Introduce the title of the exerclse and clarify the ~ims.

—

2, Ask everyone to reflect on major changes In thelr area of work since becoming
Involved In community work. For exampie:

What areas of work are Important now - compared to ten yeurs ago?
(e.g. housing or Immigration Issues? economic events or needs for play
facllties?)

Are locail people more Invoived In communlity groups or activities, or are
they less committed? Are the actlve people representative of the same
kinds of groups In the community, or are new groups getting invoived?

Are the controlling structures different? Has the .contact with local
authorltles altered? Are management committees stronger or weaker ?

Are equal opportunlties Issues belng discussed more, or less? What
changes have there been In opportunities?

Have sources of funding or the criterla for grants changed?

3. Break Into palrs to share descriptions of three major chang, 3s In thelr area of
work since becoming Involved in community work. Encourage participants to
think about economic, polltical and soclal aspects of their communities and
work by using Worksheet 2.11.

4, Bring two palrs together Into fours to discuss thelr changes and note which are
common - and which are different.
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5.

Groups feedback thelr lists of changes to the larger group.

Flipchart

Changes in community development:

Key Issues 1o discuss:

Note the areas of similarity and discuss the reasons why these civanges
have occurred,

What has affected the differences?
Are the changes positive or negative? Why?

How can the positive aspects be bulit on? What does a community
worker do In response to the negative changes?

What effect do the changes have on thelr ' ..2s as community workers?

Are these changes due to political, economic, or social changes?

Additions or variations to the exercise:

Participants could be grouped according to thelr geographical area - or thelr
area of work - to pool Information about the changes within the particular fleld:

Each small group could look at changes In thelr own locallty which have
affected their work - and vice versa,

A small group could look at the changes In play work across the reglon
(training developments, funding, new pro/ects,etc,) while others look at
tenants' work, community arts, work with young people.

Other Issues 10 ralse in discussion after the feedback could Include:

What can we achleve through community work? What changes are we
looking for?

The role of the community worker and community work: what do we do
as community workers? (See Exerclses 3.7 and 3.8.)

What qualities are required of a community worker? (See Exercise 2.6.)
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FOR
YOUR

PORTFOLIO |

A history of community work In

Particlpants could prepare a story of the
changes In thelr area or area of work - using a
“‘free", "road", (see Exercise 2.4) o° a graph
using Worksneet 2.11. An analysis could
discuss the Interaction of different sorts of
changes.
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Worksheet 2.11 Plotting the History
of Community Work

Think about the changes in the community and in your work.

Fill in the chart stating what was different 20 years ago, 10 years ago, etc.

Political Social Economic
Changes Changes Changes

What was different:

twenty years ago?

ten years ago?

five years ago?

last year?

How do these changes compare with other participanis' observations?

—
El{l‘c o ;(ATE GERALDINE p
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E. DEV .LOPING FACILITATING SKILLS

The exerclses Ir this section dllow tutors to prepare a learning group to take full
responsibliity fcr sessions by sharing thelr facliitating and training skills. Encourage
participants to use examples of courses they are setting up In their work, e.g. Play
training, Induction of volunteers, supervision sessions.

The exerclses can dlso be used In "training the tralners' sessions.

Exercise 2.12 Using warm-ups

The exerclse Jses warm-ups as an example of how to declde on an exerclse to use
with a group. By thinking about specific wamm-up exerclses, participcints consider
whether and when they would be appropriate. The tutor should make the link
between these considerations about warm-ups and those necessary when selecting
any exerclse.

The exerclse would be a useful Introduction to a programme on training methods and
materlals.

Aims of the exercise:

* to Increase particlpants' confldence and expertise In using
warm-ups.

*  to explore some of the considerations fo use when selecting
approprate methods or materials.

Warming-up: Sharing Warm-ups
Ask participants to demonstrate some warm-up exerclses that they know.

The exercise:

1. Brainstorm on:

Flipchart

Why do we have warm-ups?

53
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See the previous sectlon on warm-ups In this chapter for some points to bring
out,

2, Discuss the warm-ups demonstrated by the group. What Issues were ralsed?
Did they fulfll the aims of warm-ups?
What would make a warm-up Inappropriate?

Write up the Issues to consider when selecting a warm-up.

Flipchart

Selecting a warm-up:

Issues fo raise:

- Would some warm-ups work better or differently with particular groups of
particlpant groups due to age, gender, culture, abillity, literacy, moblilty, class?
why?

- What are the criterla for selecting a warm-up with a new group?

- what warm-ups would we, personally, not be comfortable using?

- What are the pros and cons of work In pailrs, work In small groups, work In large
groups?

- Why or when would a warm-up with different characteristics (e.Q. physical

contact, singing, acting, humour, speaking In front of the group, wearing
different clothes) be appropriate for a group?

Additions or variations to the exercise:

Complle a list of useful warm-ups by pooling Ideas with the group.

See Working Papers 14 - 16 for some examples of warm-ups. Try them out with
the group. Glve each particlpant one 1o facllitate with the group.

9
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Exercise 2.13 Facilitating learning

The exercise uses participants' negative experiences as a basls for devising positive
guidelines for facliitators. You may wish to use this exerclse with a group whose
participation Is flagging. Remind them what participative iearning Is abouti

Aims of the exercise:
* to establish guidelines for good practice in facllitating sesslions.

*  toshare ideas about good practice in participative learning.

Warming-up: A bad facilitator

Ask participants to think about a training sesslon or discussion which they feit was not
facllitated well. Think about the facliitator, how did he/she Intervene?

Ask them fo share their thoughts In pairs.
The exercise:

1. introduce by saying that the aim Is to devise some guidelines for facliitators - so
we don't end up like those horror storl@si

Flipchart

Facilitators should not:

2, Discuss the role of a facliitator. Use the opportunity to discuss the vaiue of
participative learning. Issues to raise:

What are the skills Invclved?

What experience does a facliitator need?

How should timings be handied? How do you know when 1o Interrupt?
How should quiet or dominant people in the group be handled?

How much responsibliity should a facliitator take for ensuring that Issues are
covered fully?
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3. Discuss and agree a set of guldelines for facllitators based on the previous
fllochart notes.

Flipchart

Guidelines for facilitators:

4, Type up and clrculate as a useful reference and/or tralning handbook.

Additions or variations to the exercise:

- Follow with a discussion of the skllis required and ask particlpants to analyse
thelr tralning needs In relation to those skllls. How wilil they fulfll these?

[ o)
(o
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Exercise 2.14 Seffing up a
learning programme

The exerclse uses a worksheet to glve a structure to participants' notes about how to
set up a prograrnme. A minl-lecture given by the tutor can be based on the matericl
In Chapter One. :

Aims of the exercise:

* 1o share Ideas about good practice In setting up learning
programmes.

* to encourage participants to take on the organisation of
participative learning programmes In thelr work.

Warming-up How was it set up?
Ask participants tc think about a learning programme they have been Involved with:

How did that programme come about? How did the organisers know that people
would be Interested In the programme? Discuss In palrs,

The exercise:

1. Hand out Worksheet 2.14 Stages In Sefting up a Learning Frogramme.
Use the worksheet as a buasls for a *mini-lecture” on Issues to consider when
setting up a learning programme. Use the notes In Chapter One: Nufs and Bolfs
as a basls. Point out that the list Is limit’=d and does not Include publicity,
recrultment, selectlon, setting up a committee, etc.

2. Ask particlpants to contribute thelr Ideas to the points covered.
Have they had experience of planning programmes In this way?
what problems did they encounter?
How did they overcome difficulties?

Additions or variations to the exercise:

- Use the worksheet as a basls for small groups 10 share thelr experlence of
organising learning programmes. Ask them to feedback to the larger group to
come up with a statement from the group on good practice In this area.

- Discuss the simllarities and differences In planning parficipative learning and
planning community work.
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Worksheet 2.14 Stages in planning
a learning programme

Fill in the sheet with your notes about Issues or questions that need to be
addressed at each stage. Who should be involved? How is this done?

—

Identifying the need for a learning programme

2, Setting the aims

3, Selecting the exercises

4, Evaluation

ERIC

Full Tt Provided by ERIC.
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Exercise 2.15 Selecting appropriate
learning methods

The exerclse uses a worksheet to prompt small groups to discuss alternative methods
used In teaching and tralning sessions. The tutor should emphasise the need to Involve
learners In the sesslons - and a discussion of the benefits of participative learning
should naturdlly arlse.

The exerclse Is used to plan a future sesslon on the learning programme Itself - so will
need to be preceded by finding out what participants want or need to cover.

Aims of the exercise:

* to discuss the dims and methods of particlpative leaming.

%* to consider different learming methods and when they are
appropricte.

* to encourage a creative approach to pianning learning
session, and the use of alternative methods.

%* to discuss the methods or materidls to use In a particular
sesslon.

The exercise:

1. Before the session, declde on the aims of the sessions to be planned In groups
and fill In the worksheet appropriately. For example: to look at the responsibliity
of a management committee, to Improve listening skills. The alms should have
been agreed by the group as something they would like to cover.

1. Go through Worksheet 2,15 A and make sure that everyone understands the
terms used.
2. Discuss the advantages of each method In terms of the Involvement of the
participants.
Flipchart
Pros: Cons:

e.9. Brainstorm:
can involve can be

many participants disorganised

5o
ERIC e
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Go through the different methods In turn.

Issues to ralse:

- Is this method appropilate for particular skllls, Informatlon, awareness-ralsing?
- When wouid tills method be Inappropriate?

- What are the practical considerations?

- Are any speclal skills, quallties, knowledge reculred to us~ this method?

- How can we acqulre any specilalist tralining?

3. Divide into planning groups of 1. or four people to look at different methods
which could be used In a parficul. session. The groups could be arranged so
that each looks at the alms for a different future sesslon on the learning
programme they are all Involved In or alternative ways of doing the same
sesslon.

4, Distribute Worksheet 15 B 10 the groups and ask them to plan thelr sesslon In
more detall: declding on timings and materials and allocating tasks.

Additions or variations to the exercise:

- The session could be used to look at a particular course which particlpants
have already run, e.g. management committee skllls, play tralning course,

- Worksheet 15 B may be looked at In a separate session where a full discusslon
about sequencing learning could be held.

Appropriate methods for learning

Particlpants use Worksheet 13 A to
demonstrate an awareness of the relationship
between alms and objectives In learning
programmes as well as an understanding of
the differing needs of groups.

FOR
YOUR
PORTFOLIO
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Worksheet 2.15 A. Selecting
Appropriatc Methods for Learning

Fill In the worksheet usinig an agreed set of alms for a learning session.

Aims for the sessionr:

1. How could you use the following methods 12 reach these aims:

Case Study

Discussion

Brainstorm

Questionnaire

Experiential exerclse orroleg: -

Presentation (video, lecture, dispiay)

Actlon Learning

Other

2, Did you find that some methods were more appropriate for these aims?
Why?

3. Wouid some methods be more appropriate for different groups? Why?

il
GERALDINE
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Worksheet 2.15 B. A programre
for a session

l. Fill in the aims for the session.
2 Think about;
- the appropriate exercises to use
- what sequence 1o use
- how much time to allocate to each exercise
~ who will take responsibility for each bit
- what materials will be needed.

3. Record your decisions on the sheet so that each of you has a
programme for the session.

Aims of the session:

Time/Materials Exercise Who will do it?

o
GERALDINE
WATTERS .

ERIC o

PAruntext provided by eric N y \J




What Is community work? 87

CHAPTER THREE

WHAT IS
COMMUNITY WORK?

This chapter promotes thinking about community work values and the
stages Involved In a community work approach. The chapter starts
with some baslc exerclses to encourage participants to share thelr
understanding and practice and moves on to consider the links
between this practice and the underlying alms of community work.

Exerclse 3.1 Taking a cioser look at "community* page 90
Exerclse 3.2 Getfing fo know an area page 92
Exercise 3.3 Making contact with the cemmunity page 95
Exerclse 3.4 Barriers to communlity iInvolvement page 99

Exe clse 3.5 A community development case study page 106

Exerclise 3.6 Defining community work page 115
Exercise 3.7 Roles of a community worker page 120
Exerclse 3.8 Butls this really community work? page 125

LEARNING FROM
EACH OTHER
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What do we mean
by community work?

The essential elements in community work are change and challenging inequalities
through group action. Community work has developed out of people's actions to
change thelr lives and the communities in which they live. The method of work uses
the skills, quallties and experlence of peopie In a community to work on issues that are
relevant to them. A community worker works with the community to identify and
develop ways of organising collectively which are meaningful to those invoived and
move forward to agreed aims.

A commitment to challenging inequaiities in soclety, to addressing the needs of the
powerless and to confrenting discriminatory and oppressive attitudes and practices,
underpins the work. Effective community workers have an appreciation of the
importance of the development of personal awareness In collective action. Through
becoming involved In group activitles, members of the group will gain confildence and
become more aware of thelr potentlal to change the clrcumstances in which live. As
they work to achleve change, group members gain an appreciation of the
consequences of the varled actions they iake. The knowledge they gain builids
confidence which Informs future coliective action.

This view of community work Is at odds wiih that put forward by some Institutions and
organisations who see community work ¢is a means of encouraging others to accept
change more easlly. Community workers have been employed to bulid up networks
to replace *previously extended famlly networks", to glve credence to community
particlpation without an Increase In power, or to provide services for the community.
These roles are not community development models because they do not challenge
Inequaiities or involve people in group action to change the way they ilve.

Community work can be used to effect change at many leveils in soclety. Community
workers will work:

* with groups which develop from and respond to community needs.

* with organisations which work on institutional change (e.g. locei and
national campalgns, Independent bodles, professional working parties).

* with individuals to support thelr development.

Community workers wlli be Invoilved in a range of actlivities Including:

Initloting the setting up of groups according to identifled needs.

attending community group meetings or sessions and heiping to estabilish
heaithy relationships within the group.

increasing participation in activities and services by peopie who are
oppressed.

Increasing access to resources.

- developing local committees to manage community acﬂon and resouirces.

creating networks of individuals, community groups, voluntary and statutory
agencles to Increase support and resources.

campaigning for change by challenging individuails and institutions,

taking part in committees at district, councli, regional or nationail levels.
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Who would find the exercises useful?

The exercises In this chapter may be used at the beginning of a iearning programme:
with community workers and activists to heip buiid participants' confidence in what
they know and to demonstrate the vaiue of sharing experience. The links between
participants' experience, practice and the underlying aims of community work will
underpin future learning and can be used as a reference throughout the programme.

The exercises are aiso useful for workers in other flelds who suddenly find the word
*‘community" attached to their job titie, e.g. community social workers, community
heaith workers, community planners. Some workers may suddenly find that their jobs
now Include a community brief, such as teachers, dietitians or safety officers, housing
officers, who are asked to perform "outreach” work, consuitation exercises, community
llalson work, campalgn work, or decentralisation of services. Sharing ideacs,
information, skills and understanding about publicity, targeting groups and networking
would be useful in any of these situations.

1CL



90 Learning From Each Other

Exercise 3.1 Taking a closer look
at "community"”

The tutor works with the particlpants In a large group: directing a discussion on the
concept of "community’, clarlfylng thelr polnts, and encouraging a broad approach.
By the end of the exerclse, the group should come up with thelr own definition of
"community."

The exerclse can be used by any group wanting to begln an analysis of outreach or
"community based" work.

Aims of the exerclse:

* to share understanding and experlence of what a community
may be.

* to promote recognition of the range of groups within a
community.

* to encourage a positive approach to a definition of
"community" which values all members of the communilty.

* to challenge, or to encourage the group to challenge, any
misconceptions about oppressed groups within the

community.
The exercise:
1. Write the word "community” on a flip-chart and ask particlpants to suggesi

meanings of the word.

Flipchart

"Community"

2. Discuss and clarlfy the particlpants' suggestions:

Does everyone telong to a community?

Can you Join a communlty?

Can people belong to several different communities?

How do you know whether you belong to a community?

Do some people belong even If they don't want to?

Are sor?e people excluded from communlties - even If they fit the
criteria

102
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Wno sets the criteria? How do they change?

How big Is “too big" for a community?

Is there a difference between a nelghbourhood and a community?
What about an area? a village, a town, a clty, etc.?

Does a community have groups withir, It?

Wwhat's the difference between & group, a network and a community?

3. Ask for assoclations with the word "community*:
Is "community* always a positive Idea?
What characteiises a *healthy community*?
. Do they feel part of a community?
What can promote a "community splrt"?

4, Ask participants to come up with a definition of "community* which takes Into
account the Issues raised In thelr discussion.

Critical elements could Include:

- geography - age

- culture - Interest or experience
- language - religlon

- abliity - class

- users of faclities - self-perception
Additions or variations to the exercise:

- S0 through the suggestions of types of communities and ask for ciarification,
examples and characteristics.

@.g. a group united by a country of birth which has a different culture
and language such as a Polish community.

- Ask for Ideas on how to find out more about the particular communities
suggested on the flip-chart.

- Discuss whether different skills, understanding or experlence are required for
wolrk In different communities.

The community | work with

FOR
YOUR
PORTFOLIO

Parficipants prepare an outline of the
community within which they work (or live)
using the definition put together by the group.
They outline the criteria which define their
community, Its characteristics, and a
description of groups or networks within the
community.
The following format could be used: The community | work with:

I, Why s this a community?

Il. What are the charucteiistics of thic community?

lll, The groups and networks within this community.

154
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Exercise 3.2  Geffing fo know
an areq

This exerclse encourages particlpants to think about the wide range of contacts
communlty workers need to develop In getting to know an area. The exerclse Is useful
In buliding up the confidence of particlpants who are always surprised to discover how
much Information they have about relevant contacts and contact polints. From this
base, tutors can stimulate discussion on "developing an organised approach to
outreach work."

A group Intending to laurich u campalgn, conduct research Into a communlty, get to
know an area better, or start a new job would also find this exerclse useful.

Tutors direct a discussion which goes throuc 1 several stages. The flpchart notes could

be typed up and circulated to provide at  ful resource for Ideas about contacts In
the community.

Aims of the exercise:
* to share experience about ways of getting to know an
areq, available funding. and potential sources of
information.

* to recognise the knowledge that particlpants already have
about thelr area.

* to encourage particlpants to find out more about thelr area -
particularly about the range of groups In the communlty.

* for participants to get to know more about each other and thelr
areas of work.

The exercise:
1. Ask particlpants to Imagine that they are moving to a new area.
What would they want to find out about the new area?

What kind of information about the new area would be useful?

Flipchart

What do we need to know?

104
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Some categories and examples to discuss:

Geography motorways, natural and

political boundarles

History population movement,
housing developments

People make-~-up, needs, cultures,
languages, pelitics, key
contacts, actlvists,
fiends ana <~ mies

Facllities bulldings, meeting places,
lelsure and cultural
facliities

Funding avallable grants and money

Resources people and groups, equipment
and provision

2. Ask participants to think about who they talk to or where they find the answers

to these questions. Make a new heading and list the names and addresses of
reglonal organisations, town hali contacts, non-statutory projects and funding

agenciles, etc.

How do we find out what we need to know?

Flipchart

3. Lead the discussion Into the next steps to be taken in working In a new area
using a community development approach,

AsK ponlclponté to share Ideas about:

how to bulld networks.

hcw to prioritise which people, groups and sources of
Information to contact.

how to record the Informailon gathered.

i 10,
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Points to raise In discussion:

Encourage participants to question the vest 2d Interests of different
contacts, particulary professionals and key community members.

Draw attention to the "networking" and sharing of Information occurring
In the leaming group as a method of working.

Encourage discussion of the skills, Information, awareness or quallties the
worker needs. Do these skills vary with particular groups?

Ensure that the needs of people of different age groups, cultural groups,
gender and abliity are discussed.

4, Make sure that the notes from the session are reviewed by the group, typed up
and clrculated for future reference.

Additions or variations to the exercise:

- Instead of a discussion with the whole group, break Into pairs at the beginning
of the exercise. One participant takes the *role* of a new worker moving Into
an area; the other passes on the Information about her area.

My replacement worker

FOR
YOUR
PORTFOLIO

Particlpants write up notes for a "replacement
worker." If someone had to repiace them for
six mon‘hs, what Information would she need?

List the Information under headings: e.g. key

contacts, on-golng groups, background of
people In the areqa, geography, facllities.

ICo
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Exercise 3.3  Making contact with
the community

How often do we hear people working within the community say that they have
organised a consultation meeting and only one or two peoplée turned up? or, that they
have set up a facllity and only certain kinds of people are using It? This exercise
concentrates on a basic problem facing people working within @ community: how do
we make contact with pdrticular groups?

Particlpants discuss In palrs how to make contact with specific groups and categories
of people. Worksheet 3.3 lists some examples of particular target groups to stimulate
thinking about how to make contact with different groups or networks and should be
cut Into strips before the session.

Aims of the exercise:

* tc Increase understanding of how we use our knowledge of a
nelghbourhood and networks to develop contacts with the
community,

* to encourage participants to builld on their experience and
begin to recognise and develop a method of making contact
which can be used with any group.

*  toidentify Issues io be considered when making contac with
particular communities and community Jroups.

* to encourage participants o make contact with a varlety of
groups In the community.

The exercise:

1. Preparation: Decide how many examples of specific groups are required and
make some slips of paper (or use Worksheet 3.3: Making Contact with the
Community) asking particlpants for ideas on making contact with thase
particular community groups.

The teedback for the number of exampiles listed could take a long time. Limit
the mumber of examples for the size of the group and decide whether dll of the
examples need feedback.

2, Divide the group Into palrs and distribute a couple of slips to each pair. Allow
them time to work on one or two Issues.

Waming: A number of questions about the task may arise: “How do we
know there Is a need?" *But | would never do this." *| don't have a cluel”
efc. You may need fo strongly urge people to have a go *Pretend that
your management 3s instructed you fo do It." Remind them that this Is
an exercise - that they shouid use thelr imaginations.
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Feedbr:ck: Ask each palr to read thelr slip to the group with suggestions of
ways forward. Draw out comments and suggestions from the other
particlpants.

Some responses may begin: "We would do all the things that the other pairs
have suggested. and ... "to save repetition,

Points to consider:
Encourage lively debate on different approaches. Baslc and firmly held
oplnlons on how to make contact with particular groups may vary
considerably.

Make sure that mystification does not put people off, Challenge those
who say that the werk can only be done Iin a particular way.

Highlight Innovative Ideas on publicity and relevant contacts In the
statutory and non-statutory sector.

Encourage participants to think of all the people In the communlty, l.e.
different ages, cultures, languages, literacy levels, abllities, Interests.

Ask participants for Ideas on how to evaluate the effectiveness of their
contact with particuar groups.

Additions or variations to the exercise:

Palts of particlpants could choose one gioup to analyse thelr approach In more
detall.

You may prefer 1o have the whole group focus on a parficular group or @
couple of groups by giving everyone the same target areas.

Making contact with different groups in the
community

FOR
YOUR

PORTFOLIO Particlpants list the different groups In thelr

communlity and how they make contact with
them.

1N
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Worksheet 3.3 Making contact with
the community

Cut the sheet into strips to hand out.

1. How do you make contact with other tenants in your area regarding the setting
up of a tenants' group?

2. How do you ting the community's attention to the Advice Sessions In the
community centre? .

3. You are Involved In setting up a playscheme. How do you contact potential
helpers?

4, How c¢io you contact potential members for the Aslan Girls' Project In your
nelghbourhood?

5. How do you contact members for the After Schoos Play session In the
community centre?

6. How do you contact members for the PHAB club at your centre?

(PHAB = Physically Handicapped and Able-Bodled People)

—
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7. How do you make contact with the community in order to set up a Parent and
Toddler group?

8. How do you make contact with the community when setting up a Luncheon
Club for elderly people?

9. How do you make contact with residents of council housing to find out thelr

views on decentralisation of housing services?

(The Councll Officers based at a central office have asked you to asslst them In
finding out the residents' views.)

10.  How do you find out what young people within the nelghbourhood want in the
way of facllities?

(young people aged 12 - 16 years)

1. How do you make contact with people with disabliities 1o find out thelr views
about opportunities in the community?

12. How do you make contact with women in the communlly to set up a steering

group for a women's festival on International Women's Day?

] 1) 1 aamina Erom Each Othar
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Exercise 3.4 Barriersfo
community involvement

This exerclse Is caried out In small groups and gives participants the opportunity to
think about possible barrers for people In the community. By analysing who Is serviced
by or pariiclpating In the services, facllities and community organisations in thelr area
of work, particlpants can develop a plan to Increase community Involvement,

A worksheet listing possible barriers will need to be cut Into strips before the session. A
second worksheet Is used to plan how to Increase involvement,

Aims of the exercise:

* to provide a means of analysing the range of people who use
services In the community and participate In community

activitles.
*  toldentity possible barers for specific groups.
%*
to plan practical steps to removing the barrers and Improve
use and particlpation In community activities.
*
to encourage Implementation of the steps In participants'
places of wolk.
The exercise:
1., Ask participants to think about the range of people who live In the community

where they wolk.

Ask the participants to think about factors which may affect whether this range
of people would be Interested In the services or opportunities provided by the
organisation or group In which they work.

Flipchart

What would affect people's interest?

Note: Emphasise that they should concentrate on the barriers which the organisation
creates, not the "difficultles’ which the community presents.

2, Divide the participants Into groups of three or four and glve ecich group a slip of

paper which describes possible areas of discrimination. (See Worksheet 3.4A
Barriers fo involvement.

IO
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Ask the groups to deflne ways Irn which any service or orgailsation could
disciiminate In the area they are focusing on. Glve them a flip-chart fo record

thelr findings.

3. Each small group should fill In a copy of Worksheet 3.4 B Increasing
involvement . Encourage people to think of practical steps to work towards this
am,

For example:
Worksheet 3.4 B Increasing Involvement
Issue to consider: able-ism
Barriers to Short term goal: What can I
involvement do tomorrow?
Access problems get some ramps Ring Town Hall
community centre re grants

4, Feedback the Issues and the solutions to the larger group. Share Ideas on good

practice and how to implement and monitor progress.

Flipchart

Increasing involvement:

Gond practice: Ways to achieve this:

Points to raise In discussion:

Remember that we aie most concerned about barrers to people from
oppressed groups In soclety!

!In what ways are the barrers created by unequol power relationships In the
soclety we live In?

What attitudes created these barrers? What keeps them In place?

Which barrlers consist of practical issues? (e.g. arrangemenis for meetings at
pubs as barrlers to certaln people attending.)
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Which Include something less tanglble? (e.g. lack of encouragement, support,
or role modeils)

Who would need to be consulted about getting more information about these
and other barmiers? How would you contcct them?

What are the essential Ingredlehts of an action plan to remove barrlers? (Make
sure that monlioring and evaluation are Included In the list.)

Share Ideas about resources, funding, and participants' good practice.

Additions or variations to the exercise:

After thinking about possible barriers to participation, the groups could

teedback thelr findings for discussion before moving on to thinking about
solutions. '

Action plan to reduce barriers

FOR
YOUR

PORTFOLIO Participants draw up thelr own action plans to

reduce barrers In their area of work or
organisation. They should aiso Include
monitoring and evaluation methods.
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Worksheet 3.4 A Barriers fo
Involvement

Barriers!
1. Issue to Consider: Age-ism

Think about people of varylng ages - how could a service or organisation
discriminate on the basls of age? What could get In the way of people using a service
or jolning an organisation or group?
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Barriers!
2. Issue to consider: Racism
Think about the different races of people In your community - how could a

service or organisation discriminate on the basls of raclsm? What could get In the way
of people using a service or joining an organisation or group?

Barriers!
J. Issue to conslder: Sexism

Think about how a service could discriminate on the basls of sexlsm. What
could get In the way of people using a service or joining an organisation or group?

4, [ssue to conslder: Able-ism

Think about how people In a community vary In abliity - both physically and
mentally. How could an organisation or service discriminate on the basls of abliity?
Wwhat could get In the way of people using a service or jolning an organisation or
group?

—
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Barriers!

5. sue to consider: Language used
Think about the different languages people use In your community, How could
an organisation or service discriminate on the basls of the languages used?

Wwhat could get In the way of people using a service or joining an organisation
or group?

Barrlers!
é. Issue to consider: Nationallsm
Think about the different cultures In your community. How could an

organisation or service discriminate on the basls of culture? What could get In
the way of people using a service or joining an organisation or group?

Barrers!
7. Issue to conslider: Needs of employed and unemployed people

Some people In your area are employed In varinus kinds of work; others are
unemployed. How could a service or organisation ciscriminate agalnst people
In varlous situations? What could get In the way of people using a service or
Joining an organisation or group?

8. Issue to consider: Educational snobbery - awareness of literacy

How could an organisation or service discriminate on the basis of educational
background? What could get In the way of people using a service or joining
an organisation or group?

-
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Barilers!

Q. Issue to consider. Awareness of heaith Issues
How could ar organisation or service discriminate on the basls of health?
What could get In the way of people using ¢ service or joining an organisation

or group?

Barriers!
10, Issue to conslder. Family circumstances
How could an organlisation or service discriminate on the basls of famlly

clrcumstances? What could get In the way of peogple using a service or jolning
an organisation or group?

Barrlers!
11. Issue to consider: Experts
How could an organisation or service discriminate on the basls of "knowIng

what Is best for people." What could get In the way of people using a service or
jolning an organisation or group?

Barriers!

12. Issue 1o consider: Class

How could an organisation or service discriminate on the basls of class? What

could get In the way of people of varying classes using a service or joining an
organisation or group?

1l
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Worksheet 3.4 B Increasing

involvement
Issue to consider:
Barriers to Short term goal: What can I do
involvement: tomorrow?

KATE GERALDINE
117 SAPIN WATTERS
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Exercise 3.5 A community
development case study

The exercise can be used to demonstrate a community development approach to
working on an issue. A case study Is selected on an Issue with which the participants
are not particuiarly famiiiar to develop awareness of how thelr experilence can be
transferred to new situations. A housing issue Is used to detall this example, but any
typlcal community work problem could be used (see Additions and variations to the
exercise for other exampies).

The exerclse Is caried out in small groups which each ook at the same case study. In
the feedback, the tutor facllitates discussion to develop a step-by-step approach to
ways forward on the situation,

Aims of the exercise:

%*
to demonstrate the community development approach to
working on an Issue by looking at good practice through use
of a case study.
*
to show how our experience in one community work situation
may be transferred to another.
*
to estabiish that thera are steps or stages In neighbourhood
group work.
The exercise:
1. Preparation: Devise or select a case study involving a campaign or practical,

short-term Issue. (See the examples on Worksheets 3.5 A - F.)

2. Read through the case in the full group. Take: up practical points to clarify the
task and situation. Try to minimise concerns about detall by encouraging
people to give It a go.

3. Divide Into smaill groups of three or four to consider the case study and what
they would do In approaching the issue. Encourage peopie o detall their
responses.

4, Go around the groups to encourage ‘nnovation and detail.

5. Feedback In stages:

Ask each group to record thelr first reactions on the filpchant. Go around each
group and ask them: Is there anything else to consider here? Anything else
that should come before this?

Continue through the steps that could be taken by taking suggestions from
each group and build into a step by step approach with stages cleary
designated.

110
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6. Conclude *he feedback by relating the group approach to this problem-
solving exerclse to the siages In community work. Emphasise the transferable
skllis Involved In community work and that the particlpants can move with ease
from thelr practice and experience to the development of theory.

Polints fo consider In discussion and feedback:

Discuss whether each action Is appropriate and debate the pros and cons -
particularly the controversial polints.

Hold a discussion on the role of the communlity worker. This may be a good
time to conslder "*What Is Community work?* In more detaill.

Ask for examples from the group of situations which followed a simllar
development.

A minl-lecture on stages In community work may be appropriate here to
consolidate the stages approach,

Issues o ralse In discussing the Housing Case Study on Worksheet 3.5 A:
Stress the Importance of the worker's Inltial reactions to the three residents.

Consider equal opportunities Issues at each stage: In publiclly, representation
on any committee, targeting groups, etc.

How do you assess how representative the three residents are?

How willl the public meetings be organised? Think about when and where and
access and timings as well as: Who will be invited? What preparation Is
required? How will the momentum be carried on?

Discuss the role of the Chair and the agenda at a public meeting. Encourage
a discussion of possible reasons for and against using particular people, such as
the community worker or headteacher as the Chalr of a public meeting. Wiite
up a list of other appropiiate cholces.

Discuss the legallty and practicalities of a rent strike, where to find out about
rent strlkes, and whose decision It Is to have one.

Share Ideas about where to get Information and how to organise It

who will do the research and meet Town Hall officlals? How willl the tc:sks be
dllocated?

What Is the role of sounclllors and political parties? How will the group deal
with fiends and enemies?

What kind of support should the community worker provide?

How «lll the skills of the group be developed?
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Additions or variations to the exercise:

- ‘The report back could be organised into stages of community work which
could be Identifled as:

1. ¥nding out about an areq or Issue.

2. Bullding links between people.

3. Identifying a key Issue to work on.

4. Supporting groups.

5. Bullding organisations.
Emphasise the need for monitoring and evaluation of progress at every stage
and discuss how the stages are not separate, but linked In a developmental

way.

- Other examples to use as slituations to study with groups of soclal workers or
health visitors are on the worksheets which follow: Worksheets 3.5 B - F.

Stages in Community Work

FOR
YOUR
PORTFOLIO

Participants wrlte up an example from thelr
practice which lllustrates the stages outlined In
the feedback.
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Worksheet 3.5A

Case study in a community
development approach

Case study: A housing issue
You are a full time communlity worker based In a nelghbourhood.

Three iocal residents contact you. They are up In arms as they have just been told by
the local housing office that the Councll wlll not be going ahead with the
modernisation scheme for thelr maisonettes. The Councll have promised to start this
modernisation for two years now.

The tenants tell you that they are going to stop paying thelr rent. They Intend to
organise a rent strike untll the Councll change thelr mind and modernise thelr housing.

They say that they have a good case as the malsonettes are damp and the children
and old people have all got bad chests.

They want your help. What would you do In this situation - bearing in mind that you
have some time on your hands?

el
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Worksheet 3.5B
Case study in a community
development approach

This case study Is particularly useful with Soclal Work stucients.

Case Study: Afro-Caribbeszn Luncheon Club

You are employed In the Soclal Services Department working with elderly people. Two
representatives of the Afro-Carlbbean community have asked you to meet with them.
They want your help and advice In setting up a Luncheon Club to meet the needs of
the Afro-Carlbbean Elderly people In the area.

How will you work with them?

1.

-
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Worksheet 3.5C
Case study in a community
development approach

Case Study: Neighbourhood surgery
You work in a newly established Community Social Work team. To give a "community
orientation" to the work, your team set up a surgery in the community centre and

cadlled a public meeting to publicise it.

The surgery has been open for three weeks how, but no one has attended.

What do you plan to do?
1.
2.
3.
4,
_——
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Worksheet 3.5D
Case study in a community
development approach

This case is particulany useful with a group of soclal work or care worker students.

Case study: Campaigning group

You work In a day nursery and have a brlef to work with parents and to develop links
with the community. A group of parents comes to see you one morning. They are up
In arms. Yet another child has narrowly missed belng knocked down while being taken
across the road to the nursery.

They want to have a Pelican crossing put up before a chiid Is kllled - and they want
your help. What will you do?

2.
30
4.
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Worksheet 3.5E
Case study in a community
development approach

To use with soclal workers developing a community perspective.

Case Study: Playscheme group

You are a soclal worker working with chlidren with physical disabliitles. Two parents
have asked for your heip and advice In setting up a playscheme for thelr chlidren
during the school holidays. They feel that play activities would be good for other
parents and chiidren In the same situation.

How do you react?

1.

-
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Worksheet 3.5F
Case study in a community
development approach

A case for soclal work students,

Case Study: New mothers' group
You are working In a dist -t In which post-natal depression has been Ideniifled as an
Issue of concern for the Soclal Services Department to work on,

You have been asked to develop contact with women who have young bables and
to set up a group where new mothers can provide support for each oiher.

How willl you go about this?

1.

20
3.
4,
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Exercise 3.6 Defining communify work

Community work practitioners should be clear about the key elements In community
work process: bringing people together, working for change, valuing people and
challenging Inequalities - but many practitioners have not hed the opportunity to
reflect in this way - or to put thelr ideas Into words. Other participants may be famiiiar
(or over-familiar) with the language - but need to be reminded about how this links
with actual practice. The exerclse relates the phllosophy of community work to work
practice.

Tutors need to declde on an appropriate introduction to the exercise. Several
suggestions are given. Then a directed discussion encourages participants to relate

thelr experience to a definltion of community work. The skills cnd qualities required are
looked at In small groups using a worksheet.

The question, *What Is community work?*, Is big. Parficipants will need to be put at
thelr ease before they start thinking about defining thelr work. Tutors should use theilr
knowledge of the group to emphasise the depth and range of thelr experience. For
example, Exercise 2.7 Range of experience could be used as a warm-up.

Before the session, tutors will need to assess whether participants need to think about
what community work means In thelr own terms before they look at a definition.

Aims of the exercise:

%*
to discuss the Federation of Community Work Tralning Group's
definition of community work.

%*
to think about how this definition Is put Into action in day
~-to-day work.

*
to Increase confidence In expressing community work
practices and values In words.

%*

to recognise and value the skills and qualities needed In
community work.

Warming up A: Defining Jargon

Make a set of cards with the words from Worksheet 3.6 A Defining Jargon (one
word to a card.)

Hand out one worksheet and one card to each participant.
Ask participants to try to define the word on their card without using the word.

The other particlpants have to guess which word from the worksheet they are
defining.

Encourage discussion of the definitions and debate any mystifications.

10O
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Warming-up B: Thinking about community work

Ask participants to come up with thelr own definition of community work by
comparing or contrasting It with education or soclal work.

ofr,

Go through Exercise 2.7 Range of Experience - and then think about aspects
common to all communlty work actlvitlies.

ofr,
Changes | have seen . Dlvide participants into palrs and ask them to think

about three changes that they have seen since they became Involved In
community work. Feedback particlpants thoughts to discuss common areas.

The exercise:

1. Distibute Working Paper 18 which Is the Federation of Community Work
Training Group's definition of communlty woX.

Read through the definition stage by stage, and ask for examples from
participants' experlence to establish the relationship between the two. For

example:

Tutor: What work do we do that challenges Inequalities on the grounds
of gender?

Particlpant:  Work wilih girls

Tutor: What work do we do to enable people to act together to assert

control over economic Issues?
Farticipant: Cooperatives and Credilt Unlons

2. Distribute Worksheet 3.6 B What do community workers do? Explain the task
and split the group Into twos or threes to discuss the skllls and quallties required
by a community worker In different aspects of the work.

3. Feedback: emphasise the Importance of skills being used appropriately.
Polints to highlight in discussion:

- the links between the different alms of communlity work. With more
experlenced groups, the examples wlll overlap.

- the array of skllls community workers need.
- the Importance of particlpants belng aware of the skllis they have.

- the need for particlpants to Identlfy which skllis require development,
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Additions or variations to the exercise:

- Follow up with Exercise 2.11 Plotting the history of communlty work.

- Discuss the use of "community work" terms and the value of understanding and
using them In a positive rather than mystifying or self-important way: to
Increcase confldence, use In reports of work and In committee meetings and
raise the status of the work.

For example, confidence may be Increased by being able to say:
"I am working on changing power structures by ..."
‘I am challenging Inequaillities with my work in ..."
I am supporting local people through ..."
when discussing work practice.
- Link the work In this exercise with the skllls and qualities analysls In Exerclse 4.7.

- Ask participants to analyse thelr work with a particular group in terms of the
definition.

Skills and Qualltles needed In community work

FOR
YOUR
PORTFOLIO

Participants use the worksheet as a format for
analysls.

Why Is community work Iimportant?

Participants write a personal statement about
why they feel their work Is Important.
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Worksheet 3.6 A Defining Jargon

Define each word without using the same word In the definition.
Add your own words or phrases .... What Is your least favourite Jargon word?

networking
nelghbourhood
community
localisation
participation

care In the communlity
enable

empower

«ocal autonomy

a community brief
decentralisation
equal opportunities

activist

13.)
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Worksheet 3.6 B What do community
workers do?

1. To bring people together to change Institutions or the way they work,
communlity workers are Involved In:

To do this, they wlll need certaln qualitles and skliis:

2. To value and Involve the skllls, knowledge and experlence of others, community
workers are Involved In:

To do this, they will need certaln quallties and skllls:

3. To confront Inequalities, community workers will be Involved In:

To do this, they will need certain qualities and sklils:

o
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Exercise 3.7 Roles of a
communivy worker

The exerclse uses a worksheet and discussion to ralse awareness of the fact that
community work IS work. As the roles often come naturally to those Involved, people
can become trapped In a certain approach without consldering other options.
Working Paper 19 lists key areas In community work.

Aims of the exercise:
%*

to establish that there are varying roles which participants
adopt with different people or at different times.

%*
to estabilish an awareness of why such roles are useful.

%*
to recognise and value thelr positive contribution to a groups'
development.

Warming-up: What do they think of me?

Hand out some small pleces of paper or card and ask the participants to think about a
group, committee, or organisation that they work with.,

What do the members of this group think of you? Can you think of some words they
would use 1o describe you? Write one of them on your plece of paper.

Ask each to come out and post her/his paper - and say something about what Is
written on It

(Use this with a group that has worked together before - as you need to make sure
about literacy skills-and being able to speak up In the group without too much
embarrassment. A variation could be to draw a picture of the word, simply say the
word, or talk to thelr nelghbour about what thelr group thinks of them.)

The exercise:

1. Introduce the exerclse by talking about the different relationships we have with
groups. For example:

We all have our own styles of work - and use different approaches with
different groups. One style may be appropriate with one group, but not with
another. The workers relationship with a group may also change over time.

This exerclse Is about thinking about the relationships we have with groups in
order to support thelr development. We will be looking at our roles as group
workers.

2. Bralnstorm about the different roles people adopt or perform In thelr work with
groups.
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Flipchart

Roles in community work:

If participants do not grasp the concept, try putting it another way:

Compare the relationship you have with a group with the one you have
with a friend, How Is it different - and how Is It the same?

What Jobs/tasks do you do/perform with your groups?

What kind of work/knowledge/expertise do they expect you to
do/have?

Do you work differently with some Individuals?

If someone was replacing you, what are the important things that they
would have to do?

3. Ask each particlipant to think of two different kinds of groups that they have
worked with. Using the worksheet as a focus for a conversation In palrs, they
should think about what kind of work they do with each group. Make sure that
each participant has groups to focus on,

4, Feedback to the larger group about which roles they are happy about, which
unhappy about.

Flipchart

Roles we are happy to take on:

Flipchart

Roles we do not like:

130
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5. Discuss the Issues ralsed by the exerclse - elther In small groups or with the full
group.

Issues which might be discussed:

Why do we adapt roles we are uncomfortable about? What factors do
we take Into consideration when we do this work?

Which roles are ones we hope to be able to pass on to others? Which
roles can be passed on more easlly?

Which roles do we perform which are In conflict with one another?
Are there roles where you don't quite know what Is expected of you?

Are there any situations Iy which you are trying to perform two or more
roles at once?

Are there any roles you perform where there are too many things
expected of you?

Which roles should we try to avold at all costs?
What can we do to get fid of the roles we are unhappy with?

Which roles require particular training? Do we have any training needs
In any of these roles?

6. Evaluation of the exercise: Parficlpants may need time to reflect upon this
exerclse - why Is It difficult? They may wish to discuss taking credit for
collective action, *blowing your own trumpet*, and/or members of the
community who do not see the participants as *working".

Additions or variations to the exercise:

- Each participant could look at just one group.

- Include a category which examines the skilis Involved In the different roles. The
palr work could be complliing lists of skills for each role - rather than examining
experience with a particular group.

My role with a specific group

FOR
YOUR
PORTFGLIO

Participants draw a picture or diagram
representing thelr role at a specific groups. For
example: The diagram could represent the
participant with all the people she Interacts
with In her work. The particlpant Is
represented by a circle In the middle with lines
- going out to the people she meets,

The length of the lines are varled to llustrate how Important they are to the
work. For example, short lines would show the people met with most frequently.
(T he) people with whom a role Is taken on are sometimes described as a role
set.
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FOR -
YOUR
PORTFOLIO

At the women's group, I

Make tea because

| listen to problems to

The people | work with In my role
as with group

Participants describe their role with some of
the Individuals mentioned. What are thelr
expectations of me? What do | expect from
them? Or, the worksheet could be used as a
format for a portfollo plece.
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Worksheet 3.7 Community Work Roles

Name of group:

Type of group:

Your role. Who are you In this group? Why Is this important?
Name of group:.

Type of group:

Your role: Who are you In this group? Why Is this Important?

Polnts to discuss:

Can you be positive about your work?
Are there differences between your roles with the different groups? Why Is that?

\ —
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Exercise 3.8  Butis this really
community work?

The exercise Is a useful tool to use in monitoring, evaluating and prioritising community
work - particulary as community workers are often trapped into working with groups
for historical reasons or emotional involvement, Finding a 'way out of an impasse with
a group Is nct always easy.

But Is this really community work? could also be used to estimate the vaiue of work
with so-called "service groups* or *support groups’, sometimaes undervaiued In
community work and by community work observers. The exercise can often confirm
how much change Is actually taking place In such groups.

The exercise Invites participants to look ait two different groups with whom they are
working: one of which is going weli - the other which Is not so healthy. Using a
definition of community work, participants work In pairs to assess what they are doing
with these groups. A plan of action to Identify group members which could share skills,
develop confidence and chaillenge oppression, may heip a participant to determine
new methods of working with a group. A feedback in the large group Is recorded to
share good practice.

Aims of the exercise:
*

to look at work with two groups using criteria from the
Federation of Community Work Training Group's definition of

community work.
* to Identify how far the ciiteria are being met.
* to share good practice on approprate acilon to take In order
to help the work with the groups to meet the critera.
* to consider withdrawal from the group(s) If appropriate.
* to share good practice on withdrawal.
The exercise:
1. Introduce the exercise by asking participants to think about two groups with

whom they are involved. One should be a group which they feel Is going
somewhere - the second, in contrast, should be one which they feel is tairly
routine.

invite participants to use their spontaneous or "gut’ feelings to identify the two

groups. The exercise may help them to confim or question the validity of this
approach.

2, Invite participants to give one or two examples and discuss why vhe participant
feels that one group Is working well while the other Is uninspiring.
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Record the reasons:.

Flipchart

Work with A group can feel good when:

Flipchart

Work with a group can feel bad when:

Discuss the aims of community work from the Federation of Community Work
Tralning Group's definition (see Working Paper 18). if the group has not gone
through the earlier Exercise 3.6 Defining communify work, you may need to
give them an example:

The ABC pensioners' group: people are acting together to assert control over
thelr lives by making decisions about how they spend their time and money - as
well as what support they require from familles and the state. Some of the
group would have been entirely dependent on relatives If they had not got out
of the house thrcugh the pensioners' qroup. By coming together, they have
gained support from each other and challenged the Meais on Wheels
organisers to Improve the menus - and to dellver them to a communal setting
of their cholce.

Local people are developing and sharing skilis and gaining knowledge through
their work with the group, e.g. budgeting for the group, organising skills through
arrangements for outings, social skills through dealing with conflict in the group,
research skills by applying for appropriate grants, and campaigning skills by
lobbying for changes In the Meals on Wheels,

Inequailties are being challenged by working-class members questioning the
role and status of Councllilors ("He's Just the same as all of us really, don't know
why he thinks he's got the right to push us around - could have been my
granason.”) and Insisting on thelr right to be heard at a Councll meeting.

The worker would then assess her role In relation to these aims to decide what
level of support they still need.

135



What is communily work? ] 27

4, Go through Worksheet 3.8 But s this really community work?. Ask participants
to assess the groups they selected earller 1o see how the work In the groups
meets the aims of communlity work., Divide the group Into palrs to share thelr
assessments.

5. Organise the feedback so that groups of both ends of the spectrum (healthy
and unhealthy) are analysed - as well as one or two which fall Into the middle,

Issues to consider In discussion:
- What are appropriate ways of withdrawing from a group?
- What is "non-communlty work support'?

- What ways of working with groups wlll Increase how they work towards
community work alms?

- What are the long-term goals of work with a group?

- Discuss the nature of a community development process. How even [s

the development? Are there recognisable stages? How do we assess
progress?

Additions or variations to the exercise:

- The exerclse could be linked to the L ‘oblem analysis exerclse 4.5.

- The exerclse could be linked 1o Exercise 3.5 A community development case
stuay.

A community work analysis of a group

FOR
YOUR
PORTFOLIO

Particlpants use the worksheet to produce an
anglysis of a group and thelr role within It
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Worksheet 3.8 But is this really
community work?

Look at a particular group that you work with and answer the followlng questions:

1. Are local people bein¢l supported by this group? How?

2, Are local people sharing thelr skills, knowledge, and resources In this group?
How?

3. Are power struggles belng affected or changed by the work of this group?
How?

4, Are Inequalities belng challenged In this gioup? How?

5. Is the group challenging Inequalities? How?

é. What do you do with this group which allows these actlvities to flourlsh? (Go

through each question again to look at your role.)

140 e
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CHAPTER FOUR

WORKING WITH
COMMUNITY
GROUPS

The exercises In this chapter provide a structure for examining work
with community groups, developing a theoretical approach and
recording experience In order to promote recognition of the value of
that experience.

Aims of the chapter:

* to stimulate thinking about the purpose of community groups
and the role of the community worker In relation to them.

* to ensure awareness of equal opportunity Issues and
community particlpation In group work.

* to develop an overview of groups' development and what
affects them.

* to Identify problems In community groups, to understand what
causes them and to detemmine how they should -be tackled.

* to bulld evidence of experience, skllis and understanding
gained through work with groups In the communlty.

Exercise 4.1 Whatls a community group? page 132
Exercise 4.2 Why do people come fo community groups?  page 135
Exercise 4.3 Group snakes: the ups and downs In a group's life

page 137
Exercise 4.4 Group under the microscope page 143
Exercise 4.5 Problem analysls page 146
Exerclse 4.6 Case studles in group work page 149
Exercise 4.7 Group work skllls page 158
Exercise 4.8 Group chance game page 162

\

~
LEARNING FROM
EACH OTHER
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What do we mean
by community groups?

Communlity workers work with groups maue up of people who come together for ¢
common purpose based on economic, soclal and/or political Issues which directly
aoffect them. Thelr organisation can be formal or Informal, but would not usuaily be
contalned within professional, party political, or work force structures. Thelr aims and
activitles could Include: responding to community needs, providing personal support,
campalgning, or collectlve actlon.

Groups can be analysed or deflned using a varlety of criterla, such as: where the
power of the group lles, why people join, levels of participation, the degree of
formaility, or the membership. For example:

In looking at the x swer or control of a group, distinctions can be rnade
between groups which are democratically controlled by thelr members, those
dominated by leaders (e.g. professionals, dominant members) and those which
are controlled by outside agencles (e.g. a voluntary Luncheon Club controlied
Informally by a Soclal Services Department meals organiser).

An examination of the membership could involve ai «nalysis of who
participates in a group and how they contilbute. Do support groups involve
the people they are working for? Does a group set up barrlers for particular
Individuais or groups within the community?

The role of community workers who work with groups involves a wide varlety of skilllis,
qualities and understanding. This often goes unrecognised as many practitioners do
not see themselves as part of a "profession. They work with community groups
because of thelr commitment to the Issues and because they feel personally
rewarded by the work. Others may not value thelr experlence because It has not
been valldated by established routes 1o "quaillfications. Community work with groups
Involves working towards democratic control and Increasing participation within
groups. The particular skills required are based on the a'ms and values of community
work. Further detalis can be found In Chapter Three: What Is community work? and a
full list of the key areas of group work Is Included In Working Paper 19,

Planning the sessions

The group work exercises can be used In sequence and progress naturally from one to
the next. Depending on hew much discussion you wish to Include, two or three of the

exerclses could be used In a single sesslon. The exerclses can be used with a varlety of
participants:

community workers who want fo Improve thelr understanding and pract'<e of group
work by sharing their experlence with others. Participants could have experlence of
different roles with groups and bring thelr perspectives as members, activists, workers,
unpald workers or management commitiee members to the discussion. Thelr varying
approaches should be fully explolted by the facllitator to explore the Issues.
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other workers who want to learn more about group work can use the exerclses to
share thelr experiences of contrasting groups, e.g. aduit education classes, soclal

groupings. The tutor can use the exercises as a basls for an Introduction to community
group processes,

members of a parficular group or committee to solve a problem In the way they work
together by analysing thelr aims, roles or practice or to analyse and present thelr
history and development and/or thelr relationship to the worker,

Groups could use the format of the analyses presented by the exercises In reports to
thelr community or funders; individuals could use them to record thelr understanding
and experience in a Portfollo.
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Exercise 4.1 Whatis a
community group?

The exerclise Is an introduction to analysing group work. The tutor Invites particlpants to
contribute thelr views and experience of different types of groups and thelr varying
characteristics. A discussion about defining a community group allows particlpants to
explore a varlety of Issues from different perspectives and may be prolonged if a non-
competltive atmosphere can be maintained. Reference to Working Paper 18, a
definition of community work, may be of value,

Aims of the exercise:
* to share experlence of different kinds of groups.

* to come up with a definition for a "group" In communlty work
terms which takes Into account different needs, alms, and
styles.

*  torecognise the varlation In roles of groups.

* 1o begln questioning the role of groups with whom participants
work.

Warming-Up: Range of Groups

Use the "Range of Experience" format (see Exercise 2.7) but base the exerclse on the
range of experlence wlith groups. Farticlpants write the names of the groups they
have worked with or make comments about thelr experlence under different
headings to do with groups. For exampie:

The headings could Inciude different types of groups. Support groups,
Campaigning groups, All-White groups, Dead-end groups.
Alternative headings could classify groups with different members:
Wcrk with women, Work with Under-Fives, Groups of Disabled peopie.

The exercise:
1. Introduce the exerclse by summarising some of the alms:

We will be working to a definition of *group” based on our
experlences. We need to think about what kind of groups we
have worked with - what they have in common and what Is
different about them.

2. Ask participants to say something about thelr contributions to the *Range of
Groups” exerclse. Alternative'y, get Individual particlpants to comment on the
range of experlence and views on the different sheets.
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3

Wirlte up key words and phrases under.

Flipchart

Groups can be:

Make sure that the breadth of experlence In the group Is explored, but watch
that confldence Is not undermined by over-exposure of very confldent
participants. Tutors should be able to ensure that everyone's experience Is
highlighted.

Key Issues fo bting out in discussion:

What are groups for? (What do they am to do?)

Why or how do they start or end?

What do the members of a group have In common?

How frequently do they meet?

Where do they meet?

Are there different kinds of grou;.s?

Do some groups only provide a service?

Come to a declsion on a definition of a group In one orf two sentences,

Additions or variations to the exercise:

Bralnstorm on different types or characteristics of groups, e.g. enabling, service-
oflented, democratically-controlled, and Invite discussion on what categorles
thelr groups fall Into, whether thelr groups fall Into several categorles, and which
are the most rewarding.

Ellcit a definition of groups which Includes a way to distinguish the different
types of groups and discuss hcw the alms differ.

For example, the participants couid decide to distinguish different kinds
of groups by where the power lles - discussion would then centre around
the aims for democratically controlled groups vs. the aims for
professionaily controlied groups.
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Follow with a relevant case study e.g. a problem from the group or one of the
case studles from Exerclse 4.6, for example Case Study B. All White or Case
Study N. Coming Out,
Discuss thie worker's role with different types of groups In more depth. Why do
we work with different groups? What do we do? Emphasise the community
worker's role as an "agent of change' In work with any groug..
Additional Issues to raise could Iinclude:

Can a group's function change from time to time?

What do healthy groups have in common?

How can different groups be controlled?

Are there any groups that a community worker would not work with?

How should a community worker prioritise the groups that she works
with?

Ditferent types of groups

FOR
YOUR
PORTFOLIO

Parficipants include an analysis of the groups
they work with: the purpose they serve and
how that affects the way they work with them,

14
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Exercise 4.2 Why do people come
fo community groups?

The exerclse Invites participants to bralnstorm the reasons why people join groups.
Reflecting on thelr own reasons for getting Involved with groups can benefit the
discussion. If used with participants with varled roles and experlence, a number of
new Insights Into reasons for joining can be galned which will enable workers to
become more sensitive to members' needs. The exercise can also be used within a
group so that members can share and understand each others' motives and needs.

Aims of the exercise:

* to share experience of different motivations for coming to
groups.

* to begin analysing whether certaln groups meet the member's
needs.

Warming-up: Why does she come to the group?

Ask participants to think of a person who comes to one of thelr groups. Why does she
come?

After a couple of minutes, ask them to share thelr ideas about this person with
someone sitting next to them.

The exercise:

1. Introduce the exercise by talking about how groups meet a varlety of needs -
not simply the obvious ones concerning the basic aims of the group.

2. Ask participants to bralnstorm on:

Flipchart

Why do people come to groups?

Prompt contributions by remindirg participants to use their own experience.
Use different words to eliclt more responses: What are people's. motives,
needs, desires, reasons for coming? ‘

e
~a
~d
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3. Through discussion, classify the reasons which would make people join any
group and those which are particular to a certaln kind of group. (Clrcle the
reasons which can be common to ALL groups.)

4, invite Indlvidual participants to discuss how thelr groups attempt to meet the
needs of the members. Watch out that confldent particlpants do not
undermine the value of the others' experience,

Additions or variations to the exercise:

- Ask the participants to discuss the motlves which help and those which hinder a
group's development. Put a plus (+) next to the helpful ones ana a minus (-)
next 1o the unhelpful. Can some be both helpful and destructive? What
factors determine whether motlves help or hinder?

- Break Into palr work or small groups for people to share their experlence of
particuiar Issues In work with groups and to discuss the worker's responsiblllty In
relatlon to them. The followIng questions could be used to focus discussion,
elther Indlvidually, or In the form of a questionnailre.,

Are people always aware of thelr reasons for coming to a group?

Do people's reasons have much to do with the stated or obvlous
purpose of the group? How should this affect publicity for the group?

Are people's needs always met by the group that they join?
How can we find out whether people's needs are belng met?

How can some reasons for jolining conflict with the alms or purpose of a
group - and what do we do about It?

Do some needs and desires balance with others?

Does a varlety of motlves or needs amongst the members help or hinder
how a group develops?

How does a worker or a groug find out what people want from a group?
s It necessary?

- Foliow wlith a relevant case study e.g. a problem from the group or one of the
case studles from Exercise 4.6, for example Case Study A. A Leader or Case
Study C. Cliques.

Why do people come?
FOR
YOUR

PORTFOLIO

Particlpants provide an analysis of why people
come to a group they work with. See Exercise
4.4 Group under the microscope.

ERlC L4
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Exercise 4.3 Group snakes: the ups
and downs in a group's life

The "group snakes" exerclse Involves particlpants In looking at the events and Issues
which have affected a group's development. Participants would need to have In-
depth experience of at least one group.

If used within a particular group to discuss thelr own development, the members can
use the format to record and present thelr own history.

You wlil need plenty of fllpchart paper or a worksheet can be used to record the
snakes.

Aims of the exercise:

* to share experlences of both positive and negative perlods In
the history and development of groups.

* to think about the reasons for changes In a group's "health”,
* to think about what Is essentlal to a healthy group.

* {0 begln thinking about the role of the worker In promoting a
healthy group.

Warming-up: The first day!

Ask participants to share thelr experlences (In groups of three) of thelr first day with a
group.

What happened? Who did you speak with? What did you think of them? This
coulid be the first time you walked into a Parent and Toddler session - Or your
first day at your present Job.

The exercise:

1. Introduce the exerclse by talking about how most groups develop a serles of
ups and downs In thelr health. Use your own experience to glve a couple of
examples of events or characteristics which helpad or hindered the
development of a group.

Describe how an analogy of a snake could be used to portray the ups and
downs. The positive factors can be wrltten under a "hump” and the negative
ones over the downward siump. (See lllustration overleatf.)

1 47
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positive: negative:

Starts off | Goal

then varlous things happen along the way to affect its progress until the goal Is
reached.

2. Make sure that everyone can think ~.“ a group which has had ups and downs.
Suggest Ideas to prompt thinking - Lused on your knowledge of thelr
experlence. Encourage particlipants to choose a group vthich they have
worked with for a reasonable length of time - but not neces:sarlly one which has
reached a godl.

3. Break Into palrs or groups of three. Participants should take turns thinking of a
particular group they have worked with and drawing a *snake* of that group's
development, Including ups, downs, and faciors which keep the group on top,
or at an dll time low.

Use Worksheet 4.3 to record the snakes.

4, In feedback, ask participants to glve brief examples from thelr experience to
bralnstorm the *Ups".

Flipchart

These help a group develop:

Post the Fllp-chart.
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5. Brainsiorm the "downs' In the same way.

Flipchart

These can hurt a group:

Post the flip~chait next to the *ups* and draw the "snake” on top of the lists.

These help a group develop: These can hurt a group:

6. Discuss the role of the community worker In relation to these dynamics. Add this
to the chart.

Take note of any Interesting Issues which come up that could be used as case
studies In later discussions.

Issues to ruise:

Are most groups affected by ups and downs?

What keeps a group healthy and what keeps a group “on a low"?
What happens with "static perods"?

What Is the "bottom line" for a low? When do you withdraw from a group or
heip the group to disband?
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Agree on a definltion of a "healthy" group. What characteristics does It have?

Make sure that comrnunity work alms and values are discussed as well as
practical Issues.

For example,

Do group members challenge each other on Issues of race, class, age,
abllity, and gender?

Is the group open, welcoming, and reaching out to all members of the
community?

Are Indlviduals bullding on thelr existing skllls and strengths?
Is the group changing people's lives or quallty of life?

Does the group have key people who can keep It going?
Has the group had any successes In campalgns?

Does the group have adequate and appropriate resources?

Additions or variations to the exercise:

After an Introduction about how the "snakes' work, break Into smaller groups to
share experlence on factors which affect a group's development. The small
groups should feed back to the larger group to make a blg "snake",

Decide on just one aspect of a group to look at In depth. Snakes could be
made of:

- events which affect development or progress.

- the types of people or groups which contribute to the group - and how that
affects development,

- how the behaviour or attifudes of the membership can aoffect "health."

- the affects of resources on a group.

FollowIng the “snakes" exerclse, go on to discuss the role of the community
worker In promoting the "Ups" and dealing with the "Downs. Issues to ralse:

What quaillties In the members and/or worker contribute to a group's
health? (See Exercise 4.4 Group under the microscope or Exercise 2.6
Personal Qualities needed In my work.)

How do members' reasons for joining affect the group's health?

Which "healthy" factors can be the most Important?

Which factors could help or hinder? What determines this?

What Is the responsibliity of the worker In relation to these dynomics?
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What about a group whose values are different from your own? (e.g. a
group of parents who want fo run a Beauty contest to raise funds, a
group of tenants who want to keep out the *undesirables”, a group of
youth who don't want the "problems® of Involving disabled youth)

What If the group's membership does not reflect the community? s It
healthy? :

what about a "static* group? What Is the worker's role? Which factors
apply?

See Working Paper 19 for the key areas of community work.

- Link with Exerclse 3.7 Roles of @ community worker.

- Follow with a relevant case study e.g. a problem from the group or one of the
case studles from Exercise 4.6, for example Case Study F. A Static group or
Case Study J. A language Issue.,

- Follow with the "Group chance game', see Exercise 4.8.

FOR
YOUR
PORTFOLIO

History of a group's development

Particlpants draw a “snake" for a group they
work with and Include It In thelr portfollos.

- Other Images may be useful to use In deplicting the life of a group. For
example:

- a "traln” which members Join and leave at different stages bringing
baggage with them and taking other things with them as they leave.

- a "tree", see Exerclse 2.4,

a flow-chart.
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Worksheet 4.3 Group snakes: the ups
and downs in a group's life

Use the snake to record the ups and downs of your group.
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Exercise 4.4  Group under
the microscope

The exercise uses a worksheet to assist participants to look at the members of a group
they work wiih. The sheet can be used during the session to promote discussion and
filed in laier as a record of the analysls.

Waming: Many community workers find this exercise quite difficuit as they have not
been used to thinking about individuais within the group. Refer to previous Exerclses
4.2 Why do people come to community groups? and 4.3 Group Snake 1o stress the
importance of thinking about the individual members. Make sure that everyone is
clear about the aims of the exercise and that no one Is worried about confidentiaiity.

Aims of the exercise:

*  toshare experience of different styles and types of groups and
membaers.

* to look at a group in detail to analyse how or whether
individual members' needs are being met.

* to think about possible areas of confiict within the group.

* to discuss possibie options for solutions to confiicts.

Warming-up: Similarities?

Ask parficipants to stand up or get into a position where they can move. Ask them to
think about the members of a group with whom they work. Direct them to one side of
the room if they feel ihat those members are very different from themseives. Those
who feel that the members are quite simiiar to themselves should go to the other side
of the room. Anyone left over shouid go into the middie and expiain.

Use your own jJudgment about how much time to allow for this exercise. If the
atmosphere Is good and nolsy, then people wlil share thelr experiences In the groups.

The exercise:
1. introduce the exercise by explaining the aims and going through Worksheet 4.4.
2, Go around the group and make sure that everyone can think of a useful group

to put *under the microscope.*

(Note. If you are going on to discuss committees In future sessions, you

may want to encourage people to choose a different kind of group to
analyse.)
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break Into palrs to talk through the Worksheets. Encourage particlpants to use
them as a focus for thelr discusslon. Fllling In the sheet during the sesslon should
not be required. '
Feedback: The palrs feedback thelr comments on the exerclse. What did they
learn about thelr group? Was there anything In common between the two
gmups? Were there any Issues arlsing which should/could be tackled by the
larger group?
Issues to ralse In discussion:

Are members (and workers) aware of the alms of the group?

Is there agreement on the alms of groups? Are they lald down - or
could they / should they change?

Is there a difference In how Indlvidual needs are met In groups with
speclfic alms versus groups with general aims?

Are the groups heaithy, unhealthy or static?
What If the worker Is In conflict with some of the motives?

What Is the worker's responsibliity In ensuring that Indlvidual needs are
met?

Additions or variations 1o the exercise:

Choose an interesting example to look at together - preferably one with a
"problem." Encourage discussion which Is practically based but not prescriptive
- lIst the "solutions’ as "options'.

Use the notes from the feedback for Case Study work In the next sesslon.

Link with Exerclse 5.4 Who should be on com:nlttees? and/or Exerclse 3.7 Roles
of a community worker,

Foliow with a relevant case study, e.g. a problem from the group or see
Exercise 4.6 Case study E. Worrying mothers or Case study H. Neighbours.

A Group Under the Microscope

FOR
YOUR
PORTFOLIO

Participants fill In Worksheet 4.4 to Include In
thelr portfollo as an analysis of a group. The
sheet can be useful In determining where
problems have developed and to plan future
WorKk,
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Worksheet 4.4 Group under
the microscope

Name of the Group:
Purpose of the Group:
1. FlllIn the members of a group using thelr Initlals only.

2. Why do they come? Think about both the hidden and the obvlous reasons for why
they come. Flll In the chart.

3. Think about whether the group meets thelr stated and hidden needs and how. Flll
In some notes under "Comments".

Members: Reasons for coming: Comments:

4. Are there any conflicts between the different members' reasons for coming? Make
some comments about why or why not:

5. What could be some of the ways forward for this group?

—
GERALDINE
WATIERS
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Exercise 4.5  Problem analysis

Participants use a method of analysing a problem In a group they are working with In
order to plan practical solutlons. The method Involves thinking about which factors
help and which hinder progress In a particular situation. The alm Is to think of ways
forward which bulld on the positive factors and minimise the negative.

The exerclse has a brief Intfroduction followed by work In small groups with a worksheet.
The feedback takes one example to work through together.

Aims of the exercise:

* to focus on a problem area In a group In order to analyse It
and form strategles to resolve [t

* to share axperiences of simllar problems In order to come up
with a varlety of possible ways forward.

* to experlence a "goals analysls* method In order to develop
an analytical approach to problems In the future.

Warming-up: A problem in a group

Ask particlpants to think of a problem In a group or organisation they work with and to
share thelr experlence In pairs,

The exercise:

1. Ask everyone to brlefly state what thelr problem Is. List the problems on a
flpchart and put simliar ones together.

2, Hand out Worksheet 4.5 Problem analysis and go through the sheet using
examples to explain how the analysis works. For example:

the problem: factors which help: factors in the way: the goal:
A group Is dependent capable, interested members who are an
on a worker who needs members afraid of Independent
fo withdraw 1o adopt fallure healthy
a supportive role avallable funding group
as opposed o a members who feel
‘group member” role that the worker
should organise
everything

Go through one of the examples from the group or use the feedback from a
previous case study to demonstrate how a goals analysis could be worked to
organise Ideas and develop plans.
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3. Divide the greup Into palrs to take turns In applying the analysis to thelr problem
area. You may want to group people with simllar Issues together.

4, Go around the groups In order to Identify a particulary Interesting.

controversial, or typlcal problem that would clearly beneflit from ¢ goals analysis
exerclse.

A common problem areq, such as an equal opportunities Issue, would be
particulary appropriate.

5. Gather the groups together and go through the Issue Identifled as an example.
Ask particlpants to add thelr suggestlons.

Wiite up and distribute the notes so thar the participants can use the applled
example of the method to transfer to other situations.

Additions or variations to the exercise:

- Select some case studles (see Exerclse 4.6) for the group to practice tackiing
the problem aunalysls method.

A Problem analysis

FOR
YOUR
PORTFOLIO

Participants use the format of the exerclse to
analyse and write up a problem they have
experienced at work.
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Worksheet 4.5 Problem analysis

How to flll In this sheet:

1. Briefly state what the problem ls.

2. List the things which get In the way of solving the problem under "factors which get In the
way."

3. List the things which may help you to reach your goal under "factors which help.”

4, Declde on areasonable goal which could be reached. Wiite this under "the goal.”

5. Look at the list of factors helping a solution to think of ways In which these could be bullt
Ono

6. Look at the list of factors getting In the way and think of ways to minimise or address
these.

7. Develop a plun of actlon.

Name of project or committee:.

the problem: factors which help: factors getting In the way.  the goal:

Plan of action:
1.
2.
3.
4,

Date of review:

—
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Exercise 4.6 Case studies
in group work

The case studies In this exerclse are based on real situations, but more immediate
Issues may arise In your own learning group's discussions In the previous exercises which
should be used. See the notes on the use of case studies In the Introduction.

Other notes on case studles appearin Exercise $.8 Case sfudles of commiitee
problems.

Aims of the session:

* 1o share experlence In approaching different common
problems so that varlous solutions or options can be discussed.

* 1o discuss larger Issues (e.g. raclsm and sexism) In practical
ways.

Warming-up: Listen!

Tell the participants that they are going to practise a listening skill. Find another person
to work with. Choose who will go first. The first person Is going to talk for one minute
about the last time she tried to glve someone some advice. The other person has to
keep quiet - not say anything more than one word at a time (such as: "Yes?";
"Really?*; "Interestingi*; or "Um.")

Time them for one iminute and then switch over. If you like, you can give them another

chance with: ** & for one minute about how you get support at work If you have a
problem."”

The exercise:

1. Before the session begins, a number of decisions need to be made considering
the time avallable and the leaming needs of the group:

Each case will need at least 20 minutes for discussion In small groups. !f
feedback to a larger group Is required, you wlil need at least 15 minutes
for each case.

Which case(s) wlill be appropriate for the group? Does everyone need
to examine each case? Is feedback to the large group necessary?

Wil feedback Involve several groups who have looked at the same
cases, or wlll each group present thelr discussion of a different case?

Do the groups need to be planned or Is random allocation acceptable?
wiil the groups be given any cholce of the cases they look at?
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2, Distribute all the cases being 'used to the group. Assign each small group at
least one case study to start work on. Tell them that If they finish early, they can
progress to the others.

3. Feedback on the case studies which seem to be the most important to the
group. The facliitator's role Is cruclal In ensuring that possible step-by-step
solutions or optlons are written up. Include the Issues which need to be
considered when decliding which option to go for.

Encourage the participants to value thelr discussion In the smail groups; @
general feedback should not always be necessciy.

Additions or variations to the exercise:

- The most obvious variation to the exerclse Is to use different case studies based
on the experience of the participants. Other variations can Include the ways In
which you distribute the cases and/or feed them back. You could:

Change the make-up of the groups after they have Iooked at one case.
Ask each group to choose which case they are going to look at,
Feedback each case to the larger group.

Ask each group to make notes which will be distributed afterwards.

Choose cases which are related so that key Issues can be fed back from
different perspectives, for example:

Select a number of cases about abuse to look at different aspects of the
Issue, e.g. sexual abuse, physical abuse, drug abuse, child abuse. Ask fcr
feedback on the role of the group worker In relation to these issues.
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Worksheet 4.6 Case studies in
group work

Group work A. A leader
You are a community worker employed to work In an area. in one of the groups you

work with, one person Is always taking the lead and not allowing the others to fully
participate. What shouid you do? What would you need to consider?

Group work B. All white group

You are a member of a tenants' group which has an all white membership. What can
you do to Increase participation from other people in the community?

What Issues do you need to consider?

—
GERALDINE
WATITERS

©

ERIC 16

Aruitoxt provided by Eic:



152 Learning From Each Other

Group work C. Cliques

You are a communlty worker based In a Centre, Four members of the Communlty
Assoclation attend every event or session held. They gossip between themselves and
do not welcome any new people or new ldeas. What can you do? What would you

need to consider?

Group work D. Verbals

A lad of fourteen attends one of the "Youth Club* sessions at a communlity centre
where you are based. Some of the lads have called hm @ "'—==--- ", the current word
of abuse for homosexuals. How do you react? What would you take Into
consideration?

e
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Group work E. Worrying Mofthers

You are a worker with a young mothers' group. A young woman who wants to join the
group came with a Health Vislior for the first ime today. She ls blind, has not moved
from her chalr, and the group has made no effort to Include her In thelr talk. You
overhear a small group saying that she shouldn't be there because It's dangerous.
They are worrled that she might hurt herself or the bables by bumping Into them or
fallng. What should you do? What should you conslder?

Group work F. A Static Group

You have been supporting a Parents of Disabled Chlldren Group for sometime. They
have had speakers, short courses, trips and activiles, What they really enjoy Is a
coffee and a chat. You are a pald worker. How will you work with this group? What
wlll you need to consider?

—
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Group work G. Trips out!

You work with an Asian Girls' Group which has had the "approval® of the leaders of the
local mosque and a high attendance rate. The girs would like to go on trips out and
have ralsed some money through a sale of work produced during the sessions, What
Issues would you consider In planning the trips?

Group work H. Neighbours!

A young glil has told you that her friend Is involved with drugs. Both young people
come to the youth club. Thelr parents are close nelghbours of yours. What should you
do? What would you need to consider?

—
GERALDINE
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Group work | Freeloading!

You work with a local youtn group and hear from a nelghbour that some of the young
people came back from a trip out with the group with three nearly new blkes., You
were not with the youth group on this trip. What do you do?

Group work J A language issue

A member of the pensioners' luncheon club Is using raclst language at the club. He
calls some of the white youth names for going around with young black youth and
says "We don't want ———~ (a term of racist abuse) In here," What do you do?

"
GERALDINE
WATTERS
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Group work K. Cinema trip

You are taking some youth club members to the cinema. After you are seated, you
realise that the members have iarge supplles of sweets which they did not have
eariler. You also know that they did not have any money with them., What do you
do?

Group work L. Bruises?

You take a young child to the tollet at the Parent and Toddler group. You notice that
he has a number of small, red, round sores on hlis legs - about half an Inch wide. They
look quite raw and palnful. What do you do? What would you need to consider?

e " 165
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Group work M. Withdrawing

You work with a neighbourhood centre. Your job description has been changed so
that It now Involves outreach work. You will no longer be able to maintain your
Involvement with the groups at the centre.

Your new Job description takes effect In three months time. How can you prepare the
groups? Which Issues do you need to conslder?

Group work N. Coming out!

A colleague tells you that she Is gay and wants to tell the giris In her girls' group. How
do you react?

—_
GERALDINE 4
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Exercise 4.7 Group work skills

Participants spend time in pairs thinking about what they actually do In groups tr.at
they work with before a general discussion which relates these activitles to a definition
of community work and the sklils Involved.

A list of the key areas In community work appears In Working Paper 19.

Aims of the exercise:

* to focus on particlpants' skills In working with particular groups.

* to emphasise the Important role the community worker plays
In a group's development,

* to begin discussion on the different skllls needed In community
work.

Warming up: What do we dc in our groups?

Alternative warm-ups:

A. usea general discussion, mime, brainstorm, or "share In pairs' on: What do we
actually do In the groups we work with? Ask participants to think of practical as
well as elusive skllls, For example: making the tea and welcoming new people,
as well as supporting applications to courses or jobs and enabling mothers to
have time on their own,

Ask for clarlflcation ~ especlally on over-used terms such as *support' and
"enable."” What do you really mean? What do you actually do?

B. Use a minl-presentation to demonstrate the game: "But what do you actually
do?*
first tutor: *So what do you do on this learning programme ?*
second tutor: *I'm one of the tutors”
first tutor. "But what do you actucilly do?"
second tutor. "l encourage people to talk about their experience.”
first tutor: "But what do you actually do?”
second tutor: "l divide the group up Into smaller groups for different

tasks.”

first tutor: But what do you actually do?"
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second tutor: "Well, | make them feel welcome and warm them up,
and then get them to talk to each other.”

first tutor: *Okay, so why are you doing all this? "

second tutor: "So that people can support and challenge each other
and recognise the value of their experience. They need
to feel comfortable to do that and they need a
structure to do it in.”

first tutor. *So that's what you do, well, why didn't you say so in the
first place?*

The exercise:

1.

introduce Worksheet 4.7 Group work skllls.

Put participants Into pailrs to spend time thinking about what they actually do In
thelr work with at least two groups. Encourage them to choose two different
kinds of groups.

Feedback: Ask parficipants to Identify which skllis they had In commmon and
which were different. Discuss the Importance of each.

Flipchart

Group work skills:

In discusslon, relate the skills to the definition of community work:
How does this work help a group to share skills and !nformation?
How does this activity challenge Inequallties?
How do these skilis help people to come together?
How do we iearn these skilis?
Can we pass on these skllls?

What training needs do we have In relation to these skilis?
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Additions or variations to the exercise:

- Link with Exercise 3.8 But s this really community work?

Community work skills with a group

FOR
YOUR
PORTFOLIO

Particlpants use the format of the worksheet to
present analysis of thelr work with a particular

group.
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Worksheet 4.7 Group work skills

Flll In this sheet with the hame of a group and the skllis that you use.

Group:

Skiils: what do you Why Is this useful
do with this group? or Important?
Group:

Skills: What do you Why s this useful
do with this group? or important?

"
GERALDINE
WATTERS

Learnina From Each Other

173



] 62 Learning Frem Each Other

Exercise 4.8 Group Chance game

This exerclse Involves the particlpants In designing a game based on the factors which
affect a group's developrment, Participants fill In the cards and spaces with examples
and decide on the rules for winning. However, designing the game may be more
Interesting than playing It! Use Worksheet 4.8 Group "Chance* cards.

Group "Chance" rules
1. Declde on the criterla for winning the game.
Wil the winner be the person or group with:

the most money?
the most members?
the most workers?
the most members who have moved on?
the most facllities for the community?

2. Make several coples of Worksheet 4.8 and flll In the cards as follows:

Facility cards

Put the name of a facliity, or draw a picture of a facllity, which can be useful for
a group on each facllity card. For example:

FACILITY FACILITY
A telephone A meeting room
Member cards

Use your Imagination to lllustrate: the membaers of the groups: draw a picture or
put the details of the type of person. For example:

ONE MEMBER ONE MEMBER

An elderly A young lad with
woman with an interest in
typing skills photography

17
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Chance cards

Flll In the cards with events that wlll mean gaining or losing money, facliities or
* -embers. For example:

CHANCE CARD CHANCE CARD
Grant allowed for new Worker gets a new job.
community centre: Freeze on.
Gain ten members. Lose one worker.
3. Draw a board with a yearly cycle of events and squares where you can draw

chance cards.
Draw a serles of squares which “cllow a *path” In a clrcle. For example, the
board could show an annual cycle so that the sequence of squares could be:

January, Collect Chance Card, Wintertime party, February, March, Apil,
Spring Failr, Annual General Meelting. May. Outdoor Pursults course, Jiine,
July, Summer Playscheme, August, September, Harvest Festival, October,

Collect Annual grant, November, Bonfire Night, December, Collect
Chance Card.

4, Invent some rules.

For example: When someone Iands on the Spring Fair, everyone has to
go there to join In,

5. FInd some dice, some sultable objects for markers and play the gamel
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Worksheet 4.8 "Group Chance" cards

Photocopy, cut out and .tick to cards.

FACILITY CNE MEMBER
ONE MEMBER ONE MEMBER
CHANCE CARD CHANCE CARD
CHANCE CARD CHANCE CARD
TEN POUNDS £10 ONE HUNDRED

POUNDS £100

—
KATE GERALDINE
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CHAPTER FIVE

DEVELOPING
PARTICIPATION
IN COMMITIEES

The chapter explores the purpose and functions of a varlety of
committees - from the very Informai to highly structured models. The
exercises encourage participants to share thelr experlences of
committees, examine the roles and desirabie quallties of officers and
members and tackle relevant problems for workers and commlitee

members.

Exerclse 5.1 Why do we have committees? page 169
Exerclse 5.2 What do committees do? page 173
Exerclse 5.3 Analysis of a committee page 176
Exercise 5.4 Who should be on committees? page 186
Exerclse 5.5 Officers on the committee page 189
Exerclse 5.6 Decislon-making In committees page 195
Exerclse 5.7 Blocks to patlicipation page 198

Exerclse 5.8 Case studies of committee problems page 200

LEARNING FROM
EACH OTHER
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Keeping a committee allive and responsive to the needs of community groups and
Interests they represent Is not always easy. A regular reassessment of aims and work
practice ~ particularly In terms of the level of participation on the commlttee - can be
a useful method of reminding people why they are members and can assist positive
development. The exercises In this chapter have been designed to help this analysis or
stock-taking. They should open up discussion on how a commlttee carrles out its
responsibliities In the direction of communlty activities and encourage debate on the
value of existing ways of organising. By considering ways to encourage wider
participation, the members will be involved In thinking about thelr role, responsibliities
and methodology. As organisations need to adapt and change to avold fossillsing ,
the exerclses sholld help committee members to find positive ways forward.

What do we mean by committees?

In @ community work setting, committees refer to groups of people who have

responsibliity for organising activities which Involve the community, Commlttees can
vary from belng:

* a well established management committee with a formal constitution
and election of membaers, for example; a Community Assoclation,
Councll for Voluntary Service, Credit Unlon.

* a working group which meets when the need arlses In an Informal
setting, perhaps In someone's house, for example, a Play committee
which discusses play activitles for young people In the nelghbourhood.

* a group with a specific brlef, such as alocal group which manages
resources brougnt Into a nelghboithood as a result of a recent
campalgn, councll or non-statutory Inifiative.

* a counclil-led committee composed of counclliors, officials and
community representatives which alm to encourage (or control?)
community Involvement on particular Issues (e.g. estale management
commlttees, area based nelghbourhood services committees).

Committees will also vary In responsibliities. One will have a small budget, need to
meet only to plan seasonal actlivities and undertake occasionatl training. Another will
have larger resources to manage, such as bulldings, full and part-time staff, volunteers
and a regular service 1o provide. A third committee will meet solely to campaign and
to ralse awareness around an Issue. A Councli-led committee may have full
consultative powers but Iimited declsion-making powers.

173



Developing Participation in Commiitees 1 67

The exercises could be used in the following ways:
* 1o stimulate thinking about the direction of parficular projects.

* to ideniity problems within committees, to understand the reasons why
they exist and to determine what has to be tackied.

* to provide information (from the tutors' and participants' experience) on
which to make decisions conceming future structures, e.g. do we really
want a formal structure for this committee?

* 1o encourage a confident approach in developing new structures and
ways of operating In order to maintain life in a committee and Its
activities.

* to stimuiate thought about the process or the means by which the
principles of empowement are put inte action by committees.

* to bulid a Portfolio of evidence of experience with committees or of work
with a particular committee. The worksheets in the exercises could be
used to demonstrate understanding and expetrience In this area.

Planning the sessions:

The exercises can be used In sequince, or with some references to the Issues covered
in the other exercises, extracted to use on thelr own.

While the exercises Involve lcoking at committees In general, the tutor shoulct
encourage participants to tt.ink about a specific commitiee they work with, serve on
or are managed by. In particular, they should refiect on the process by which
decilslons are made (or not madel) on this committee.

The importance of members keeping track of progress on a committee should be
emphasised In the feedback from the exerclses. Tutors may wish to direct and assist
participants to develop appropriate methods of monitoring and evaluating thelr work.
Allow time for individuals to talk about the problems or idiosyncrasles of their own

committees so that the experience of the group Is shared. This approach will have
several benefits:

Discussion will remain rooted In practice while dealing with ideals.
tffective working practices can be shared.

Problem arecs can be explured collactively.

Prescriptive belliefs can be challenged (e.g. the beiief that informal
groups are more In touch with local community needs than a formal one
may be disproved by the experlence of members of the group.)
Participants can come to an understanding of the beneflts of reguiar

reviews In Increasing effectiveness and involving members In a creative
process.
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Idedlly Issues should be picked up as they arlse. Facllitators shouid “interrupt" the
exerclse to have a discussion about an Important or common experlence - or note
the Issue for a later discussion as a Case Study. Brainstorming Ideas for Case Studles Is
another way of Inviting particlpants to contribute thelr ideas on Important Issues to
dlscuss.

Issues 1o consider when planning the sessions:
When using the exerclses with participants from one project or organisation:

Allow time for full recording on the worksheets In the smali groups as they
may prove to be useful In planning a way forward for the project.

Think carefully about the groupings. you may nheed to explore a varlety
of palrings whlle thinking carefully about the content of the exerclse. Be
sensitive to people's needs: for example, putting people from one user
group together for some exerclses may make sense - while others may
work better with the beneflt of different perspectives.

Who should be involved? If there are pald workers on a management
committee, will they attend as members? Wil members Intimidate
workers and vice veisa? If a committee needs to take responsibllity for
workers, should they meet on thelr own? Is there adequate
representation from the various components of the organisation?

If you are tralring with a committee compiising newly elected and
established members, decide whether to mix experlenced members
with newer members.

The exercises may need to be vdapted to take Into account members
who come from a background of non-particlpation. The participants
have not been selected to be part of the learning programme and may
not see the value of learning from each other.

When using the exerclses with people from a variely of settings:

Explolt thelr experlence to the full. make sure that everyone's
experlence Is drawn out and valued.

Pay attention to how particlpants are grot >ed. For example, ‘vhen
arranging particlpants Into more than one group think about whether a
varlety of roles In each group Is desirable. Should you mix together
workers with others who have management responsibliities? Perhaps
you may group volunteers together to share thelr experlence of different
organisations?

Use the worksheets to prompt discussion rather than to record everything
during the session. Participants can flll in detalls about thelr experlence
at alater time.




Developing Participation in Commitiees 169

Exercise 5.1 Why do we have
committees?

The exerclse beglns with a warm-up which assists participants to find the experlence
they have In common. In the exerclse, participants are asked to talk about the
committees they are Involved with while the tutor elicits the different styles and
structures represented. The group moves on to Bralnstorm on "Why we have
committees' and to examine the varled functions of committees through discussion.
The tutor organises, wrlies up and clrculates the notes for use In the next exerclse.

Warming-up: Committees in common

Ask particlpants to think about a committee they are Involved with. Explcin that they
could think about any committee: from a formal management committe< to a small
group which organises a playscheme.

Direct particlpants to dif.erent parts of the room:

- Everyone over there whose committee meetings are always
longer than an hour and a half.

- All over here everyone who has to wrlite a report to thelr
committee.

- Go to that corner If you have to read other neople's reports to
the committee.

- Move to the right If women always make the tea for the
committee.

- Go and sit down If your committee Is all white.
- Jump up and down If your committee has a creche.

- Shake everyone's hand If you had more than 20 people at your
last Annual General Meeting.

- Go to that corner If you have a roving Chair.

See Working Paper 15 Finding things in Common for other Ideas - especlally If any of
the particlpants are not easlly moblle.

Aims of the exercise:

* to Increase the understanding of committees and thelr
responsibliities.

* to recognise that the different styles and structures of
committees have similar functions.

* to use participants experlence to define the functions of
a heaqithy and unhealthy committee.
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The exercise:

1. Wiite a basic definltion of a committee on a flip-chart and read It out loud.

Flipchart

A committee:

Any group of people which has
responsibility for the long-term
progress of a project and its
resources.

2. Ask particlpants to talk for a few minutes about the different kinds of
commlittees they work with, e.g. how often they meet, how meetings are run,
how the declslons are made. Note examples of different kinds of ccimmilttees,
l.e. different styles and structures, on the flipchart.

For example, a Joint Consultative Committee, a Community Centre
Management Committee, a Parents' Committee (See What do we mean
by committees? at the beginning of the chapter for some examples.)

Make sure that everyone can Identify with a committee ' helr experlence.
You may need to go around and ask everyone Indlviduc ty.

3. Ask particlpants to brainstorm on:

Flipchart

Why do we have committees?

4, Discuss the Issues ralsed, e.g..

Are dll the functions of the committee easlly compatible? For example:
how do committees support thelr workers and at the same time ensure
that they undertake a managerial role?




Deve!oping Patticipation in Commiitees 171

How much does thlis relate to practice In the polelpoms' experlence?

For example: Which functions are carrled out effectively in the
participants' experience? How? Why?

or,

Which functions are not carrled out effectively in the participants'
experlence? Why?

After the session, write up the fllpcharts so that the committee functions are
clearly organised. See Worksheet 5.1 Why do we have commiffees? for an
example of how the wilte-up could be structured.

Additions or variations to the exercise:

Move on to discuss constltutions of committees, Bring In some examples and
ask particlpants to bring In thelr own for comparison.

Choose a relevant case study for the particlpanits to look at In small groups. This
couid be elther a problem from the group - or one from Exercise 5.8 Case
Studles of Committee Problems, e.g. Case Study A: Justify your Casel or Case
Study B: Swastikas!

Use Worksheet 5.1 Why do we have commitfees? as a basls for discussion of the
functlon and responsibliities of management. Participants could add to the list
and share thelr responses to the Ideal In comparison to the reality of thelr
experlence.
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Worksheet 5.1 Why do we
have committees?

This list is just a start -~ make your additions!

FUNCTICN: RESPONSIBILITY:

To direct establish the aims and agree the purpose, policy
and strategy of the organisation,

be accountable to the members gnd the
community and ensure that the constitution and
framework of the organisation Is respected.

To monitor review and plan work, make sure that the work is in
line with the goals and policies.

To look after get the necessary money, ideas, time and talents
resources as required and if avnilable. Ensure budgeting of

funds, encourage new Ideas and talents, maintcin
and Insure equipment anu buildings, etc.

To be a good maintain good conditions of service and
employer working environment, meet legal obligaticns.

ERIC

Full Tt Provided by ERIC.
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Exercis¢ 5.2 What do committees do?

in the warm-up rarticipants are asked to think about committees and share thelr
thoughts on good commiitees. The exerclse begins with a recap on the general
responsibilities of a committee discussed in the previous exerclse. The parficipants
then work In pailis or threes on @ specilfic responsibliity of committees using thelr own
experience to Identify good and bad practice. Feedback from each small group with
dircussion wlll allow the whole group to think about the different topics.

The worksheet with this exerclse allows each group to look at a speclfic area of
responsibliity - but you will need to Identify which one before you hand them out.

warming-up: What good is a committee?

Ask particlpants t¢ think about what committees actually do. What can a good
committee achleve? What good can a committee do? Ask them to share thelr
thoughts In pairs.

Aims of the exercise:

*  tolIncrease understanding of what committees do to fulfil thelr
responsibllities.

*  to create a checkiist of responsibliities which participants can
use to analyse thelr own committees.

The exercise:

1. Go through the brainstorm notes of "Why do we have committees?" to recap
on the general categorles of responsibilities of a committee: direction,
monltoring, resource management, empioying agent, support system,

2, Break Into pairs or threes and glve each working group one of the above
categorles to work on using Worksheet 5.2 What do committees do?

(Note: You will need to let the groups know which category they should look at
by circling one of the responsiblilties listed on the Worksheet.)

Ask participants to use thelr experlence to record good practice and the
problems which committees can face Iin carrying out responsibliities.

3. Ask each group to feed-back In turn - glving the others the opporturity to feed
In thelr Ideas. Record good practice and the dangers In bad practice. Direct
participants to think about how bad practice can be changed using the
themes as headings on the fliochart.

Issues to raise Iin discussion:
Where do problems most often arise? Why?

Are these responsibllities usuaily shared out between members of a
project?
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Have Issues of equal opportunities been considered In the alms of your
committee?

How many people are usually aware of the responsibllities?

Who Is ultimately respoisible for the healthy functioning of this
committee?

Flipchart

Committee checklist:

Good practice: To avoid pitfalls:

4, Review the list with the group. Wirlte up the notes from the session In the form of
a checklist and clrculate for future use, review, or discussion.

Additions or variations to the exercise:

- Choose a relevant case study for the participants to look at In small groups.
Select a problem from the group or one fror.| Exerclse 8.8 Case Studles in
Commiftee Problems, e.g. Case Study C: Insurance? or Case Study D: Equal
Rightsi

- Glve out one or all of the cuestionnaires from the next exercise (Worksheets 5.3 A,
B, C, & D) which facliitate an analysls of a project's management. These should
be flled In after the session to continue reflection on work practice and/or to
prepare for the next sesslon,

Committee responsibliities
FOR
YOUR

PORTFOLIO

Participants sum up the work of a commlttee
they work with and how It fulfils Its
responsibliities.



178

Developing Participation in Commiitess

Worksheet 5.2
What do commitiees do?

Select one area of responsibliity to look at:
Resource Management Employing Agency
Direction and Monitoring Support system

Make notes under the headings about your experience of this responsiblilty.
What should committees do to ensure good practice In this area? What are

the problem areqs?
Good practice: Things to watch out for:

—
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Exercise 5.3 Analysis of a committee

Particlpants Interview each other In small groups about a committee they are a
member of, or work with, using questionnalres. Feedback Is done In a large group with
one example used as a basls fGi discussion,

The questionnalres could also be used outside of a session to Identlfy problems In a
particular committee.

Aims of the exercise:

*  to think carefully about the way a particuiar project or
committee works.

*  to diagnose some possible problem areas.
And, If the participants are from different committees,

*  to share experience of different committees in order to
see the breadth of methods and structures.

o1, if the participants are from the same commiitee,

*  to share perceptions of the method and structure of the

committee.
The exercise:
1, Preparation: Draw up a questionnaire on the varlous functions of a committee.

Working Papers 5.3 A-D are sample questlonnalres which could be used - or,
you could ask the group to design their own questionnalre based on the
previous exerclses.

Werksheet 5.3 A Direction and Monitoring

Worksheet 5.3 B Responsibliity for resource:s

Worksheet 5.3 C A Management view of Employme:
Responsibliities

Werksheet 5.3 D A Worker's view of Employment Responsibliities

2, Intfroduce the exerclse by describing the questionnalres. Go around the full
group to make sure that everyone has a committee or project In mind to use In
the analysis,

3. Group the particlpants Into threes or fours and glve ecch group a
questionnailre., ’

4. Ask the groups to look through thelr worksheet, 1o think about one committee

they would like to anaiyse In this way, and to take turns "Interviewing" each
other using the worksheet questions.
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You may need to go around to each group, reading through the worksheet
and clarifying the points with examples. Challenge participants who say that
they have the Ideal committee.

Keep your ears open for any interesting examples of committee problems - or
unusual ways of working to use [ater In the exerclse.

if all the participants are from the same project, arrange a detailed feedback.
Otherwlise, an evaiuation of the exercise may be all that Is required, e.g.

What did you learn from this exercise?

What major Issues arose from this exerclse?

Are there any other questions which should be added to the sheets?
Did any Issues arise which should be discus<ed by the group?

Ask a participa.t with an interesting committee for permission to use theirs as an
example for the group to iook at in detall.

if the committee has a lot of prcolems, ask participants to suggest ways forward
for this group.

if the committee works In an unusual way, invite partichoants to discuss the pros
and cons of the structure or organisation.

Additions or variations to the exercise:

Glve out the questionnaires to be filled in before the session and organise a
feedback as above.

Participants could be asked to design their own questionnaires about
management responsibliities.

Particlpants could use the questionnaires while on visits to other projects to
report on findings. (See Exerclse 2.13 Visifs.)

Choose a relevant case study for the participants to iook at In smail groups:
elther a problem from the group - or one from Exercise 5.8 Case Stuaiss In
Commiitee Problems, e.q. Case Study E: Budget Cufs!

Anclysis of a Committee/Profect

FOR
YOUR
PORTFOLIO

Participants fili in all the worksheets about a
particular committee or distiibute the sheets
as a questionnaire to various members of thelr
project to form the basis of a report.

1R
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Worksheet 5.3 A Analysis of a project

DIRECTION AND MONITORING

A committee establishes the work of a project and makes sure that the work stays in
line with its aims - It may aiso be accountable to a larger group.

Name of project:
My role with the project:

1, Where are the alms of the project recorded and who has access to them?

Comment on whether they are easlly availlable and easy to understand:

2. How Is the work of the project recorded and who sees the records?
Any comments?

3. Do users of the organisation have any decision-masing power?

4, How Is the work of the project reviewed?

Are views about the work ailred in discussion?

| A B
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5. Is everyone involved In making declsions?

How do declsions get made?

6. How Is the project In touch with community needs?

7. What links with other projects does It have?

8. Have you been able to contribute your Ideas about ho .. the project Is run?
Any comments?

9. Is there a management committee which takes on these responsibilities? If not,
who does?

10. Comment on whether these arrangements work well:

o
GERALDINE
WATIERS

B e e e P i P AN



180 Leaming From Each Other: Participative Leaming and Community Work

Worksheet 5.3 B Analysis of a project

A commitiee may negotiate and take overali responsibliity for funds, grants, premises
(including leases, insurance, use of buiidings), and equipmerii. it may also be
responsible for the use of all resources; Ideas and talents «1s well as money, and
provide an "acceptable face" for funders.

Name of project:
My role with the project:

1. Who knows how your project Is fundea?

How do members get that information?

2. How Is fund-raising organised? Who filis In grant appilcations?

3. Who recelves the blils and who deals with them?

Where are the records kept? Are they open?

How often are they reported on?

4, Who knows what equioment Is avallabie? (e.g. typing facliities, meeting rooms,
trarisport, cooking facliities).

Who iooks after #? How do you get access to it?
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5. Who knows the skllls which different members can contribute to the project?

Who knows about tralning opportunities fur members?

é. Who Is able to use the resources of your project?

Are certain people excluded or encouraged?

7. Does your project have ¢ management committee which takes on these
responsibliities?

8. Comment on whether these  angements work well.

\ - .
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Worksheet 5.3 C Analysis of a Project
A MANAGEMENT VIEW: EMPLOYMENT RESPONSIBILITIES

A committee may carry out the duties of an employer: recrult and select workers
(pald and unpald), provide good condiltions of service and a favourable working

environment,

Name of project:
My role with the project:

1. How much do you know about the workers' day to day work?

How did you get this Information?

2, Do you have teports from workers about what they do?

Any comments about these?

3. How much discussion Is there about the direction of thelr work?
Who ensures that the work Is in line with the project's ams?
Do all proposals for new work get discussed before the work Is started?

Any comments?

4, Are you happy with the workers' approach?
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Where and how would you raise any dissatisfaction you may have with the
worker's apyg -~ ~~h?

5. Dc you think that the workers are happy In thelr work?

Where and how could they raise any Issues about thelr conditions of service,
tralining needs or dissatistaction with the work?

é. What do you think about the working environment?

7. Who drew up and who has seen the workers' condltlons of employment,
contracts, lists of responsibliities and/or job descriptions?

Who has seen the above?

Any comments?

8. Doe* your project have a management committee which takes on these
responsibliities?

If not, who does?

9. Comment about whether you think that these arrangements work well:

ol
GERALDINE
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Worksheet 5.3 D Analysis of a Project
A WORKER'S VIEW: EMPLOYMENT RESPONSIBILITIES

A committee may carry out the dutles of an employer: recrult and select workers
(pald and unpald), look after the conditions of service and the working environment,

Name of project:
My role with the project:

—

How much does anyone else know about your day to day work?

How do they get this Information?

2. Do you wrlte reports about your work?
Who reads them? Any comments?
3. How much discussion Is there about the direction of your work?
Who ensures that the work Is In line with the project's ams?
Do all pr_posals for new work get discussed before the work Is started?

Any comments?

4, Is the project happy with your work?

100
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Where and how would the members ralse any dissatisfaction about your work?

5. Are you happy In your work?

Where and how could you ralse any Issues about your conditions of service,
training needs or dissatisfaction with the work?

6. what do you think about the working environment?
7. Who diew up your conditions ot employment, contract, lists of responsibilities
and/or job descriptions?

Who has seen the above?

Any comments?

8. Does your project have a management commitiee which takes on these
responsibliities?

If not, who does?

9. Comment on whether you think that these arrangernents work well:

il
\ GERALDINE
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Exercise 5.4 Who should be
on commiftees?

The exercise Is a directed discussion which uses a bralnstorm to encourage thinking
about the reasons why speclfic categories of people should be on committees. The
tutor encourages participants to consider how people may help or hinder
participation by other membetrs.

Aims of the exercise:

* to determine the specific functions that members of
committee fulfil,

* to examine how members can affect declslons, decision-
making, funding, and resources on the committee.

Warming-up: Useful Committee Members

Ask particlipants to think of a committee they work with and to decide who Is the most
useful person on that committee. Go around the particlpants and list the responses
and the role they play on the committee.

For example: 'Edith Is the most useful because she always calms us down
and brings us back to the real Issues.”

The exercise:
1. Wilte the following headings on a flipchart ~ leaving space for a third heading.

Flipchart

Conmittees:
Who shcould be on? Why?

2. Ask participants to bralnstorm on who should be on commilttees.

Make sure that specific groups, particularly oppressed groups, In the
community are targeted or represented (e.g. women, black people, disabled
people, single-parents, elderly people).

3. Go back through the list to ask why they should be there - what Is thelr
function?

R
'Y
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Ask specliic questions in oider to come to a definition the fuaction of each type
of committee member. For example, a local authority representative: why do
you need to have representation from the local authority?

Record on a flipchart under the relevant headings.

Go back through the list and ask participants to look at how each type of
committee member can help or hinder participation within the commlitee.
Record these under a third heading, Points fo watch. Encourage comments
which are not prescriptive.

For example:

Flipchart
Committees:
Who should be on? Why? Points to watch:

local authority condition officer

representative of funding language
and style
may inhibit

Additions or variations to the exercise:

+SK particlpants to fill In Worksheet 5.4 Analysis of committee members In palrs,
In discusslon groups or Individually at home.

Use Exerclse 4.4 Group under the microscope to examine the obvlous and
hidden reasons why members are on the commilitee.

Change the exerclse to discuss the quailties of different members and what
makes them useful or damaging members of the commttee.

Issues fo ralse:

Do they think that there Is a need for different kinds of people on a committee?
Why?

Are some people more useful to a committee at particular times?
How do Individuals' contiibutions to a committee get recognition?
How can we bulld on the strengths of committee members?

Summairise the reasons why having different ++* - es of people on a commitiee
may be healthy.

190



188

Learning From Each Other: Paricipative Learning and Community Work

Use one of any number of classifications for analysing the roles of members of
groups and committees. For example: Belbin's study of top management
teams which describes types of people who contribute to teams working well,
e.g. "shaper’, “iesource Investigator', team worker". (See Hand's
Understanding Crganisations In Appendix F.)

Choose a relevant case study for the particlpants to look at In small groups. Use
elther a problem from the group - or one from Exercise 5.8 Case Studles In
Commiftee Problems, e.q. Case Study G: New Blood! or Case Study H:
Professionais on Commilttees.

// An analysls of committee membership

YOUR Participants include an analysis of thelr
PORTFOLIO ¢ -mmittees in terms of the function different
'mbers serve,
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Exercise 5.5 Officers on te Committee

Participants use worksheets In small groups to prompt discussion of the skliis and
quallties of officers of committees. The exerclse can be a useful Introduction to
Identifying the tralning needs of committee members in relation to taking on these
roles.

Aims of the exercise:

* to analyse the skills and qualities desirable In specific officers of
comnmilttees.

* to examine the roles of specific offlcers on cor.mittees.

* to think about how the way the roles are performed can effect
and affect participation by all members of a committee,

The exercise:

1. Divide the participants Into working groups of about three people. Glve each
working group one of the worksheets which examines a specilfic officer's role.
Make sure that at least one waorking group Is looking at each worksheet,

Worksheet 3.3 A The Chair
Worksheet 5.5 B The Secrefary
Worksheet 5.8 C The Treasurer
2. Allow time for discussion and for fllling In the sheets.
3. Bring the groups together for a feedback. Ask the group(s) which have worked
on Worksheet 5.5 A The Chair to report back on thelr discussion, Encourage

other members of the group to add comments, express views and bring In thelr
own experience.

Flipchart

The role of Chair: |

4. Repeat for the roles of Secretary and Treasurer.

20
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Issues to ralse In discussion:
How do officers ensure participation by members - both in and outside
of meetings? For example, how does a Chair make sure that members
can contribute their views?

How can officers initiate new members into the workings of a
committee?

How can officers make the first few me2tings for a new member iess
intimidating?

How can jargon be minirnised?

How does the style of organising meetings dictate the ievel of
participation?

Yhat are the benefits of different styles of organising committee
meetings?

Does everyone have a formal structure to their meetings?
How can problems with unsuitabie officers be resolved?

Are there variations in the ways tasks are allocated? Which are more
efficient, appropriate or necessary? For example, commilttees can have:

- a roving chair, a permcnent chalr - or none at ail.

- a secretary with “figure-heaci" responsibliities , one who simpily
take the minutes, and/or has to write the letters.

- a sub-group to discuss financial matters, an accountant and
auditor, or a treasurer who only banks the money,

Be sure to bring In the experlence of participants who belong to Informai committees
without strict officer roles. This can be like a breath of fresh air to a group with a stifing
formal committee.

Additions or variations to the exercise:

- if participants are new to committee work, give each working group the
opportunity to iook at dil three worksheets,

- in a course on Commilttee Skiils, follow with an exercise to find out the
participants' training needs In relation to the skilis of an officer:

Ask each participant to write a note about thelr needs and putitin a
plle. Count up the number of requests for training In each skill's area to
determine which to cover.
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- Brainstorm a ilst of ways In which those skills could be learned or bullt up.

Choose a relevant case study for the participants to ook at in small groups.
Select a probiem from the group or one from Exercise 5.8 Case Studies in
Commiitee Skiils, e.g. Case Study l:Racist Languagel or Case Study J: Longer
cnd Longer Meefings!.

In a course with more experienced workers, follow the exercise with a discussion
of:

How can this information be shared with members of a committee?
How should committee members be trained In these skllis?

Whose responsibliity Is the smooth running of a rnanagement
committee?

What Is the worker's role In relation to a committee which does not
reflect the vaiues or aims of the project and/or community work?
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Worksheet 5.5 A The Role of Chair

1. Why do we need a Chairperson? What should she/he do?

2. What would make someone a good o: effective Chairpelson?

3. What would make someone an unsuitable Chairperson?

T
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Worksheet 5.5 B The Role of Secrefary

1. What are minutes for?

2, What should minutes record? Should anything be left out?

3. Why do we have a Secretary? What does a good Secretary do?

4, What would make someone a good Secretary?

5. What would make someone an unsuitable Secretary?

—
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Worksheet 5.5 C The Role of Treasurer

1. What are budgets for?

2, What do budgets need to include?

3. Why do we need a Treasurer? What do they have to do?

4, What would make someone a good Treasurer?

5. What would make someone a bad Treasurer?

o
GERALDINE
WATTERS
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Exercise 5.6  Decision-making
in committees

The tutor Introduces several models of management and then directs discussion as to
how the models affect declsion-making. Participants are encouraged to reflect on
how thelr committees make declsions and whether this Is the best model.

Aims of the exercise:
® 1o focus on specific of declsion-making in committees.

* to think about how committees may be Influenced by a particular
model of management,

The exercise:

1. Begin by deflning some models of management, for example:
Formal Hierarchical Collective Unstructured
Briefly describe each model, asking for an example from the group for each so
that participants can relate a specific group to each model represented.
For example:
A formal hlerarchicai model has a formal constitution which regulates how the

commilttee runs, etc. Is there an example from the group of a committee
which Is organised In this way?*

2, Go on to ask for Ideas as to how declsions are made In this model and
suggestions on when the model can function well.

3. Note the comments on a flipchart and ask the group to identify barriers which
woilld affect how well the model worked.

4, Repect for the collective and unstructured models.
For example:

An Unstructured Model has no obvious management. Workers declde their
work programmes after discussions between themselves and perhaps one
committee member,

The model works well when members are involved In diccussion to agree
priorities and a programme of work. Works best when the members are
Involved In the actlivitles with the workers. A heaithy group will have genuine

participation with lively and challenging debate and discussion with a
constructive approach.

207
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The lack of structure can create barrlers when members are not involved In the
declision-making and the decisions are left in the hiands of one person.
Members become allenated and leave, become token members and/or
develop bad feelings about the workers. Workers willl not be accountable and
may also feel isolated and unsupported.

3. Discuss how appropriate the different structures are In community work settings.
Ellclt examples from the group.

Issues to ralse:
Do some structures work better with particular kinds of groups?
Which structures take up more time or effort to maintaln?
Which rely on a particular personallty style In order to work?
Which are more flexible?
Which can you rely on more?
Which promote sharing of skllis?
Committees and committee members sometimes have to move from an
unstructured model to a more formal one. Ask for examples or use ihe
example of when a local committee Is asked to become Involved In a
councll-led forum on decentralisation. Alternatively, discuss how a
campalgn or steering group may reach a stage where a more format
organisation needs to be set up.
Discuss the Influence of groups fighting oppression on the developmeni

of non-formal, non hlerarchical models, e.g. the women's movement,
black people’s struggles, and, more recently, campaigns of people with

disabllitles.
4, Break Into palrs. Glve each palr a model to discuss In order to agree some
practical steps to Increase members' participation In declsion-making.
5. Feedback Ideas to the large group.
Flipchart

To increase participation:

in unstructured model:
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Additions or variations to the exercise:

Start the session by glving examples through a "mini-lecture” about your own
experience of cifferent models of management, or ask visitors from different
structures to describe thelr committee and how It works. If the learning group Is
well established, participants could be asked to contribute.

Choose a relevant case study for the participants to look at In smaill groups.
Select a problem from the group or one from Exercise 5.8 Case Studles in

Committee Problems, e.g. Case Study K. Not a team worker! or Case Study L.
Collusionl
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Exercise 5.7 Blocks fo participation

The exerclse applles the analysls described In Exerclse 4.5 10 the problem of lack of
participation by members on cornmittees.

In small groups, participants discuss a problem to do with participation In committees.
They Identify the blocks and plan how to redress the situation. Feedback would
Involve problems of representation,

Participants would be expected to have a problem they would like to discuss. If this Is
not the case, you could use the Case Studles listed under Additions or variations o the
exercise.

Aims of the exercise:

* to use the reflections participants have made on the structures,
responsibliities and declision-making of thelr commilttees to
develop a plan of action for the future.

* to share an approach to problem analysis as a method to use
in the future.

The exercise:

1. Break into fcurs and ask for a volunteer in each group to present a problem
area in members' participation in her committee.

2. Ask each volunteer to briefly state which problems affect members'
particination on a speclfic committee. She should consider what happens both
during and outside the meetings.

3. Ask participants in the groups to list the things which get In the way of members
part:.cipating on the committee and then the factors which may help them to
wo/k to a solution.

4, Ask participants to declde on a plan of actlon which maximises the positive
factors and confronts, accepts oi reduces the negative ones.

5. Feedback one or two examples to the large group.
Points to ralse:

What are the practical ways of challenging members who are not helping
participation?

How can agendas and the formats of meetings increase participation?

What situations are appropriate for challenge and which require another
approach?
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How do you bulld on members' strengths?

For example: by providing encouragement for members who wish to
participate more effectively through: taiking through Issues, suggesting
likely members to talk with, thinking about opportunities for members
furthering thelr skills and knowledge.

How do you avold *cosiness’ on committees or committees which have too
much uniformity?

Vhat steps can be taken to Increase opportunities for participation by disabled
people, women, working-class people, black people, people who speak other
languages?

Ask particlpants who have shared thelr problem with the group If they will take
the plan of action suggested by the group any further.

Share Ideas about how they wlll monitor and evaluate the success of the plan
to Increase particlpation.

Additions or variations to the exercise:

Choose arelevant case stucly for the participants to look at In small groups.
Select a problem from the group - or one from Exerclse 5.8 Case Studies in
Commiitiee Problems, e.g. Case Study M.Where Is the meeting? or Case Study
N. Local Representativel.

Blocks to participation

FOR
YOUR
PORTFOLIO

Participants complete this analysis with a
particular ccrnmittee with which they are
involved.
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Exercise 5.8 Case Studies of
Committee Problems

Participants are split Into small groups to discuss relevant problems In committees. A
varlety of methods for feedback could be used.

The exerclse Includes some examples of typlcal problems In committees, but

participants may have situations of thelr own which could be used In discussion. See
the Introduction for a discussion on the use of case studias.

Aims of the exercise:

* to use case studles of common problems with commlttees as a basls
for sharing experlence.

* to develop appropriate responses to problem-solving.
The exercise:
1. Select appropriate case studles for the group.

Points to consider: Do you need:

- a selectlon of case studles to get a range of areas, e.g. membership,
officers, direction?

- studies which wlll challenge the group or ones which are very familiar? A
balance may be approptiate.

- studies which draw attentlon to equal opportunity practice, e.g. tackiing
of raclst abuse?

- studles which prompt discussion of the process by which managernent
reaches a declslon?

- to cover Issues which may have arlsen In the group?

2, Divide the particlpants Into small groups of three or four. Glve each group a
case study - elther different ones or the same - depending on the time
allowed for feedback and which methcd of fe.edback belng used.

3. Arrange feedback and encourage discussion on varled approaches to the
problems. See the notes on Feedback In the introduction.

4, Arrange for the notes on responses to all the Case Studies to be typed up with
the Case Studles and circulated.

Additions or variations to the exercise:

- See Exercise 4.5 Problem analysis which could be used in conjunction with this
exe/clse,
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Worksheet 5.8 Case Stucies of
Committee Issues
Committee Issues Case Study A Justify Your Case!

You are the secretary of the management committee of your
organisation. Your major funders have Just telephoned you to say that
due to their current financial constraints, their grant aid will need to be

reviewed. They need a short report justifying your organisation's work
by the end of the week.

Discuss: How do you go about getting this Informatlon together?

Committee Issues Case Study B Swastikas!

A younyg people's group with representation on the management
cormmittee of a centre has produced a publicity leafiet for their group
which incorporates a swastika. You are a member of the committee.

What do you do? What do you say?

—
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Commiittee !ssues Case Study C Insurance?

You are in the office and an insurance company representative calls to
discuss renewal of the employer's liabllity insurance.

What do you do?

Committee Issues Case Study D Equal Rights!

You are a member of the management committee. Under
"Correspondence’, the secretary reads out a letter of complaint from
two girls who are members of the youth club. They claim that the boys
never let them use the pool table.,

The worker at the youth club reports that ‘| always leave them to it If
girls want to be equal, they have to learn to sort these things out.”

What is your response? What are the issues you take into
consideration?

O ‘ \ —
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Committee Issues Case Study E Budgefing!

The Councll has aliocated Two Hundred Pounds (£200) to your
Community Association to be used in the way the Association seems
'most appropriate.” This is in place of the One Thousand pounds
(£1000) your Assoclation originally asked for.

The groups in the Association had put In the following bids:

The Girls' Group want to go on a weekend
camp:. £ 100

The Mother and Toddler Group want to run
a Piay Training course:

£160
The Unemployed Group want G computer:

£1000
The Pensioners Writing Group want to print thelr “Life Stories":

£250
The Youth Club want a pooi table: £1000
The After School Club want petrol for a borrowed
mini-bus to take the children to the baths for a year:

£ 80
Total £2590

You are the Chair of the Community Association and have just heard the
news. What do you do?

preril
Q GERALDINE
ERIC WATTERS

e 0+



204 Learnl..g From Each Other: Paricipative Learning and Community Work

Committee Issues Case Study F  Workers' Needs!

You are a full ime communlity worker with a project funded to involve the
community In the development of co-operative community businesses. You
have been working with the project for twelve months now.

What do you expect from the management committee?

Comniittee Issues Case Study G New Blood!

The Community Assoclation has had a successful drive to recrult new
commlittee members at the recent AGM. The new members are about to
attend thelr first meeting.

You are the full time worker with the Community Assoclation and you know that
three out of the existing six committee members are quite happy as they were
and don't really want new members.

What steps do you take to encourage the new members and work with the
old?

\ /
KATE GERALDINE
2148 SAPIN WATTERS
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Committee Issues Case Study H
"Professionals on Committees"

You have been invited to join a district wide committee looking at
*Under-Fives : pravision and needs' because of your experience In
Parent and Toddler groups and playschemes for Under-Fives. You
attend your first meeting and come back fesling totally frustrated and
angry. You're incensed by the "professionals’ attitudes to people in the
community - and by thelr lack of awareness of needs and good

provision. You're frustrated because you couldn't say what you wanted
to.

Develop a plan of action for your next meeting.

Committee Issues Case Study | Racist language!

You are a member of a formal co-ordinating committee for a local
community centre. During the meeting, the Chair introduces an item
on repair work necessary due to vandaiism by saying:

"Weli here we go again, | don't know what eise we can expect in an
area like this full of **** (a derogatory term for black people)."

How do you respond? Do you take any issues Into consideration?
What else do you plan?

—
Q GERALDINE
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Committee Issues Case Study J
Longer and longer meetings!

You are a member of a committee which meets quarterly to review the
work of the project. You joined the committee beccuse you are very
concerned about the way the project Is run, but feel that you never
get to grips with any of the issues in the meetings.

The agenda always looks reasonable, but matters arising from the
workers' reports aiways need discussion. By the end of the agenda, lots
of lssues have been covered, but you still feel that there are others
which you wanted to discuss. Because everyone is tired and wants to

go home, you wouldn't feel comfortable raising them under "Any Other
Business."

What should happen to this committee? What can you do about it?

Committee Issues Case Study K
Not a Team Worker!

You are pct of the management committee of a Women's Refuge.
One of the workers Is no longer working with the rest of the team. She Is
only at the Refuge for a few hours each day, avolds taking on any work
(e.g. liaison with housing or solicitors) and says that she spends a lot of
time on after care. The women who have left the Refuge say she
hasn't been to see them.

The other workers and some members of the support gioup are aware

that this is golng on. They come to you for advice. What do you advise
them to do?

Q ‘ \ —
ERIC : - KATE GERALDINE
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Committee issues Case Study L Collusion!

You are a member of a committee of 12 people - nina women and
three men. The Committee meets on the first Monday of each month
at 7.00 pm. For a few months now, unknown to one committee

member (who we shall call "A"), a pre-meeting has been held leading
up to 7.00 pm.

"A" has just found out what has been going on - and has confronted
the committee with it. "A* says that ccllusion amongst the members has
led to deliberate and systematic exclusion from the pre-meetings -
which "A* considers to be racist,

How do you assess the sltuation?

What Is your response? What are your recommendations for the
future?

Than«s to John Best for this case study.

Committee Issuec “.ase Study M
"Where is the meeting?"”

You have been invited to attend a very formal committee meeting for
the local Community Association as a co-opted member because of
your expertise in budgets and accounts. You are very interested in this
Assoclaticn because their activities seem interesting and they have a
number of paid staff who potentially could make a lot of changes to

facilities and opportunities avallable In the community. You use a
wheeichair.

You have lost the letter telling you where the meeting is being heid and

you have never attended one of their meetings before. What will you
ask them?

) han —
ERIC 211 KATE GERALDINE
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Committee Issues Case Study N
“Local representative”

You are elected tc the Nelghbourhood Forum to fill one of the thiee
communlty representatives' posts. You are meeting with the other two
communlty representatives before the first meeting to discuss a
common strategy to make sure that community's Interests are
highlighted.

What sorts of issues will you need to think about?

How will you keep in touch with the people who elected you?

Committee Issues Case Study O Unhappy worker!

You are employed cs a community worker with a Community
Assoclation. You are feeling very frustrated because you feel that your
work Is not recognised or appreciated by the management
committee. They don't say much, but they look full of regret when you
tell them abnut your work at the meetings.

You have been doing lots of new work with the young people outside
the centre and In the community - but all the management
committee seems to want Is for you to stay In and run the Centre.

Although most of the management committee live in the areq, you
feel that they are out of touch with local needs.

What can you do to improve the situation? What issues would you
need to consider?

\‘1 ‘ \ /
EMC KATE GERALDINE
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CHAPTER SIX

KEEPING TRACK OF
PARTICIPATIVE
LEARNING

Monltoring and evaluating a particlpative learning programme
requires a varlety ot methods of *keeping track' of relevance, progress
and levels of participation within the group. This chapter outlines a
number of practical ways to ensure that the aims of particinative
learning and your particular programme are belng met.

A. METHODS OF KEEPIN" TRACK page 211
B. KEEPING TRACK OF THE INDIVIDUAL

PARTICIPANTS' VIEWS page 213
C. KEEPING TRACK OF THE GROUP page 217
D. THE TUTORS' PERSPECTIVES page 220

LEARNING FROM
EACH OTHER

2014
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Evaluation Is central to the process of participative learning. Monitoring progress and
responding appropriately Is a method of ensuring that a programme remains relevant
to participants. Getting feedback on the structure, content, methods and learning
environment means that organisers and tutors form an idea of the overall effectiveness
of the programme and are able to resolve any Issues or problems which arise.
Discussion with participants about how the group Is developing provides opportunities
for thinking about the process of learning and the role that participants and tutors
play. Participants' self-evaluation raises awareness of their own strengths and
weaknesses to facllitate relevant participation. in addition, keeping track of whether
participants' experience is being used and valued assists tutors to develop their own
awareness and judgment,

Key Issues concern the methods, the criteria and the response from the programme
which should be in keeping with the principles of participative leamning and based on
an understanding of the Issues and practice of the field. Throughout the programme
the Information cand views which are gathered need to be responded to
appropriately. Evaluation can involve past, present and potential participants, as well
as tutors and pregramme organisers to keep the evaluation relevant and meaningful.

This chapter suggests some methods of keeping track of participative learning:
specifically lookinig at how tutors can keep track of Individual and group needs and
development, We wish to emphaslise that tutors should share their findings with
participants and members of the organising bodles. Some suggestions on the setting
up of an organising committee are put forward In Chapter One: Nufs and Bolfs.

Programme organisers will need to keep track of progress during a programme In
order to ensure that alms are being met and at the end to decide what to repeat and
what needs to be changed. Committee meetings shouid include reports of the
monitoring and evaluation methods used on the programme from both the tutors' and
participants' perspectives.

The organisers can contribute and develop thelr perspective from the reports and
discussion at committee meetings. They may also visit sessions, have casual interviews
with participants In the normal course of work, or hold *consultancy* sessions with
tutors. A checklist which the organisers can use in analysing the programme can be
found in Working Paper 28.

The findings of the exercises described in this chapter may also be used to maintain
the Interest of sponsoring bodiles, employers, potenticl particlpants and other groups.
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A. METHODS OF KEEPING TRACK
OF A PARTICIPATIVE PROGRAMME

Useful methods of keeping track of particlpation and the progress of a group can be
formal or Informal, controlled or free ranging, and Involve everyone or just a few.
Ideally, the more informal methods of keeping track of participants will be seen as
common sense and good practice In any 12arning programme. Tutors In a
participative programme should parficula.y value thelr casuai contact with
participants where progress can be noted.

For example, casual conversation with participants can be used In a varlety of ways:

* to monitor the participants' view of the programme content or direction,
their own development and the development of the group.

* to evaluate the effectiveness of the programme by discussing the l#sues
ralsed In sessions and finding out about their understanding and use of
the material outside of the sessions.

* to discuss plans for future seSslons together, get feedback on proposails
and enlist support for Ideas.

More fyrmal methods can be usefui in providing written records to ald review or
anonymity to help honest appralsals. Some methods will Involve exerclses with several
stages so that a perspective can be developed. For example, setting guldeiines for a
group In the beginning of a progrumme provides a basis for review of expectations
and whether they were fulfiled both during and after the programme.,

Evaluation at the end of a programme will assess whether the aims have been
reached, find explanations for any problems and record what actually happened in a
programme. An evaluation may also determine how succes:‘ul a programme Is and
whether resources are belng used effectively. Decislons about criteda usid to judge
effectiveness will dlso to be looked at by the programme organisers in terms of
particlpation, equal opportunities issues, the alms of the programme and thelr own
experience.

WIith any luck, the end of the programme will be viewed as a beginning. Future
programmes will be based on the findings of the evaluation and particlpants' plans will
be based on an assessment of thelr progress on the programme and how they finaily
see themselves. Rather than Imagining people who come out of a programme as
packets coming off a production line, we need to recognise the development of
Individuals. Learning will continue and support and encouragement will stiil be
needed. The evaiuations help to determine what those future requirements will be,

Some "guldelines’ for methods of evaluations are: to be open, democratic and
participative.

* Know why you are involved In the analysls: will the results be used for
anything other than planning for the future? Who "owns" the findings?

For example: written or verbal reports may be necessary for a course
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committee, Board of Studles, or sponsoring body. The audlence for the
findings will determine the methods and questions asked as well as how
they are presented. Who decides these Issues?

* Involve particlpants In the evaluation,

* Let participants know what Is going to happen with the results - and
what the results are.

Keeplng track of participants wlll reveal relevant Issues at work as well as feelings
about the programme. On finding a burning Issue, pick it up. Don't walt untll a formal
evaluation or relevant session to discuss real lIife concerns. If necessary, timetable a
response at the beglnning or end of the next session. Some Issues may seem to be red
herrings, but with probing, tutors will often find that the Issue can be relevant to many
of those In the group.

For example, a participant may be experlencing difficuities at work - her
attendance at the programme may be causing added stress: Why am | not in
work sorting these problems out? A group discussion about the importance of
support from employers and colleagues could arm her with arguments when
she returns to work. The points will serve as a useful reminder to the rest of the
group as well as help her to recolve her confusion.

Other Issues may be able to be related to the content of the programme and
addressed through case study discussions. (See the introduction entry under Case
studies and Exercises 5.8 and 4.6.)

For example, a participant experlencing racist abuse at work couid present the
situation to the group. When the group discusses the Issue, they could suggest
alternative strategles.

Findings from Individual exerclses should usually be fed Into the larger group - elther by
ralsing the Issues with the group or by asking the Indlviduals to contribute thelr findings
to the group. For example, an exerclse could begin with asking Individuals what thelr
feellngs are about a programme and thelr progress and ask them to discuss thelr
thoughts In palrs, then groups of four and tnen the full group. Witten exerclses could
be completed In palrs or small groups - or discussed In those groups before belng
completed Individually.

Feeding back findings to the programme's organising committee should be
encouraged. Particlpants should be able to discuss thelr views with thelr
representatives and be supported to attend themselves.
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B. KEEPING TRACK OF THE
INDIVIDUAL PARTICIPANTS' VIEWS

FInding out about the Impressions, responses, understanding, plans or analyses of
Individual particlpants Is an Important way to keep track of whether a programme Is
meeting thelr needs. The Individual perspective will be sought out so that.

* participants see thot the tutor(s) and organisers are taking an Interest
thelr perspective and experlence.

* Issues which arlse can be dealt with *on the spot" or appropriate actlon
planned.

* support for or contributions to particular future sesslons or exerclses can
be elicited,

* Indlviduals have the opportunlity to speak privately and confldentially.

Casual conversation

Conversation with Individual particlpants can be a very Informal method of keeping
track of Individuals. Make time avallable, even If only for fifteen minutes after the
session when particiyants can "chat® generally with tutors. The tutors' accessibility and
approachabiliity will help participants to ralse concerns and to glve or recelve a pat
on the back which wiii keep up moralel Ask general questions to eliclt views or
feellngs about the overall direction and content of the programme, a particular
session, or plans for the future. For example, talking informally with participants while
washing the cups can help tutors to keep In touch. Asking questions such as:

"Are you settiing In all right? Any problems?" or "How do you think the session
went last week / this week?" or "How are you feeling about the group /
programme / exerclses?" "Do you think that the group Is providing enough
support or challenge ?" could ralse worrles to be discussed immediately, but
may also beneflt discussion with the full group.

"Do you think a sesslon on committees, a cups washing rota, an emergency
programme committee meeting, a particular warm-up exerclse Is a good
Idea?" will show that the participant's views are valiied - and could enllst
support for a possible course of action - or help o duv de against It

"How are things at work?" "Have you been able to sort out that committee
vet?* will help tutors to keep In touch with the Important Issues being dealt with
In participants' everyday work. Using counselling techniques, sharing
experience, or suggesting contacts and solutions, may be appropriate. The
Issues could also be discussed with the group to malintain the programme's
relevance.

Some of the Issues arlsing from Indlvidual consultation will be cruclal. A particlpant
may have worrles or difficulties and be considering dropping out. The tutor may need
to talk with an Individual about the effect they are having on the resi of the group.
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For example, approaching a participant who Is taking a back seat In discussion
could reveal that she Is simply taking time to settle into the group and Is
developing the confidence to speak. Alternatively, she may feel that her
experlence Is not being valued by the group or Is rrelevant to the exercises
being used. Showing an Interest could encourage her to speak out. Careful
planning will ensure that future sessions address her experlence more directly
and that her views are sought out.

Self-selection

Deciding whether or not she s ready to come on a particuiar ieaming programme is a
form of self-evaluation. The significance of the publicity and other methods of finding
out about a programme In terms of assessment should not be underestimated.
Applicants will assess the relevance and appropriateness of a course before they
begin - and will be interested in the structure, content and methodology in order to
decide whether the programme seems appropriate t. their needs. See Chapter One
Nuts and Bolts which has a section about pubiicity.

Methods of monitoring the effectiveness of the seif-selection wiil include noting the
number of appropriate appiicants, discussing the publiclty with past and potentiai
appilcants, and finding out what forms of support or encouragement peopie need at
this stage.

Inferviews

Careful questioning at interviews wili heip the pianning of a programme based on
what appilcants say they need or want from & programme. The benefit of this
approach Is that the programme s likely to be or be seen as more relevant.

More formal assessment of what participants expect from a programme could Invoive
consultation with the Individuais or the group. For example, “talior-made* training for a
group or committee which is experiencing difficulties In team buliding or decision
making would usuaily require some discussion and anailysis of the situation before the
programme begins.

Hopes and Fears

Exercise 2,13 Hopes and Fears can be used to assess expectations about the
programme. If the participants are asked in the first session what they hope to gain
from the programme and what they ure worried about, a record of their hopes and
fears can be kept. The iist can be distributed und discussed at the next session as well
as used in evaiuation at a iater stage to see whether those hopes or fears have been
reaiised.

Individual expectations questionnaire

Asking individuais to fili in a questionnaire about their expectations of a programme
ailows them to plan their own agenda and can heip the tutor to pian future sessions.
See Working Paper 20 My expectations from the progromme. Reviewing the



Keeping Track of Parlicipative Leaming 215

questionnaires helps tutors and participants to keep track of whether expectations
have been met - and to what extent.

Suggestions or complaints box

Keep a box for suggestions or complaints near the tea troliey with a pencli and pad of
paper attached. The "method" dllows participants to feed In Information without
revealing themselves. A varlety of responses could be appropriate e.g. bringing the
Issues to the attention of the group or course comimittee, taking immediate action
(particularly on a practical issue), or regularly reading the contents out during sessions
in order to provoke a group response.

Session notes

After brainstorming sessions, circulate the notes and ask the participants to add thelr
comments or additional points at home. A "diary* of their reactions to a programme
may be kept In this way. The diary may also be used In assessment of the impact of
the programme on the particlipants. An accompanying questionnaire could be filled
in about the session notes. For example:

What was the most iImportant Issue ralsed In this sesslion? What could you use

from this sesslon In your work? Highlight the points which you feel need
fo be followed up.

Portfolios

Portfollos can be comprehensive summaries of
participants' experlence and understanding
which will be concrete evidence of their
learning. Participants could Include an
analysls of thelr development on the learning
programme.

FOR
YOUR
PORTFOLIO

Evaluation sheets

Reflection on experience and "taking stock' can be facliitated by evaluation sheets.
Individual records of responses to programmes can be useful in planning future
programmes, providing written materlal for programme reports and for focusing
attention on particular aspects or sections of a programme. An example Is in Working
Paper 21,

Self evaluation

The methods of keeping track of learning Involve self-evaluation - they will all require
participants to evaluate the relevance of the programme to thelr own learming. An
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exerclse or sesslon labelled “self-evaluation® could focus this analysis. Ask the
participants to think about how the programme cha.ires the way they work, thelr
vlews and thelr confldence. Thinking about where they stiil need development would
Include an assessment of thelr strengths and weaknesses. See Working Paper 22 for a
sample self-evaluation form.

Planning future learning

Participants should look at where they are going during the programme and
afterwards. By setting thelr own goals for learning, they take some responsibliity.
Working Paper 23 Is an example of a worksheet which could be used.

Interest In continued development after a programme can be a measure of the
success of alearning programme. A method to help look at the steps heeded to
achleve a goal Is Included In Working Paper 24.

Using participants to resource
future programmes

Participants could be used as resources for future programmes. Finding out whether
they feel ready to take on the task will be a measure of thelr confldence. At the end
of a programme, ask particlpants about what they feel ready to offer any new
programme. Contacting ex-participants may be more successful as fime may be
required for some of the leaming to sink In. Once participants have appllied thelr
learning 1 thelr work without the regular support of the learning programme, they will
be more zonfldenit. Past participants can be excellent resource people, factlitators or
tutors for new programmes as they will have experlenced the participative approach
to learning and facllitating sesslons, and willl rersresent a wide varlety of backgrounds
and experlences. A break betwaen belng a participant and belng an outside
resource may be a good Idea 1o reduce excessive loyalty to a previous group's way of
working.

The record sheet In Working Paper 26 can be used to collect Informatlion for a flle of
what people have to offer, e.g. belng a resource person, tutor, facllitator, consultant.
Explaln that future participants wlll be encouraged to visit them to see and hear about
other approaches. Assisting a group to prepare for a session or suipplylng Information
and contacts on particular areas of work are other ways In which thelr expertise can
be used. '

Participants who come onto a new programme as an "outsider' wlll need support to fit
In with the needs of the current participants. Time for preparation and discussion with
tutors or people resourcing the sessions wlll need to be allocated or they could feel
thrown In at the deep end. Thelr learning wlll continue and support and
encouragement wlli stlil be needed -~ particulary as the group will be a new one -
and the confldence they developed within thelr own group may need time 10 be
transferred.,
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C. KEEPING TRACK OF THE GROUP

A useful starting point for a group exercise In monitoring or evaluating progress couid
be the information on various issues raised in the individual methods outiined above.
The group exerclse adds considerably to the analysls. By responding to discussion with
others or abiding by decisions made by the group, partficipants wili be heiped to:

* take responsibliity for responding to the Issues which arise - through
chailenge or support.

* foster a democratic process which should increase involyement,
understanding and co-opetation.

* provide an opportunity for participants to influence each other.

* cheer everyone up about how far they have come.

* maintain a commitment to the programme as they will have a stake In its
progress.

Keep the exercises positive. If gaps in the programme are revealed, discuss how they
can be filled.

Group discussion

A small group discussion on how people feel about the programme - and whether
they feel able to contribute Is an effective way of monitoring both the development of
the group and participants' feelings about the content and direction of the
programme. Record the key issues and review with the iarger group.

Asking questions such as:
"What was the best thing about this sesslon / the weekend / the programme so
far?”"leads to a discussion which vaiues the contribution of different members of
the group.

"Has this session been useful?" will offer the group positive ways forward for using
the material covered in the sesslon in their work.

*are there any Issues which came up today which need more attention?”
allows issues to be tackied immediately - orinciuded In the next session.

Our own group snake!

An adaptation of Exercise 4.3 which charts the ups and downs in a group's life can be
used elther as a warming-up exercise before a discussion of progress in the group - or
to help set guldelines for the future.

297
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Draw a large chart on the wall with a wavy line to lllustra 2 the ups and downsin the
group.

Participants flil In the diagram with the factors which make the leaming group work
well and Issues which are causing problems. The tutors may also contribute thelr views.

Or, use aflipchart:

Flipchart

How our group is developing:

What works against us: What helps the group:

Follow-up with a discussion of the Issues ralsed.

Identifying support from within the group

Many of the exercises In Chapter Two Getfing to Know Each Other can be used to
assess the extent to which sharing and support Is taking place.

For example, Exercise 2.7 Range of experience can be used to see whether the
experlence avallable In the group has been used In sessions. Ask the group to Identify
the "gaps’ - where the notes from the exerclse are reviewed In terms of the work
covered to date. By lisiing the experience that they would like 1o hear more about,
the group can plan further sessions, or think about networking outside the sessions
through vislts or consultancles with the relevant particlpant.

Exercise 2.8 Strengths and Weaknesses can be used to check that members are able
to be open about thelr weaknesses and If the group can Identify support from within.

RN
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Setting and reviewing Guidelines for the group (Exercise 2.15) Is a particularly useful
way of monitoring the group's progress. Reviewing them &t the end of the programme
Is also useful.

Reviewing the aims of the programme

The group may benefit from looking at the alms of the programme at certaln stages of
the learning programme to assess whether they are belng met. For example the alms
could e divided up Into varlous headings on fllipcharts put up on the wall -~ with two
columins where particlpants are Invited to note down the different ways In which they
can be achleved. Alternatively, a discussion may be facllitated around this Issue and
used to plan future sesslons.

At the end of a programme, the group should look at the alms and disct:ss which were
the most Important for them, which were reached and which were not.

An Open Day

Arranging an Open Day to display the work of the participants Is a very successful way
to end a programme. People Invited to attend may Include employers, colleagues,
potential applicants for future programmes and funding bodles. The session can be
an opportunity for participants to discuss thelr experlence on the programme. The
level of confidence displayed by the participants In presenting thelr materiols and the
work of the group to everyone can be very Impressive. Ensure that the particlpants
take a full and active role In welcoming everyone and particulary that they reassure
potential applicants.

R3]
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D. THE TUTORS' PERSPECTIVES

During the early stages of a programme, the tutors willl be Involved In ensuring that
monltoring and evaluation Is carried out - and so wlll be particularly aware of what Is
going on with regard to the group, Indlviduals and content of the programme. As
particlpation increases, so should the group's role In carrying out these functions.
However, the tutors will need to be Involved In keepling track of progress In the group
throughout the programme.

The tutors' perspective Is valuable In terms of what can be expected from a group.
Previous experlence wlll have glven them Ideas about what can be achleved.
Comparisons may reveal that a group Is not performing well: that challenges are not
forthcoming, Ideas or analysls are simplistic or experlence Is not belng used sufficlently.

Tutors are encouraged to develop methods of evaluating progress. A few tried and
tested methods are listed below,

Tutors' checklist

Monltoring by tutors takes place during sessions all the time.  Experlenced tutors willl
have a "mental checklist* constantly running during the sessions and while planning
groupings and exerclses. Responding to the situation iImmediately Is Important.
Raising the Issues with the group In order to involve them In the process of the
development of the group and the direction of the sessions may dilso be worthwhlle.

A checkllst may Include:

Attendance: Has everyone turned up? If not, Do | know why? Could somaone
from the group follow this up - or should | glve them a ring?

Padicipation: s everyone joining In? Who else could contribute thelr
experience to this Issue? WIll | ask the group? Is anyone taking a back-seat?
Should | talk with them at the break - or challenge them In the session?

Body language: Does anyone look worrled or bored? Shall | ask them If they're
okay - or wlil | ask someone else 1o speak with them?

Content. Has this session deadlt with the Important Issues on this subject? Are
challenges, analy¢’; and ways forward belng provided here? Does anyone else
have a different slant to add? WiIli these Issues come up In a future session or
should | introduce them here? Checking through the sesslon notes on the flip-
charts should be aregular routine.

Action lists

Keeping an actlon list on a wall chart, the edges of the pages of a diary or other
frequently consulted place willl help tutors' to keep on top of the many tasks Involved
In holding a group together and ensuring adequate communication. A planning
chart and a rota of tasks will also help co-tutors or tutors and particlpants to keep
track of the work to be completed.
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Tutor discussion

Evaluation and monltoring discussions between co-tutors outside of th2 sessions will
help to keep track of parficlpants and any problems In the group. A method to keep
track of Individual particlpants Is simply to go through the list or register to check
attendance and discuss thelr level of participation In the sesslons. By sharing
Infomation and Ideas about what may be affecting an Individual's lack of
contribution, problems can be Identifled and ways forward discussed. Half an hour
regularly given to this exerclse will help to Identify a number of problems before they
get out of hand. Records of these discussions - or notes of Issues ralsed may be useful
If particlpants wlill need references for work or further education.

Tutors can look at the programme In terms of who Is benefiting most In order to think
about whether the aims are belng reached with speclfic particlpants and how the
learning group s progressing.

Other ciiteria may Include:

Aim: Evidence of progress:

Increased self-confldence how Individuals talk about thelr work,
contiibute to the group, wrlta about
themselves In thelr portfollos, apply
for jobs or further training, use the
experlence they have galned In thelr
work and challenge others In work or
in famlly life.

development of tralning skllis how Indlviduals plan and facliltate
sessions, whether they go on to
facllitate or tutor on other
programmes or use facllitating skllis In
thelr work.

Increased awareness of skllis a positive analysis of experience In
portfollos, applications for jobs,
development of new arzas of work,
a more confldent approach to work
and colleagues,

commitment to the group through attendance records, noting
the level of particlpation In sesslons
and whether they continue to be
commiltted to the programme:
Joining the programme committee,
acting as a resource for future
programmes, Interviewing or
welcoming new applicants, and
recommending the programme to
others.
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At the end of the programme, tutors can examine the programme In more general
ways, by:

- analysing feedback from all the evaluations.

- looking at the participation In an Open Day as an indicator of Interest
from past, present and future particlpants and thelr employers.

- Interviewing employers of participants about thelr perceptions of the
Impact of the programme.

- thinking about the status of the programme In the eyes of the sponsoring
body, employers and academic Institutions. What happens to past
participants? Is the programme recognised as belng valld and
beneficlal?

Consultation

Bouncing Ideas and discussion of progress between a tutor and programme
committee member, colleague or other supporter can help a tutor to keep track of
what Is going on In a group. Using a consultant may be particulary Important If a tutor
s working on her own with a group. Goling through practical arrangements, content
of sesslons and the development of members and the group with someone else can
assist clarlfication of thinking and development of appropriate strategles.

More formal methods

- keeping a registsr of attendance - or signing-in sheet to keep records of
who attends.

- going through the "diaries" or notes from sessions with the particlpants to
check that they understand the Issues and are Interested.

- setting assessed pleces of work where participants are asked to apply a
method or approach to an Issuz covered In a session Individually or
outside of the session to check thelr understanding and abliity to work
outside the group. "Homework" can be a measure of commitment,
relevance and usefulness.

- wiiting a repo:t of the programme to concentrate thoughts and analysls
of what went on. Ask for participants' contributions and circulate a draft
copy fo: thelr comments and additions.

3 ERIF
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CHAPTER SUMMARY

Methods of evaluation can be used to bulld and maintain a participative approach
to learning and to assist the participants' development of critical awareness. Keeping
track of a programme should be seen as a means of enabling the process rather than
simply a test to see whether It worked. Perhaps a simple way of viewing the process Is
to Imagine a continuous line of communication between all the people Involved In
the programme !n order to make sure ihat the programme keeps on track. The
exerclses should help to stimulate participants to take responsibliity for thelir own
learning by setting thelr own goals, planning thelr own programmes and carrying out
thelr own assessments of whether they have worked.

We hope that readers will develop thelr own monitoring and evaluation methods and
criteria and find the task as worthwhlle as we have. If the findings from your
evaluations are Interesting, please send them on to us!
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APPENDIX A

NUTS AND BOLTS
WORKING PAPERS

The Nufts and Bolts Working Papers Include materlal 1o use In making
practical arrangements for a learning programme. Thay consist of
record sheets and material to use In short-listing and Interviewing
participants and checklists for assessing whether venues are
appropriate.

LEARNING FROM
EACH OTHER
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Selection of applicants

Nuts and Bolts Working Papers 1 - 6 are based on selection of particlpants in a long
term programme for experlenced community workers and activists, They are samples
which could be adapted for use In other types of programmes. The material Is related,
for example: the selection criteria (Working Paper 1) are referred to In the alms of the
questions (Working Paper 4).

Working Paper 1

Working Paper 2

Working Paper 3

Working Paper 4

Working Paper

Working Paper 6

Selection
cilterla
page 227

Application
form
page 229

interview
Introductions
page 232

Alms for
interview
questions
page 233

Interview record
sheet
page 234

interview
summary sheet
page 240

The criterla assist analysis of
experlence In order to select a
leaming group which can work
participatively.

The application form looks for the
basic Information required to select
for Interview.

Each applicant should be given the
same Information - and an
opportunity to settle in to the room.

The questions being asked during the
Interview are related to the selection
criteriq.

The Interview questions are on a
record sheet so that notes from the
interviews can be made during the
interview. A copy Is required for
each Interviewer to record thelr
notes on an applicant,

The summary sheet should be fllled In
by the Interviewers directly after the
Interview to record the cpplicant's
responses In relation to the selection
criteria,
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Organising venues

Nv'ts and Bolts Working Papers 7 - 10 are useful checkilsts to use when making
arrangements for room bookings and residentials. Keep the Information on flle with the
date so that you have a record of what venues can provide.

Working Paper 7

Working Paper 8

Working Paper 9

Working Paper 10

Access
Information
page 241

Checkilist for
residential
arrangements
page 243

Resldential
evaluation
sheet
page 245

Resldential
planning sheet
page 246

The list of requirements will assist In
selecting prenises physically
accessible and convenlently
located for participants with
disabllities.

The Venue checkilist Is useful when
making arrangements for room
bookings and residentials.

The evaluation sheet for residentlal
premises Is to be fllled in by
participants following a residentlal
and can be forwarded to the
organisers for feedback.

Participants detall their dietary,
chlidcare and room requirements on
this sheet to facllitate booking
arrangements,
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Working Paper 1. Selection Criteria

Selection ciiteria for a long term participative programme for experlenced community
workers and activists,

1, Applicants are selected on the basis of essential criterla which ccncern ihe
experience an Individual has to offer the group. Applicants should have:

A. at least flve years part-time (three days a week) or three years full time
experience in community work as an actlvist or worker with elther a
range of experience with different community groups or more Intensive
(e.g. founder member) work with a particuiar group.

B. an understanding of community work with groups demonstrated through
examples of good and/or bad practice, the beginning of an overview of
how groups develop and a feeling for their ups and downs. Applicants
should also be able to Indicate that they are ready for some analysis of
thelr role or a serlous look at the way they have been working.

C. relevant life expeilence: experience of challenging oppression or the
attitudes which ccine from It as a black person, a woman, a disabled
person (or someone with close experlence of disabllity), and/or a
working-class person. The experlence should have glven them
examples of the effects of that oppression andl of how they have tackled
or challenged them.

D. evidence of sharing and/or desire fo share these experiences and the
skllls, knowledge, awareness and understanding they have learned from
them. This may Include examples of other people they work with who
have leamed from them, an eagerness to leam from the others on the
programme and/or clear Ideas about how they could use thelr
experience In the group.

E. current and oh-going community work with groups for at least three
days a week.
2, Once a list of applicants who have fulfllled the essentlal criterla has been

made, selection will be based on the following desirable ciiferla. Preference
would be given to evidence that:

A, an applicant had been on some form of previous fraining In community
work skllls such as that provided by the local authority or reglonal
Community Work Training Group. Relevant courses could Include: Initial
Tralning In Youth and Community Work, Play tralning, courses in
counselling skills, Informaiion sesslons on housing issues or welfare fights,
workshops on chalienging racism. Most applicants would be expected
to have taken up some form of Initial tralning and good reason would
need to be shown If the applicant had not.

B. an applicant has not received a higher education qualification.
Applicants with a CQSW or Certlificate in Youth and Communlity Work
would not be considered,
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3. Final selection wlll be based on creating a balanced group which has a range
of experlence and can leamn from each other. The learning group should
Include:

A, people from different cultures and with different life experiences -
particularly from oppressed groups, e.g. women, black people, working
class people and disabled people.

B. people who have worked with different types of groups or groups with
different characteristics, e.g. different users, settings, funding
arrangements, management structures.

C. people who have experienced different working roles with groups, e.g.
as member, activist, pald worker, unpald worker, committee member,
offlcer of a committee.

D. people who have different styles of work, e.g. challenging, supportive,
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Working Paper 2. Application form

Name:

Address:

Daytime telephone:

Evening telephone:

1) Present community work activity:
(What are you doing? Where/What Group? For how long?)

2)  Why do you want fo parlicipat: in this programme?
(Tell us what you hope to learn or galn from participation.)

ERIC ‘
LS s 24
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3) Describe any experlences or strengths which you can bring to the group: your
past experience as a volunteer, activist, or pald worker, the types of groups you
have worked with, the activities you were Involved In, and any personal
experlences which you feel are relevant,

(What have you done? Where? For how long?)

4) Have you any experience of sharing your skilis, knowledge, awareness?
(Glve some examples of how you did this.)

24"
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5) Tell us about any previous tralning you have experlenced.
(Include any courses, tralning or Induction sesslons, formal or Informai, which
you have been on - and what you thought of them.)

Infervlews: Please tick the following dates when you are avallable.,

(] (]
[] []
[] []

Signed:
Date:

This form should be refurned to:

By:

If you want any help with flling In this form, or have any questions, please contact:

If you wish to add anything else, please feel free to do so.
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Working Paper 3.
Interview infroductions

Introductions to applicants:

A,

o 0 ®

m

(Introduce the members of the panel: your names and "roles",)
This Interview should only take about 30 minutes.

(Let them know whether smoking Is acceptable.)

Please feel free 1o ask any questions at any stage.

We are holding these Interviews with (number being
Interviewed) people and hope to shortllst to (number on the
course) on (date). We are aming to select a group of
participants who wiii be able to learn from each other by sharing thelr
experience. You need to make sure that we get as fuil a picture of your
experlence as possible.

We wlll need o make notes - we do this with everyone and hope
that It won't put you off too much - and we will be taking turns asking
questions.

We wlll summarise what you have told us In answer to each question,
You should have time to add any addltional experlence or Information.
Please check that we have summarised each answer correctly so that
we get a full plcture of your experience,

Do you have an Information Sheet? This tells you how to contact us If

necessary - and has some useful Informatlon Including the dates of
sesslons and chlldcare arrangements.

&4
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Working Paper 4.

Aims of the questions

Interview questions

Question 1. To establish the range
and length of the applicant's
experience In order to satlsfy the
minimum criteria and ensure a range
of experience In the group.

Question 2. To establish the
applicant's motives for coming on
the programme, that they have
reasonable expectations, and that
the programme Is the best option for
them.

Question 3. To establish the
applicant's depth of experlence and
readiness for a sharing approach.

Question 4. To establish the
applicant's Interests and to use them
In planning the programme.

Question 5. To establish the
applicant's previous tralning
experlence and understanding of
the participative approach.

How they relate to the

- criteria

(See Working Paper 1)

1 A. experlence iIn community work
1 E. curent community work

3 B. dIfferent types of groups

3 C. different working roles

3 D. different styles of work

1 B. understanding of group work
1 D. sharing skills, experlence
3 D. different styles of work

1 B. understanding of group work

1 C. relevant life experlence

1 D. sharing skllis, experience

3 A. different cultures,
backgrounds

1 B. understanding of group work
1 C. relevant liie experience
3 D. different styles of work

1 D. sharing sklils, experlence

2 A. previous training

2 B. no higher education
qualification

245
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Working Paper 5.
Inferview Record Sheet

Appllcant's naime: Interviewers' names:.
Date and time of Interview:

QUESTION 1. Range and length of experlence

1. Could you start by telllng us about the work you are Involved with at present,
(Make sure that you extract the length of Involvement, e.g. two nhights a week.)
2. Is there any past experlence you would llke to tell us about?
3. Is there any other relevent experlence you would like to tell us about?
Range of experience Role Length of involvement
6. Summarise: So you have experlence of . Is there any other

experlence which relates to your work?
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QUESTION 2. Best option?

1, Can you tell us why you want to come on the programme?

2, (Choose one reason) You say you would like to .S
there anything about your work with groups which makes this
area important?

Motive: Example of why important:

3. Summarise: So far you've told us . Is there anything else
that you hope to gain from the programme? (Interviewers may wish to
clarify for the applicant what the programme can or can not do.)
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QUESTION 3: Depth of experlence and experlence of sharing

1. This programme works If people share thelr experlence. Can you tell us about
the experlence you can contribute to the group? (If ciarification Is necessary:
any particular experlence of work with groups - or perhaps your own life
experlence which you would llke to share? Perhaps certaln Information or skills
or examples of Issues you have tackled?)

2, Have you any experlence of sharing this (experience / skill /
Information / understanding) with other people? How did you do this?

3. What experlence have you had In trying to change or challenge attitudes - or
the way a system works? (Further clarification if necessary: campaigns? setting
someone straight? challenging oppression?)

To offer group: Examples:
4, Sumimarise: So far you have told us about your experience In and
that you have shared this with others by , Is there anything else that

you would llike to add?

Q45
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QUESTION 4: Interests

We would like 1o know about your Interests to help us pian the Inifial part of the
programme. The first part of the programme Is based on what people say at the

interview.
1. What Issues or problems have come up In your work recently?
2. Are there any areas of work or Issues which you feel are important fo cover In
this leurning programme?
3. Have you any Ideas about how this could be covered on the programme?
Area/issue/skill vhy important? How to tackle:
4, You would like to look at on the programme. Are there any other

Issues you would like to add?

24
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QUESTION &: Previous fraining

1. Tell us about your expetience of training courses and any other informail training
you may have had.

Name of corrrse: Relevant detalls:

Have you any qualifications? (Clarify that they are not necessary.)

Summarise: You have been on , are there any other courses you would
like to tell us about?

2, From your experlence, which Issues need to be considered when you are
organising good training?
3. What do you feel that we should take Into account when organising this

programme which Is based on sharing experlence?

Ideas on training courses:

4, Summarise! You have told us how Is Important In training, Is
there anything you want to add?
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Conclusion:

1. Do you feel that you have given us a good account of your experience
and what you can bring to the group?

2, Would you like us to make a note of any special circumstances which
may have affected your interview?

NOTES: (e.g. lateness,

excessive nervousness.
lack of available people to
welcome).

O
e
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Working Paper 6. Interview Summary

Flll this In directly followIng the Interview In order to summarise the facts of the
Interview. This Is not when recommendations about acceptance or refusal are made.

Name of applicant:
Names of Intxviewers:
Time and date of interview:

Range of experience

Mofives / Interests )

Experience to offer / sharing experience

Experience of chailenging

Representation
black/white woman/man disabllity?
non-statutory / local authorlty areq.

Qualifications / previous fraining

£
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Working Paper 7. Access Information

Any venues which are to be used should be physically accessible and convenlently
located for disabled particlpants - l.e. on the ground floor or accessible by ift,
Transport should be offered If needed.

The following Information Is adapted from the Greater Manchester Councll for
Voluntary Service directory obtalnable from G.M.C.V.S., §t Thomas Centre, Ardwick
Green, Manchester.

A full checklist for organising accesslble meetings Is Included In the Accuss Code
published by Sisters Against Disablement (See Appendix F.).

Doors

- shouid be easy to open and ciose.

- should have a minimum clear opening of 760 mm (800 mm preferred)
- should have an unobstructed approach.

- should have hinges which prevent the door standing haif open.

- if glass, should have clear indications with high contrast markings.

Signs

should be clear, leglble, and consistent,

should have strong colour contrasts (e.g. biack and yellow).

Tactile plans should be avallabie for blind pecple.

Maps should indicate parking availabie for disabled people's cars and
information about ramps, lifts, and wheelchair accessible tollets.

Lifts

are requlred with bulldings with more than cne fioor.

need o be abie to fit alarge wheel chair with footplates.

should have controls within reach - Inside and outside (within 1300 mm

of floor).

- should have audible floor indications inslde and "lift ready" indications
outside.

- should have easly manipulated controls with raised symbols and lights.

Telephones
- need to be under 1300 mm from the floor.
Induction Loops
- to be instalied in meeting rooms and public areas.
Tollets
- need to have plenty of space (speclfic dmensions avaliable in the
G.M.C.V.S. ledfiet.)
- need to be kept in general use without special locks or used as

storeroom,
- unisex provision Is deslrable.
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Car Parking

should be located close to an accesslble entrance (no more than 50 m).
would desirably be under cover.

need 1o have bays one-third wider than standard.

need to be designated for use by disabled drivers and signs should be
posted from the entrance.

Kerbs, Ramps and Steps

Paths

interpreters

Childcare

Kerbs should be dropped to road lev~ at Intersections and cutside main
entrances.

should have textured surfaces, and non-slip surfaces.

The prefemred ramp gradient s 1 In 20 and no more than 1 In 12.

If ramps are steep (over 1 In 20}, steps should also be avallable.

A level platform is neede in front of doors.

Easy to grasp handralls (hardwood or nylon coated) should be on both
sldes of steps and ramps.

Steps should be at least 280 mm deep, no more than 150 mm high.
should have strong lighting.

should be firm, non-slip, and well lald with no cobbiles, tlles or gravel and
with well defined edges.

Rallings should have a low rall at foot level and should extend beyond
changes In level.

should have stable seats at regular Intervals and cholce of helghts.

Sign language Interpreters can be contacted through the Royal
Natlonal Institute for the Dedf, local Couricll Disabllity or Equail
Opportunities Units and local groups.

Speakers and writers of other languages may be contacted through

Equal Opportunities Units, Communlty Education Services, Community
Relatlons Offices, and local groups.

See Chapter One: Nuts and Bolts.
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Working Paper 8.
Checklist for residential arrangements

Date of visit/telephone cail:

Name of venue:

Address:

Telephone number:

Contact person:

Charges: Notes:

Bed & Bre~kfast

Evening meal

Lunch

Weekend

‘extras'

deposit due

date chaiged for canceliations

Bedrooms:
number and sizes
with sinks
ensulte
bring soap and towels?
bring extra biankets?
rooms heated?
large rooms for families?
cofs?
tea/coffee making facllities?
number of bathrooms/showers:

Meeting faciiilies:

rooms avallable for own use
number of meeting

Large:

Small:
Anywhere to display charts?
Extra chaiges for meeting rooms?
Smoking area?
Flip-charts?

Papei / pens?

Video?

Tea and coffee on call?

Extra charges for any of above?

ERIC
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Amerities: Notes:
rooms for relaxing?
bar? opening hours?
rooms which are shared?
local amenities
television?
sports tacilities?

Food:

meals available:
Halal/vegetarlan
Vegan/traditional English
made meals llke this before?
sample menu
meails for children?

Whete are meals served?

how many can be served at the same time?

high chalrs?

drinks/food available
throughout the day/night?

Chiild-care:
like having children?
rooms available tor children?
televislon/video avallable
during the day/night?
local amenities?
What will children need?
(swimsuits, wellies, spends)
creche workers ?
experience:
take the children out?
have a minlbus?
work in the evenings?
creche rooms?
staff?
equipment?
creche insured?
limit to numbers of children?
charges for creche etc..

General comments

' ~
ERIC ’ KATE GERALGINE
e : o SAPIN \Jr WATIERS
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Working Paper 9.
Residential evaluation sheet

Please flll In any comments you have about the accommoaation. The results from this
sheet will be sent to the venue.

Residentlal evaluation sheet:
Date:

Name (If you llke):

1, Food

2. Bedrooms

3. Meeting rooms

4, Facllities

5. Creche

6. Overall arrangements

7. Would you recommend this venue to others?
8. Have you any addifional comments?

Thank you.

—
o GjﬁALDlNE

« TTERS
ERIC
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Working Paper 0.
Residential planning questionngire

Please fill In the following Information sheet so that we can make appropriate
arrangements for the residential on

Name:
Telephone: Day:
Evening:
Clrcle yes or no and write addlitional notes as required:
1) WIil you need transport o the venue? yes/no
2) WIIl you be bringing any chiidren with you? yes/no

If yes, plecse glve thelr names and ages:

3) Any speclal food requirements? ves/no

If yes, please glve details:

4) Do you smoke? yes/no

5) Any other requirements?

. p——
GERALDINE
WATTERS
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APPENDIX B

GETTING TO KNOW
EACH OTHER
WORKING PAPERS

The Getling fo Know Each Other Working Papers include a variety of
useful checklists and exercises to use to with a group to heip them get
to know each cther. They begin with a checklist and sample
programme for a first session and go on to methods of mixing and
waming-up a group. A number of wam-up exercises are included.

-
LEARNING FROM
EACH OTHER

e
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Working Paper 11.
Working Paper 12.
Working Paper 13.
A.
B.

C.
D.

Working Paper 14.

mon®»

Working Paper 185.

on®»

Working Pnper 16.

A.
B.

Working Paper 17.

moO®>

Before the programme begins
Programme for a first session
Mixing It up

Mixing It up In pairs

Mixing It up In ciricles

Mixing it up by Milling or Cocktall parties
Mixing It up with a questionnaire

Name games

Alphabetical names
Beanbag name games
Names and adjectives
Three names In a row
Who's this?

Finding things In common
Stand up exercise
Running groups
Continuum
Allchange

Acting games

Imitations
in the manner of a word

Personal statements o warm up a group

News

Coats of arms
Voting

Bellefs
Garments

~ -

page 247

page 251
page 253

page 260

page 263

page 268

page 269
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Working Paper 11.
Before the programme begins

1. Send a malling to all participants to Include:

a welcoming letter with @ map to the meeting room, parking
avallabillity, bus Information, and contact telephone number,

the dates and times of sesslons,

the schedule for the first dav.

If a resldentlal Is booked for early on In the programme, send.
the date, times of departure and return,

the name, address and telephone number of venue,

what particlpants nheed to bring,

a sheet to flll In for =reche and dietary requirements.
(see Working Paper 10).

2. Arrange for some extra *welcomers' o come for the first hour of the
programme - possibly previous parficlpants or members of the course
committee,

3. Make a display board In the meeting room with advertisements for jobs,
Information about conferences, other tralning opportunities, relevant
newspaper articles.

4, Collect Informatlion for display: re. other courses, organisations, materials used
on the prev!ous programmes.

5. Prepare a folder for each participant which will Include:

a map of the facliitles,

a draft programme for the course or first part of

the course,

a list of names and contact arrangements for members
of the course committee,

Information about criterla used for selection

(a reminder).
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On the first day
1. Put up signs directing people to the room.
2 Put a welcome on the door,
3. Arrange the room:

Set up a refreshment table with coffee, teq, biscults (no animail fats),
squash,

Set up a "signing-In" table with a contact sheet to sign, a sheet to fill In
about funding arrangements (such as who to Involce), and folders for
each particlpant (as above).

Set up an Information table with publicity and information about the
programme, previous materials used, Information about other training,
conferences, organisations.

Place some tables around the sides of the room and chairs In
small clusters of four or five,

et .
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Working Paper 12.
Prograinme for a first session

The flrst session Is Important and wlll require balancing different needs, e.g. for an
unstressful Intfroduction to the programme as well as an enthuslastic and stimulating
start, This sample programme Includes Introductions through a milling exercise,
going through the alms of the programme, discussing hopes and fears, setting
guldelines for the group, distributing Information, and going on a tour of the
premises. The fime allowed for this Is approximately three hours - to finish with a
meal or snack. If the session Is to last all day, a Range of experience exerclse (see
Exerclse 2.7) could be used to discuss what the group has to offer.

Aims for the session:

%* o make everyone feel welcome.

* to make sure that the programme *starts as It means to go on* wiih a
warm atmosphere and everyone getting the chance to say
something.

%* to make sure that particlipants know the selection criteria and why
they have been selected.

* 1o agree sensible arrangements for contacts, attendance and
guldelines for the groury:.

* to famlllarise the participants with the setting.
If applicable:

%* to make sure that the arrangements for up-coming residential and /
or holldays are understood.

Programme
Starting time: Arrivals and refreshments

Encourage people to mill around the room looking at the material on display and
making Initial contact with each other. Perform a "host* role by Introducing people to
each other. Delegae some tasks to help people to meet each other (e.g. ask
someone 10 go around with the biscults).

Continue as an extended Milling exercise (See Working Paper 13 A.). Ask people cs

you see them to Introduce themselves to each other and ask euch other where they
come from.
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Half an hour later:
Introductions; Aims and objectives

Get everyone's attentlon. Ask them all to sit comfortably and turn to face you (no
need to get In a clrcle).

Introduce yourselves once more (If there are two tutors, some participants wlil not
have met both of you).

Go through the alms of the programme and the objectlves for the day.

Ten minutes later: Hopes and fears

With two tutors, divide the group Into two groups. One tutor should read out a list of
half the people to take them Into a separate room.

Ask everyone to find a palr and go through Exercise 2.2 Hopes and fears. Allow one

hour for this exerclse as particlpants should work first In palrs, then In fours before a
general feedback (stlll In the two groups.) List the "hopes" and "fears” on a flipchart,

One hour later Coffee break

Have a coffee break in one large group.

Fiffeen minutes later Guidelines for the group

Go back Into the two groups and use the "fears' to discuss possibie "ground rules' or
guldelines (see Exerclse 2.3 ) which could minimise the {ears.

Half an hour later Feedback

Feedback {o the large group and agree some guldelines for the group and a time to
review them,

Half an hour later Tour

Take the group on a tour of the premises which could end with a meal or coffee
In the cafeterla.

If the session |asts all day, carry on after dinner to discuss the criterla for selection and
the alms of the programme In small groups.

If the group Is not too tired, go through Exercise 2.7 Range of experience and discuss
whether the exerclse tles In with the criterla for selection, the guldelines for the group
which were set In the morning and the alms for the programme,
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Working Paper 13. Mixing it up

A varlety of ways can be used to mix a group before starting a warm-up or small
group exerclse. Various ways to spiit a group Info palrs or smaller groups wil work,
others won't. For example, don't say "Turn to the person on your fight'; think about it; It
doesn't work,

Try some other ways to split a group:

Give each member of the group a number according o the number of groups
you need. For two groups, count ‘one, two, cne, two," etc. For four groups,
count "one, two, three, four, one, two, three, four," etc. All the people with the
same number form a group. This Is more successful If done slowly and better still
If the participants themseives are asked to count off out aloud. The method Is
useful In breaking up cliques If people tend to sit in the same places all the fime.

Make large gestures to split the group, cupping your hands (rather than
pointing) and say: "You three people willl go over there" or “Will you two work
together on this," or "Let's divide you between these two people”, etc. The
method Is Ideal for appearing to be random (If you do It quickly) while allowing
you to spllt those you want to separate by simply waiking up to them and
gesturing them Into opposite directions.

Make lists of people and read them off as group "a", "b", etc. But remember
that people don't always listen to which group they have been allocated. You
could photocopy the lists to hand out or send off one group before progressing
to the next to overcome this difficulty.

Hand out different colours of paper or card so that groups are formed
according to the colnur of their card. This method can be us ~ with handouts
or worksheets printed >n different coloured paper or with ¢ nt coloured
dots marked on them.

Allow people {o form thelr own groups by $ .ying, “Turn to the person next to
you", "FInd someone you haven't spoken to yet*, or “Talk to someone you feei
comfortable with.* To form small groups, you can say: “Find two or three others
to woik with", or *Form yourselves into buzz groups.” With a group that Is new to
each other, this may be difficult, but an established group may not need
speclial mixing.

*spin the boffle" is a useful trick for creating random cholce. Lay a bottie on the
floor and spin It around. When the bottle stops, the person who the top of the
bottie polnts at takes the next turn,

Ask people to line up, then split the line. This Is a useful way to start the Circles
Game, see B _below.

If an even number Is necessary for any exerclse, the co-tutor shouid joln In the group
to make up a palr If someone Is left out, Most warm-ups require a “director* so the
tutor "calling the shots" should try to stay out of the exercise. But without a co-tutor,
the "director" of the exerclse should Joln In rather than leave a participant out.
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To monltor whether the alm of mixing It up has been achleved, the following warming~
up exerclse may help:

Checkirg if everyone knows each other

Use any warm-up exerclse which uses questions In pairs and ask people to
move to form a palr with someone they don't know very well. Ask a question
from the warm-up and then repeat the request to move to speak with someone
they don't know very well. Continue untll they have no one else to move to.

A. Mixing it up ' pairs

Discussing any relevant or amusing toplc In palrs to start a session can be an easy and
falry stress-free way to get "warmed p." While not everyone finds llkes palr work,
most pecple find talking one-to-one easler than i iarge group. The facllitator Is
responsible for ensuring that the group has something to talk about which has an
appropriate level of self-disclosure and that they are not left on thelr own for too long.

Toplcs for conversation should give particlpants something to talk about which wii
make them laugh (at the exerclse If they wish), find something In common, or find out
something new about each other. The aim Is to help the group get to kihow each
other and/or begin to discuss the work In hand without the worry of "conversation
openers."

Some ldeas could Include:

How did you get started In community work?
What did you have for breakfast?

What do you think about warm-up games?
When was the last ime you were In a train?

Or, you may wish to focus more on the programme, e.g.

What did you expect to get out of this tralning?
What's the best thing about this training so far?
What's the worst thing?

What do you think we should have a session on?

For other suggestions for toplcs of conversation, see Handouts 13 B, C and L. The best

warm-up conversations, however, would be: about something relevant to the session
to follow as Is suggested In many of the exerclses.

B. Mixing it up in circles
The game requires an even number of participants.
1. The group needs o form two concentric clicles: divide the group In an

orgarised way and ask one half to form a clrcle.  Ask the other half to form a

ring outside them. Ask those In the Inside ring to face someone on the outside
ring.
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2. Ask the parficipants to discuss an event, Idea or question with the person who
facas them,
3. Ask one of the rings to move left or right to face the next person. Ask another

question and continue untll "warmed-up.*

The last question could include something related to the session to follow. Ask
them to take their discussion Into the next group that they move Into.

See Handout 13 B. Mixing it up In circles for an example,

The clrcles structure is useful because you can easlly ensure a lot of mixing, there willl
be a number of different pairings, and there Is movement which helps people to
"'warm-up."

The structure can aiso be difficult because of the nolse level. You may need to stand
on a chair to get people's attention, have a commanding volce and/or clap your
hands.

The exerclse can be adapted so that one clrcie move around a ring of seated people
~ useful when there are eideriy or disabled people In the group. Ofr, keep a circle of
chailrs and ask every alternate person to move on to the next empty seat.

WARNING: |If English Is not a first language, transferring the grammar Into different
sentences can be difficult. You may want to change the wording so that the question
Is included: Instead ot "Ask the person opposite you how she got here this morning."
Use: "Ask the person opposite you: How did you get here this morning?* This way the
questlons wiil be structured for them.

C. Mixing it up by milling or cocktail parties

Miiiing can be a chaotic but informal way to waim-up which requires a lot of work on
the part of the facliitators. The group Is asked to *mill csound” and find out something
Interesting about everyone there. The facliitators need to play the role of *host' and
make sure that movement flows - that people don't get left out, or stuck with each
other,

Variations or addifions:

- Provide a topic to help conversations get started, e.g. find someone with a
simiiar family set-up - the same number of people In thelr home, or someone
who has the same favourite treat,

- Make a plie of slips with questions to help people start their conversations.
Introduce the exercise by telling the group: "Here Is some advice on how to
start a conversation at a party. Take a question and keep asking It to differe::!

people. When you get fed up with It, take another.” See the Milling Questions
Hand-out 13 C for some suggested question slips.
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D. Mixing it up with a questionnaire

Glive each parficipant a questionnalre to flll In by asking the other participants
questlons. Make sure that you stress that this Is @ warm-up and that cnswers willl not
be checked! The method can be used successfully at qulte large gicups or
conferences.

The example glven, Handout 13 D. Post-Hollday Questionnailre, could be used during
the first session In January. Alternative questions could follow a different theme, for
example, travel.

Find someone who owns a tiicycle. Find someone who never learned to
ride a bike. Find someone who hates aeropianes. Find someone who has
never been in a wheelchair, efc.

Alternative questlonnalres could discover the range of experlence In the group or the
answeis to trivia questions.

The exercise requires reasonable literacy sklils; people may work better In palrs,

A short feecback session may be Interesting, but should not require everyone to read
out thelr answers.

o,
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Handout 13 B. Mixing it up in circles

1. Check out the name tag of the person opposite you and ask them how they
found out about the course.

THE OUTER CIRCLE SHOULD MOVE ONE PERSON TO THE RIGHT

2. Check out the name tag of the person opposite you and ask them where they
work.,

THE OUTER CIRCLE SHOULD MOVE ONE PERSON TO THE RIGHT

3. Check out the name tag of the person opposlte you and ask them what they
enjoy doing when they have any spare fime.

THE INNER CIRCLE SHOULD MOVE ONE PERSON TO THE LEFT

4, Check out the name tag of the person opposlte you and ask them whether
they are an *early morning* or "late night* person.

THE INNER CIRCLE SHOULD MOVE ONE PERSON TO THE LEFT

5. Check out the nam- tag of the person opposite you and ask them how they
got here this morning.

THE OUTER CIRCLE SHOULD MOVE ONE PERSON TO THE RIGHT

6. Check out the name tag of the person opposite you and ask them why they
like thelr present work,

THE INNER CIRCLE SHOULD MOVE ONE PERSON TO THE LEFT

7. Check out the narme tag of the person opposite you and ask them what they
would do if they won £1,000.,

THE INNER CIRCLE SHOULD MOVE ONE PERSON TO THE LEFT

i Check out the name tag of the person opposite you and ask them about a
funny thing which happened to them recently.

THE OUTER CIRCLE SHOULD MOVE ONE PERSON TO THE RIGHT

9. Check out the name tag of the person opposite you and tell them something
interesting that scimeone else has told you about this morning.

—
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Handout 13 C. Milling questions

(Make several coples and cut Into strips.)

a.

Ask everyone you meet: Where would you go If you had won a free pass to
travel anywhere In the world?

Ask everyone you meet: When did you last watch "Top of the Pops'? What did
you think of 1t?
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Ask everyone you meet: What was the best thing about your time at school?
(You must be able to think of sumething.)
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Ask everyone you meet: Which would you prefer, living In the country or In the
clty? Why?

\
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Handout 13 D.
Post-holiday questionnaire

1. Find someone (else?) who knows what Chanukah is all about,

Name:

2. Find someone (else?) who didn't have a Christmas tree.
Name:

3. Find someone (else?) who had a really good "holiday" break.
Name:

4, Find someone (else?) wh.~ doesn't celebrate Christmas.
Name:

5. Find someone (else?) who went to church on Christmas Day.
Name:

6. Find someone (else?) who's been to the January Sales.
Name:

7. Find someone (else?) whu went away over the break.

Has anyone been abroad?

Name:

8. FInd someone (else?) who has been ill over the break.
Name:

9. Find sceone (else?) who is glad to be back.

Name:

E i
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Working Paper 14. Name Games

A. Alphabetical names

Ask the group to Indicate when the first letter of thelr flrst name Is called out. Then cail
out the letters of the alphabet. Each person should tell the group thelr name when
thelr letter Is called out.

An additional optlon can Include the facliitator asking questions as each name Is
called to help the group recall the names, such as:

How did you get your name?
Was It In the famlly?

Is It a nlckname?

Do you llke your name?
Have you changed It?

Discussion on the origins of names, thelr meanings, and the rights and wrongs of
changlng your names at marriage should not be allowed to go on for too long. At an
early stage In the group, a discussion wo! id probably only encourage dominant
members of the group to take over rathe * than help people to get to know each
other.

To lessen the tension Involved In walting (If someone's name Is at the end of the
alphabet they may become Increasingly anxlous), you could have the letters of the
alphabet on cards which are drawn at random.

B. Beanbag Game

Sit In a circle. Throw a soft object to someone else saying their name as you throw |t
She does the same. Repeat at random untll everyone can Identify everyone else's
names easily.

You may want to have everyone say thelr own name as they catch the object the flrst
few times around - but ii1e switch to saying the others' names can be difficult to
explain.

C. Names and adjectives

Each person says their own name with an adjective beginning with the same letter.
Go around the clrcle, or *spin the bottle* "o create more random cholce. For
example, we might use "Kidding Kate* or "Generous Geraldine* except that this Is our
least favourlte name game. The exerclse can work well If the group Is In a good
mood.

You may wish to make yourself a set of cards In alphabetical order which have
adjectives already on them. Belng able to select from a list may relleve the tension of
having to quickly think of a witty adlective. Wrlte the first letter on the reverse so that
everyone can select the correct letter.
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Lay out the cards upside-down with the first letter shown on the top. Ask particlpants
to select one to use. Each person reads out the glven adlective and thelr name - and
says whether the adjective really applies to them. (Watch out for complex
vocabulary.)
Other alternatlves Include using the first letter of your name In other ways:
- Golng somewhere on a particular form of transport:

"My name Is Tina and | am going on a Train to Tibet."

*My name Is Khushnood and | am going on a Kangaroo to
Kentucky.”

- Taking something on a plcnic:
"My name Is Surraya and I'm bringing sweets.”
"My name Is Sarah and I'm bringing saitfish.”

Any of these verslons can Incorporate repeats so that everyone has to repeat what
was previously sald.

D. Three in arow

Someone begins the game by calling out another person's name three times In a row
very quickly. The person who's name has been called has to Interrupt before the
"three-In-a-row" has finisneu. Unless you Interrupi the person calling out your name
before It Is sald three times, It becomes your turn,

Depending on how difficult you want fo make the game, the “three-In-a-row" can be
Interrupted In different ways. When someone hears thelr name, they can Inierrupt by:

- saying thelr own name.
- saylng another person's name (whose turn It becomes).
- saylng the name of the persoh calling out the names.
(Use only one method per gamel)
Groups can take a whlle to get to grips with the rules of this game. Explain and

demonstrate carefully If participants or tutors have difficulties In speaking - this game
will be no fun at all. However, with the right group, It can be very amusing.
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E. Who's this?

The "game" simply Involves the tutor Indicating people at random around the

group and asking “Who's this?" (An open hand rather than a polnting finger can make
all the difference to the tone of the question.) Although not really a game, the
exerclse can be amusing If you are fast and random enough.

The nice aspect of the game Is that there Is no real explanation required and people
are not really put on the spot to remember a nhame. The responsibliity lles with the
group to come up with each name, rather than with an Indlvidual,

The exerclse could easiiy be repeated at the beginning of every session for most of the
programme.
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Working Paper 15.
Finding fthings in common

A. Stand up to find things in common
Ask the group to "Stand up if ......" The exerclse Is a quick way of finding things in
common in the group and can be a fast enjoyabie start to a session after a meail, or a
way to "intfroduce" a iarge group of peopie to each other at a conference.
The exercise can be adapted by asking them to:

Put up your hands If ......

Move to the middie of the room If ......

Showacardlif ...... (you would need 1o hand out appropriate cards. You
could use ones w.'h symbols on them or different coloured cards)

Consideraticns about which methods to use may inciude whether the group includes
peopile with disabiliities or eic'erly people, or whether the paricipants are used to a
more formai or more energe :\c sesslon.

The exampie given in Hand-out 3 A is one to use at the beginning of a residential,

B. Running Groups

Direct peopie to diiferent parts of the room if they fail into a particular category. The
activity can be fast and nolsy.

For example:

Run over there If.

Go over there If..

Meet In the corner If ...
See Hand-out 3 B Running Groups for an example.
Variation or addition:

- Instead of being directed to a part of the room, participants have to find out for
themselves who shares the characteristics,

For example: Find someone else In the room who:

ERIC = 275



264 Learning From Each Other: Participative Learming and Community Work

- has the same number of people In their family.
- llkes the same treat.

- went to the same place on thelr holldays.

C. Continuum

Parficlpants move to a different place along a "line" depending on thelr views or who
they are. For example,

- Move to this side of the room if you strongly agree with the statement, to the
ofnerIf you don't. Place yourself somewhere In the middie as appropriate:

(The topics may end up beling like the personal statement warm-ups in Working
Paper 17.)

I love shopping.
| hate watching television.
I think that being happy Is the most Important thing in the world,
Securlty Is more Important than having fun.
There's been no good musicsince __ (the fiftles, Beatles, Mozart).
Additions or variations:
- Go Into a circle and move to where your birthday Is: Start here with January
and place yourself appropriately: move here If your birthday Is In Fetruary,

March, etc. ... all the way round until December.

-, Place yourselves along a line starting here with who left school the youngest
through to the one who was the oldest when she left full-time education.

- Other continuums could be: the number of yearslived In ____ , the number
of children; the number on thelr house; from the lightest hair to the darkest, etc.

D. Ali Change

1. Put the chalrs In a clrcle and remove your own so that there Is one less than
needed.
2. Stand In the middie ¢nd call out

"All change everyone who ........ .

Everyone who the phrase applles 1o has to get up and find @ new chalr to sit in.
The person left without a chalr has to call out a new category for changes.
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For example (In addition to the ideas Ir the previous exerclses):
All change everyone who:

- has black shoes.

- was born In Manchester.
- works In a centre,

- llkes pink meringues.

3. You can finish the game when you are ready by staying In the middie aofter an
"All change."

Additions or Variations:

Working changes
The "All change* call has to be something to do wi.h work, For example:
All change everyone who:

- works with young people.
- has to wrlte reports.

- uses a diary.

- works with black people.
- works In an office.

- works part-time.

- meets with teachers.

The following variations do not invoive finding things in common, but use the same
format.

Oranges and Lemons
Ask the group to take turns saying "orange* ot “lemon" alternatively. The first
person says ‘orange’ and the next one says “lemon*.  When the name of thelr
~ frult Is called out, they have to change. If *squash" Is called, everyone changes.
Fruit Salad
Ask everyone 1o think of the name of a frult (or perhaps Just a cltrus frult). Call

out the frults to change In a similar way. When "Frult Salad" Is called, everyone
changes.
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Hand-out 156 A. Sfand-up exercise

1. Stand up If you cooked tea for anyone at home tonight.

Now sit down.
2. Stand up If you've organised meais at home In the freerer for the
weekend.
Now sit down. (Repeat after each statement.)
3. Stand up If you've ieft dishes In the sink at home.

4, Stand up if you haven't been home since leaving for work this morning.

5. Stand up if you've brought anyone else from your f ainlly with you this
weekend.

6. Stand up if this Is your first weekend away from the family for some time.
7. Stand up If this Is your first residential weekend course.

8. Stand up if you've rung home already.

9. Stand up If you think you will ing home this weekend.

10.  Stand up if you haven't had a chance to yet.
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Hand-out 15 B. Running Groups

1. Go in that corner If you're wearing brown shoes.

2, Go over there If you have one sister.

3. Collect in this corner If you have an *a" in your name,
4, Come to the middle If you live by yourself.

5. Meet here If you're weanng high heels.

6. Group together if you've got the same colour hair.

7. Come here If you were not born locally.

8. Go over there if you like watching *Neighbours.”

GERALGINE o
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Working Papers 16. Acting games

A. Imitations

Make some Iabels with the names of famous peogple or characters. Put one on each
person's back. Don't let anyone see thelr own label. Declde whether nolse or speech
Is allowed.

Ask the group to mill around and do Imitations of the characters they see on the
others' labels. Each one has to guess the label they have on.

For example:
Mlkhall Gorbachev
Nelson Mandela
Margaret Thatcher
Michael Jackson
Kylle Minogue
Clila Black
Roger Rabblt
Prince Charles
(the name of the facilitator)
Charlle Chaplin
Bllle Jean King

Variations:

- People have 10 speak to the person as though they were the chaicicter on the
label without using the name.

- Use ger.eral caiegorles of people rather than speclfic characters: a footballer,
a comedienne, a member of the royal famlly, an artist, an overworked
communlity worker, a Tory MP, a hang-glider, etc,

B. In the manner of the word

Write adverbs on cards and ask for volur.teers to choose a slip and behave "In the
manner of the word." If no one can guess the word, pass the slip to another person to
have a try. For example:

siowly angrily carelessly nervously
tensely bosslly qulckly cheetiully
confidently wonderingly studiously miserably

The group can also add words to the plle,

Watch out for difficult vocabulary - be aware of the possibliity that someone may not
understand the words and be ready to help out,

The exerclse could lead Into a useful discussion about body language.

251



Geiling fo Know Each Other Wozxing Papers 269

Working Paper 17. Personal statements
fo warm up a group

A. News

Pe.naps the simplest form of "warm-up* which can be particularly effective with
an established group Is starting the session with news, Simply ask the group to
share any riews: blg or small events which have occurred since the last session.

Alternatively, people can write up thelr news on a board or pin messages on
display.

If the method Is a regular feature, participants can use the opportunity to share
Information abcut on-coming events or opportunities.

Tutors can also use the method to share thelr own news, glve apologles from
absent participants and share any Information they may have.

B. Coats of Arms

Using card with safety pins taped on the back, sticky lakels, *Stick-on Notes", or large
sheets of paper, varlous exercises can be used to allow people to make personal

state .nents about themselves which are then used as labels or as a starting point for
conversation. After making thelr *labels®, the participants milll around and find out what
or why people have flled In thelr labels In a paiticular way.

Pictures, symbols or words can be used. You may wish to set guidelines about this or
help with further prompts, for example:

Divide the label/sheet Into two halves. On one half put who you admire;
on the other put why.

Divide Into two sectlons. On one put whete you would like 1o go, and on
the other, who you would ke o take with You.

Put what you are confident about and what you are mos! worrled
about, '

Draw up a "coat of arms' ot symbals for the things which are rmost
Important to you.

Any combination of the above could be used to design a representation of a personal
statement.

Variation:

- The labels are put Into a plle and the group has to guess to whorn they belong.

-
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C. Voting

Glve each participant a card with a "happy face" on one side and a "sad face" on the
other.

Ask everyone to vote on whether something makes them feel good about themselves
or bad by showing the uppropriate face.

For example, How do you feel when you are:
- speaking In front of a group?
- taking minutes?
- going on a fraining course
- talking with a teacher?
- starting a new Job?
- finishing a Job?
- staying In and watching television?
- going swimming?
- getting home after work?

Ask the group to think of other Ideacs.

D. Beliefs

Like the continuum structure in Working Paper 15, parficipants get Into aline to make a
statement about thelr bellefs or values:

For example:;

Place yourselves appropriately on one side of the room or the other (or In the middie).
This side If you are dependent; that if you are Independent,
This side If your life centres around duty; that If your life centres around fun.
This side If money Is very Important to you:; that Iif money Is of no Importance,
This side If you are aggressive; that If you are passive or placatory.
This side if you find It easy to be open; that If you are reserved.
This side If you like going out with friends: that if you prefer being on your own,

The exerclse may usefully be followed up by a discussion of how we use our vciues in
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our work - and the rights and wrongs of this.

Warring: obviously this exercise would not be sultable to use with a group which is
only Just getting to know each other.

E. Garments

Participants put an article of clothing into a pile (e.g. shoe, coat, jJumper). Everyone
chooses one that they like and tells the group why. The owners' do not need to
Identify themselves. Watch out that there are none left over - people may be
offended. (You couid leave your cholce untll last - and find something nice to say
about whatever Is left.)

F. Show and tell

Note: This exercise will require some notice before the session.

Participants bring In an object which Is Important to themn - or represents something
Important (e.g. a photo, a pair of earrings for a night out, an address book with friends'
names In, a present from someone special, a flower from the garden).

The objects are put on display and participants ask each other about them, The
exercise can be worked elther as a *miling* exercise or with a short chat from each
participant saying why the object Is important,

varations could include; photos orly, guessing which object belongs to which

participant, drawing a plcture or symbol of the Important object rather than bringing It
In, or selecting a symbol frorn some provided.

283



272 Learning From Each Other: Patlicipative Learning and Community Work

APPENDIX C

WHAT IS
COMMUNITY WORK?
WORKING PAPERS

The What Is Community Work? Working Papers Include the Federatlon
of Communlity Work Tralning Group's definition of community work
and an outline of key areas In communlty work.

The Federation's definition has been developed by groups of
communlity workers and actlvists over a number of years. Many
agencles now take the approach as thelr starting point In developing
communlty development policy. For example: the Community Work
Accreditation Process, the Community Work Learning Programme cit
the University of Manchester, the Assoclation of Metropolltan
Authorltles, the Standing Conference for Community Development
(SCCD), the Care Sector Consortlum Voiuntaiy Organisations Group
(Community Work), and the Assoclation of Coivimunity Workers
(ACW).

The key areas listed here are adapted and develoned from the
"Areas of Work 1o be Assessed" produced py the (. .@ater Manchester
Community Work Accreditation Unit. They can be used In supervision
and assessment of communlity work practice and to provoke
discussion on defining community work.

Working Paper 18. Definition of community work page 273
Working Paper 19. Key areas In community work  page 274
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Working Paper 18. The Federation of
Community Work Training Groups'
Definition of Community Work

Community work Is about the Involvement of peopie In the Issues which affect thelr
lives.

Firstly: It Is about people acting together to Influence, change or assert control over
social, economic and political Issues. Community work aims to change the balance
of power and create participative and democratic structures which bring about
control at local and other levels. Community work centres on the relation between
people and institutions and decislon-makers which affect people's everyday
experiences.

secondly: Community work Is about invoiving and recognising the skiils, knowledge,
and experience of peopie in responding tc social, economic and poiltical probiems.

Thirdly: Community work must challenge inequaiities and discrimination on grounds of
race, class, sex, age, sexu7l orientation, and disabllity, and encourage awareness of
these Issues In groups andi -2rganisations in which they work. Community work must
ralse awareness about and confront such discriminating attitudes and practices in
Individuals and institutions.
Cc "munity work is a process which links and contains these three elements. This
process can focus on a wide range of issues: employment, housing, play, youth wolrk,
elderly people, work with women, race, disabled people, environmentai Issues, etc.
Community workers' practice
in carrying out these aims, a community worker's practice may inciude:

- bringing people together for coliective action.

- developing people's awareness and understanding of issues which limit
their access to power.

- enabling people to develop knowledge, skills and confidence.

- creating new relationships between the consumers and provicers of
services.

- building on the strengths that exist within communities.
- faclitating access to information and resources.

For fu ther information, contact The Federation of Community Work Training Groups
fisted in Appendix E.
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Working Paper 19.
Key areas in community work

A community worker shouid be able to produce evidence or examples of how her
experience demonstrates particular skills, quaiities and understanding of community
work practice and values. Key areas will be: self-awareness and understandiing cf
community work values, group work skills, organisational skills, and knowledge.

A. Self-awareness and understanding of
communify work values

A participant should be able to demonstrate how her experience and understanding
of community work Issues and values have Influenced her work. She will need to
produce evidence of;:

- thinking about her values, how they have been shaped by her experience
and how they Influence her work, e.g. thinking about how her own values differ
or nngree with those of groups or organisations of which she Is/was a part - and
how she handied those differences.

- developing an awareness of the values on which equal opportunity practice
Is based and a demonstration of how she applies them to her practice.

- assessing her own strengths and weaknesses as a worker, e.g. an abiliity to
engage In self-ciiticism and accept and learn from oihers' crticlsms.

- thinking about how she Is percelved by others.
- developing and extending her own skills and understanding.

- an understanding that there are a range of community work roies which may
be appropriate to different situations.

- being able to relate what she Is doing in specific areas of work to her
understanding of the alms of community work.

B. Understanding of how groups and group work
skills develop

Experlence of work with groups should demonstrate an abiliity to initiate and sustain
develo, mental work with a range of community groups and individuals. A participant
will need to describe her role in groups and to identify and provide eviderice of
experience of:

- playing a central role In the setting up of one or more community groups.

~ actively working to offer skills, knowledge, Idecs, time and other resources to
community groups.
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- positively valuing the development of skllls and knowledge by members of
groups and clear demonstration that her work has facliitated and not hindered
this process.

- working with groups to develop the confidence and skllis required to define
thelr own objectives, acquire the means to pursue them, and manage without
her services. '

- having been accepted by groups as a helper and particlpant in the
achlevement of objectives.

- following through commitments made with groups.
- handling democratic control of her activities with groups.
- working with groups to reassess the level of her role and commitment.

- working with Individuals and groups to raise Issues of equal opportunity and
challenging oppression.

- making It possible for a group to reject her If they wished.

- handling Issues of loyalty to groups, e.g. when the clalims ¢f a group come
before an employlng agency's.

- dedling with the alms of groups which were In conflict with her own
philosophy.

- working with groups which attempt to Influence the declslons of large
organisations.

- demonstrating that her work has not put her In a position of Intermediary
between providers and reclplents of statutory services. (Only when the
continued existence of a group Is serlously threatened, may this role be
required.)

- assisting groups which are experiencing political or economic disadvantage
to Influence declsion-making processes and gain access to resources.

- tacllitating the development of consumer control by those In receipt of
services.

- developing an approach to tackling inequallties and discrimination within
groups.

- Involvement In the formation of federations of community groups and/or
allances between community groups and other groups working together for
common objectives. Working to ensure that the constituent groups are
Informed and Involved In decision-making.
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C. Organisational skills

A community worker wlil have a range of practical and organisational sklliis to use In
her work and to share with Indlviduals and groups. A particlpant wlll need to produce
evidence of.

- belng able to set redlistic goals and objectives using prioritles based on
community work values.

- working to reduce barrlers to participation In grouos, agencles and areas In
which and with whom she works.

- organising Information and making It accessible to communlity groups.

- using different methods of rese. g an Issue: belng able to gather, analyse
and organise Information.

- methods of establishing aneed fr- <. on,

- having a range of contacts throughout the community and voluntary and
statutory agencles.

- playing a key role In helping a group to obtaln funds 1o support thelr work.,
- assisting groups to find and use experts as required.

- belng able to assume different organisational roles e.g. secretary, treasurer,
chalr,

- having administrative skllis, e.g. book-keeping, typing, Information.

- belng able to communicate with others Individually, or as part of a group or
community.

- organising Information and making It accessible.
- belng able to present reports In person or In writing.

- producing, or belng Involved in the production of, publicity In a varety of
media and materials which Is accessible and clear.

- formulate work programmes related to agreed objectlves.

- using methods for monitoring and recording progress and responding
appropriately.

- an abllity to manage resources and staff as and If required.

- belng able to supervise other workers with positive criticlsm and support.
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D. Knowledge
An applicant will need to demonstrate:
- a knowiedge of the community In which she Works.

- an awareness of networks of support and information and a wide range of
contacts throughout the community and voluntary and statutory agencies.

- an awareness of the effects of the class structure, racism, sexism, and
discrimination against disabled people.

- an understanding of how legal or political changes have affected her work.

- an understanding of how local govemnment works and examples of work
which has resulted In policy changes at local or national level.

- an understanding of formal and informal ways for community groups to
influence key declslons.

- an understanding of how the iaw can assist or affect community groups.
- an abiliity to share the knowledge which she has gained.

- an understanding of the relationship between the employing agency and
community work practice.

- an awareness of cur 2nt nolifical, economic, and soclal issues and Inltiatives
at local, national and Inte: - tional level which affect communities and
community groups (e.g. d.  ntralisation of councll services, fiscal policies such
as the Poll Tax, changing irn. nigration patterns and laws).
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APPENDIX D

KEEPING TRACK
WORKING PAPERS

The Keeping Track Working Papers consist of worksheets and exerclses to use In
monitoring and evaluating learning programmes and leaming development.
They are referred to throughout the book, but parficularly In Chapter Six:

Keeping Track of Progress.

Working Paper 20. My Expectations from the programme page 279
Working Paper 21. Programme Evaiuation page 280
Working Paper 22. Self-evaluation worksheet page 282
Working Paper 23. Planning tuture leaming page 284
Working Paper 24. Planring a ladder page 285
Working Paper 25. /dentifying leaming needs page 286
Working Paper 26. Record sheet for resource peojle page 287
Working Paper 27. Learming programme follow-up pago 288

Working Paper 28. Checkiist for analy:sing a learning programme page 289
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Working Paper 20.
My expectations from the programme

Name:
Date:

1. | wouid like to learn:

2, By the end of this programme | will have:
3. This group should talk about:

4, | want to talk about:

5. | might not want to talk about:

GERALDINE
WATTERS
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Working Paper 21.
Programme Evaluation

1. What did you think of tho stricture of the programme? (What did you think of

the organisation and presentation of the exercises and how you were
grouped?)

2. What did you think about the content of the sesslons? (Was It relevant,
Interesting, what you expected?)

3. What was the most useful or most positive aspect of the programme?

4, What was the least helpful?

5. What v:as the most difficuit - and why?

iy
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6. What questions or worrles do you still have about what was covered?

7. Were there any otherissues ralsed which you feel need further attention?
(If so, when? - the next session? soon? or later In the programme?)

8. Please add any further commments here and on the other side If you wish.

Put your name here only If you would like to:

Thank you.

\ .
GERALDINE
WATTERS
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Working Paper 22.
Self-Evaluation Worksheet

1. This learning programme changed the way | work in the following ways:

Some examples of how | have used the work covered in the programme
in my fieldwork:

2, This learning programme has changed my views in the following ways:

3. This programme has made me feel more confident about these Issues
or skills:




Keeping Track Working Papers 283

4, | stlll nee:d development in the following areas:

To help my development In these areas, | need to:

5. | have Identifled these strengths and weaknesses In my work
as a community worker:

My Strengths: My Weaknesses .

Name:

Date:

-
GERALDINE
WATTERS
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Working Paper 23.
Planning Future Learning

Topics covered in Where i will follow this up:
this programme:

Topics | would like Where | will follow this up:
to d>in the future:

g
EI{IIC hrc GERALDINE
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Working Paper 24. Planning a Ladder

A olanning ladder shows the steps which need to be taken to reach a goal. For
example, this ladder shows the steps someone might need to take to get to be a
Welfare Rights Officer:

Goal at the top of the ladder: Welfare Rights Officer

Steps along the way: ? Couns 21iing Training

Voluntary CAB

Where you are now:

An example of some steps which may be necessary to get into further education:

Goal: Further Education
Steps along the way: to go on an Access
course

f to feel happier!

to get a night out once
a week

to find a babysitter

Where you are now:

Try drawing your own planning ladder. Wirite a goal at the top. Fil In the rungs with the
steps you will need to make to reach It.

3
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Working Paper 25.
identifying Learning Needs

The exercise Involves participants In thinking about what they wouid like to learmn - and
using that as a basls for finding out what others In the group would like to cover. You
wlll heed some cards or pieces of paper and lots of pens.

The aims of the exercise:
* 1o share Ideas about learning opportunities.
%* If used during a programme, to plan future sesslons.

* If used at the end of a programme, to declide on plans
for the future.

The exercise:

1. Ask the partficipants to think about something that they weuld llike to leamn
about,

Distrilbute cards or pleces of paper.

2, Ask them to draw a picture or diagram of thelr learning need. No words
dllowed. )

3. Put the cards In a plie, shuffle them and redistribute them.

4, Ask everyone to find a partner - and take turns describing thelr Interpretation of

the learning need pictured on thelr card.

5. The bcmners switch cards and find someone else to repeat the process and
continue until they get their own card back. Then they stop.

é. The game ends when everyone has their own card.

8. Brainstorm the leaming needs and discuss how they might be met,
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Working Paper 26.
Record sincet for resource people

Name

Address

Home telephone
Work place
Positlon at work
work address

work telephone

Areas of work that | would be How | can help:
\ferested In talking about:

(for example: management (for example: faclliitating
committees, giris' work, a sesslon, providing

challenging racism) Information, heiping to
plan a session)

ORI ”, Yo GERAL&N’(
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Working Paper 27.
Learning Programme Follow-up

Name:
Address:
Contact number:

| would like to help future learming programmes In the following ways:
(tick the boxes when you are able to help:)

1) Welcoming applicants at interviews: Dates. Times:
[ ]
[ ]
[]
[]
2) Interviewing applicants: Dates: Times:
[ ]
[]
[] ‘
[]
3. [ ] ! would be Interested In joining the programme committee.
4, The following paople would be Interested In applying to the n2xt programme:
Name: Address:
5, | wouild be Interested In getting together with the group for:

[ ] soclal cccaslons.
[ ] networking meetings.

[ 1 aspeclfic learning programme on

(] an "occaslion” for handing out certlificates.

e GERALOINE
SAPIN

Q0 WATIERS
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Working Paper 28. Checklist for
analysing a learning programme

Overaii Alms What were the aims? How were they determined?
Did the participants feel that the aims were reached?
DId the crganisers feel that the alms were reached?
Did the tutors feel that the aims were reached?

Participants Who was the programme aimed at?

Who were the participants?

Were they representative of the fleld/community?

How were they recrulted?

What criteria were used In selection?

What did pariclipants feel about the level of support
on the programme?

What did they feel about the level of challenge on
the programme?

DId the programme meet parficipants' needs?

How was thelr confldence Increased?

Were they encouraged to contiibute thelr experience?

Tutor(s) What experience did the tutors have?
What did they feel wers the Important issues arlsing
during the programme?
What would they do differently next time?
Did the tutors feel that the administrative and
secretarlal back-up was sufficlent?

P.ogramme confent What did the programme cover?
How was the content determined?
How were pariicipants Involved In plarning?
How were equal opportunities issues addressed?

Methods matenials What was the range of methods used?
who did they exclude?
What was the level of participant Involvement?
How were the materials chosen or designed?
Were they useful to participants?
How was the experlence of the group used?

Monltoring What records were kept of Individual progress?
Whot records were kept of the group's development?
What changes In developnient were noted?
What methods of assessment were used? )
How did the tutors, participants and organisers
maintain contact?
Were participants encouraged to keep records?

Facllities / Resources Were any Issues ralsed about:

the venue? access? childcare?
time: to meet tutots? to plan sessions?

other facliities?

- Leaming From Each Other
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APPENDIX E

USEFUL CONTACTS

The Community Work Unit

Department of Extra-Mural Studies

University of Manchester, Manchester M13 9PL
061 275 3523

The Equal Opportunities Commission
Overseas House, Quay Street
Manchester M3 3HN

061 833 9244

Federation of Community Work Training Groups
356 Glossop Road, Sheffleld S10 2HW
0742 739 391

The Greater Manchester Community Work Accreditation Unit
7 Broadway, Salford, M5 2TS
061 872 3282

For Information about community work In your area, the local CVS
(Councli for Voluntary Service) will have Information about self-help
groups and non-statutory organisations.

Community Workers will dlso be employed In a varlety of statutory
settings: try Community Develogrient, Soclal Services, Housing, Youth
Work Sectlon, Community Education Service and/or Lelsure Services
lsted under the local authority In the telephone directory.
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APPENDIX F

USEFUL BOOKS

This list of books Is not meant to be comprehensive - but Includes
some Interesting books which tutors and participants on community
work learning programmes may find useful,
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Bristol Women's Studles Group: Haif the Sky: An Infroduction o Women's Studies,
Virago (1981)

. oady, M. & Hedley, R: Working Partnerships: Community Development in Local
Authoritles, Bedford Square Press (1989)

Cuba, Jan: The Disabled Person's Handbook. Sphere (1989)
Drinkwater, Jane: Get it On: A Practical Gulde fo Getting Alrtime, Pluto (1984)
Elils, Jean (ed.): Breaking New Ground, Bed ord Square Press (1989)

Feek, Warren: Working Effectively: A Gulde fo Evaluation Technlques, Bedford Square
Press (1986) .

Flynn, P. Johnson, C., Lieberman, S., Armstrong, H. You're Leaming All the Time:
Women, Education, and Community Work, Spokesman (1986)

Fryer, Peter. Staying Power: A History of Black People in Britaln, Pluto (1981)

Gliroy, Paul: There Ain't No Black in the Unlon Jack, Longman (1986}

Greater Manchester Community Work Accreditation Unit: What Is Community Work
Accreditation: An Introduction for Applicants; Areas of Work o be

Assessed; Guldelines for Assessors and Applicants, Greater Manchester
Community Work Accreditation Unit (1989)

Griffin, C.: Typlcal Girls? Young Women from School fo the Job Market, Routledge,
Kegan & Paul (1985)

Handy, Charles: Understanding Voluntary Organisations, Penguin Modern
Management Texts (1979)

Handy, Charles: Understanding Organisations, Penguin (1987)

Hemmings, S.. Giris Are Powerful: Young Women's Wiltings from Spare RIb, Sheba Press
(1982)

Holloway, Christine & Ofto, Shirley: Getting Organised, Bedford Square Press (1985)

Hutt, Jane: Opening the Town Hall Door: An Infroduction fo Local Government,
Bedford Square Press (1988)

Jeff, Tony & Smith, Mark (eds): Youth Work Macmillan (1987)

Kurowska, Shella: Employing People in Yoluntary Organisations, NCVO / Bedford
Square Press (1985)

Lipsey, David (ed.): Grassroots Initiatives: A Selection from New Society, Bedford
Square Press (1988)
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Liibelska, Anna: Getting a Good Deal from Community Workers, Assoclation of
Community Workers (1986)

Matthews, Gwyneth Ferguson: Volces from the Shadows: Women with Disabliities
Speak Out, Women's Press (1983)

Morrls, Jenny (ed.): Able Lives: Women's Experience ot Paralysls, Women's Press (1989)

Onhil, A., et dl, (ed.s): Community Werk and Raclsm, Association of Community Workers
/ Routiedge & Kegan Paul (1982)

Open University: Raclsm In the Workplace and Community (1983)

Pinder, Caroline; Communtly Start Up: How to start a community group and keep it
goling, NEC/NCVO (1985)

Phelps, Stariee & Austin, Nancy: The Asserive Woman, Impac: (1975)

Randall, R. & Southgate, J. & Tomiinson, F. Cooperative and Community Group
Dynamics Barefoot Books (1980)

Saiford Women's Centre: Setting up a creche (1988)

Sapin, K.: Community Work Accreditation: The Pliot in Greater Manchester, The
Greater Manchester Accreditation Unit (1989)

South Manchester Law Cei*tre: A Hard Act fo Foliow: The immigration Act 1988, (1989)
Sharpe, Susan: Just Like a Girl: How Girls Leam fo be Women, (1976)

Sisters Against Disablement:. Access Code, Women's Research and Resources Centre
(52 - 52 Featherstone Street, London EC1)

Tinker, Anthea: The Elderly in Moderm Sa>clety, Longman (1981)
Twelvetrees, Alan;: Communily Work, (1984)
Whitelegs, E. (ed.): THe Changing Experience of Women, Oxford University Press (1982)

Wiiils, P.: Leaming to Labour: How Working Class Kids Get Working Caiss Jobs, Saxon
House (1977)

Wiison, Amiit; Finding a Voice: Asian Women In Biltain, (1978)

Workers' Education Asscciation - North West District: Women and Health; Activities for
Use in Women's Groups (1987)
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How to set up and run a parficipative
learning programme.

How to put equal opportunities into
action.

How to build up a portfolio of evidence
of learning from experience.

How to organise a residentiai.

How to encourage community
participation.

* Kk ok ¥ * *

How to promote community work aims
and values.

Learning From Each Other Is a practical and flexible handbook
for busy workers Involved In Community and Adult Education
programmes, Staff Development and Youth, Community and
Soclal Work. Organisations and other professionals who are
developing work In the community, such as; community groups,
Community Health workers, Law Centres, Church-related
community workers and management committees, will aiso find
this a useful reference and gulde.

A wide range of methods for stimulating discussion and
encouraging wiitten evidence of learning are included such as
case studles, questionnaires, charts, diagrams and checkiists.
The book contains over 60 exercises with suggested additions
or variations for particular groups and more than 75 worksheets
and handouts ready for photocopying.

The authors are experienced practitioners who have developed
and tested the material In different settings and with a varlety of
paricipants.

Learning From Each Ofher Is unique In bringing together a

theoretical basis for participative learning and a practicui step-
by-step approach.

Price £14.95
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