Section 2- Embedding into my practice

This section of the resource explores different aspects of how we facilitate and explore the topics discussed in the first section practically with our groups. As mentioned, this is a companion manual to several training resources that have been developed as part of this project the links are in the introduction. Each of these follows the same flow, and is divided into four stages:
1) Reflecting on their journey
2) Exploring global issues
3) Developing action projects
4) Consolidating their learning.
Each manual includes steps on how to deliver the training. Therefore, this section will not go into specific activities, but will explore and support the process behind the actual activities, starting with the basics of facilitation and progressing through to dealing with controversial issues.
7. Facilitation Tips: Starting with the Basics

‘Tell me, and I will forget. Show me, and I may remember. Involve me, and I will understand.’ Confucius 450 BC
Workshops are a powerful way to gain new knowledge or learn new skills and competencies. Their special feature is that the learning process happens from the bottom up within the group. The person leading the workshop, the facilitator, does not necessarily need to know more about the topic than the participants do. Workshop facilitation is about helping a group to gain skills and knowledge. Unlike the stereotype role of a school teacher, it’s not about being in charge. The key to good facilitation is that the facilitator and the participants are equals; you all share responsibility to create a good learning experience. In this section we are presenting a collection of tips and tricks from experienced facilitators on how to prepare and run a successful workshop.
Aims and objectives
What are the aims and objectives of your session - what do you want participants to learn? What topics do you want to cover? For example, ’returned volunteers will understand that one way of staying involved with active global citizenship is to engage in their local communities’ or ‘participants will be more aware of specific opportunities to get active within civil society and within their communities’.
Timing
What is the overall time available for the session? How much time does each activity need? It’s good to build into your plan a degree of flexibility around time for each activity. This could be to shorten or expand activities, in response to what is emerging from the group.
Using the learner-centred approach that we outline in greater detail in the next chapter, we might choose to decide together with the participants how long each session will last. If we feel that an important point in the discussion has been reached during the workshop, but time is running short, the more traditional option is for the facilitator to decide how much time they would like to add to the session, and how much should be cut from other sessions to accommodate this. In a learner-centred approach, the facilitator puts the question to the group of participants. They present the options of either cutting the current session short or changing future sessions. To make an informed choice, participants need to know what kind of changes will result. This requires an experienced trainer, who can quickly assess the implications that the time lost will have on other sessions.
Creating a space for honesty, exchange and learning
The working culture and atmosphere you set at the beginning of the training will be very important for the depth of the discussions and the character of the exchanges, and so it is good to keep this in mind while planning activities to help people to get to know each other. If you manage to achieve an atmosphere where people feel welcome to contribute and at the same time know that learning can sometimes be connected with challenges, a huge part of the process is done. So how to facilitate the creation of such a space?
If you have an opportunity to be present with the group from the beginning of the training, try to observe the processes and expressions that take place, and how group members react to these. This will help you to create a picture of them and the baseline knowledge that is present in the group.
As a facilitator, you can also become part of the activities and share the same information about yourself. This will help you to create horizontal relationships with the participants and engender a feeling of trust. In preparation for the discussions on social justice topics, you can also work with positionality.
Always be mindful of your own perspectives, and how your own feelings, background, and experiences influence the way you treat certain issues. This will also show that you are conscious of the fact that you are not someone who thinks they know everything and is always right. Through transparency and being cognisant of the existence of your personal bias, you can support participants to likewise become aware of their own personal biases. In the first part of the training, you can also include a session on creating a group contract, whereby the group can determine the conditions that they wish to create. The ‘What Next’ training manuals provide advice and instructions for developing group contracts, and are an excellent resource to supplement your work on establishing positive group dynamics.
Creating space for critical thinking
While introducing issues that might be controversial, keep in mind that participants are bringing a plurality of opinions to the space. These are often shaped by their lived experience, and the way they interpret this lived experience is very much influenced by the contexts in which they were socialised, educated, and brought up. The aim of your intervention should not be to change their thinking, but rather to bring new perspectives and reflection questions. A useful tool for achieving this is to build your session on the model of the three-stage critical thinking learning cycle:
· Evocation: every learning process starts when the participants are able to realise and verbally express the things they already know about the chosen topic or what they think about it; at the same time they should also be able to formulate their questions on those areas of the topic about which they feel ambiguous, and to which they would like to find answers during the workshop/session.
· Realisation of meaning: confronting the participants’ original conception of the topic with sources of new information, different opinions, and newly formulated contexts (e.g. text, film, narrative, lecture, etc.).
· Reflection: participants re-formulate their understanding of the topic, incorporating the newly acquired information and the discussions with their colleagues: they become fully aware of what they have learnt, which of their original ideas proved to be correct and which were disproved, and the opinions and attitudes of other people (classmates, the teacher) on the topic.
As a facilitator of this model, you are not expected to give answers. You will rather experiment with the questions, including how to pose good questions in order to provoke a fruitful reflection.
It is also important to acknowledge that you, as a facilitator, are not responsible for all the injustice in the world and that you, as a person, are also on the path of learning. So don’t take everything too personally! Not all the participants will be ready to challenge themselves and engage in critical thinking on the spot.  Their willingness and ability to do so might be connected with previous experiences of being in similar spaces, using reflection methods or engaging in critical thinking. Everybody is entering the room with a different background and tools to deal with the issues. You, as the facilitator, can develop the empathy towards this diversity and adapt your expectations towards the group, offering methods that foster, rather than block, critical thinking on issues. Don’t forget that you share the responsibility for the learning process with participants themselves, and it might be that you plant a seed that will only grow and flourish much later.     
Common basis for understanding
Make sure that everyone within the group understands the topic and definitions, as well as the context of the issues discussed.  At the beginning, you can invite the group to share their own knowledge of the issues as sources of information. Be aware of people with strong knowledge or opinions dominating the space. Create a space for everyone to participate so that you get an overview of the overall as well as individual participation. If you notice that there is a lack of understanding of some fundamentals, be prepared to provide definitions and explanations from reliable sources. During the discussion if you feel there might be complex terms involved, it can be helpful to establish a sign or a neutral word which can be used when something is not clear or needs an extra explanation.
Be an active facilitator
The art of facilitation lies in finding the balance between dominating the space and passively observing. Due to the nature of your position, you are expected by participants to lead the group towards the target, remind others to follow the rules the group agreed on, and to remind everyone to respect each other’s differing opinions. You can support the group in developing a common understanding by re-wording questions posed by participants.  It can also help to orient the group during discussions by repeating both the original question and the intended direction of the discussion. At the end or in the middle, it helps to sum up the main points and recap on what has been agreed. Facilitators should keep focused not only on verbal but also on facial expressions. For example, if someone does not understand and does not want to ask or to interrupt the speaker, the facilitators can ask for clarification from the speaker or can rephrase what has been said.
Asking good questions
As facilitating development education trainings is all about involving participants, a good facilitator will ask many questions rather than just presenting facts. Asking the group a question, or a series of questions, can enable them to find their own solutions and put them in control of their own learning. What kind of questions help to actively engage participants?  When asking questions, always have your workshop aim in mind. As mentioned before, it should be at the core of your workshop plan. Think about how the words you choose will impact on the answers that you get. For example, there’s a big difference between “How did you feel?” and “What did you think?”. Do you want participants to discuss emotion and experience (the first question), or ideas and opinions (the second question)? Use open questions where possible as opposed to closed to draw out the learning.
The session flow
Practical considerations about the workshop space
· Is there natural light and good air circulation?
· What is the temperature - is it too hot or too cold?
· What are noise levels like?
· What is the size of the room and the group?
· How accessible is it? Are there any people with mobility issues among your participants? How will they access the workshop space?
· Breaks - try to have a break at least every 1.5 to 2 hours.
· Language barriers can become a significant problem. If the facilitator is speaking in their first language and that language is not the mother tongue of some of the group remind yourself and participants to speak slowly.
Beginning
As already mentioned before, the beginning of a workshop is all about getting to know one another and getting to know the topic. Leave some time (10 to 30 min) between the official, communicated start time and the actual beginning. This gives participants the opportunity to engage in casual conversations, helping to break the ice and create an informal atmosphere. Providing tea or coffee for this part is a great way of facilitating this process. As a facilitator try to avoid using this time to do preparations or setting things up for the workshop. Instead mix with participants, try to speak to each one of them and if you haven’t met before, try to get to know them. Again this will help create an informal atmosphere but also give you some personal details of participants that you can refer to over the course of the workshop.
A good way to start the actual workshop before an introductory activity is an ‘ice breaker’, something to lighten the mood, typically by doing some sort of game or short physical activity. For a detailed list of good activities, please refer to the appendix of the ‘What Next’ training manual.
Main part
The main part of the workshop is aimed at achieving the aims and the objectives of the workshop. This will be up to you, the facilitator, to decide beforehand. Questions to consider might include:
· What are the aims and the objects you want to achieve?
· What activities and methodologies will you use?
· Are different learning styles accommodated for?
It can be a good idea to mix up the group. Participants are going to engage in direct conversation or work together in groups in many different ways, in all types of trainings. When forming groups, make sure existing groups of friends are split up and evenly distributed. You want a cohesive, inclusive atmosphere and by mixing participants you can facilitate that. In this way participants have to engage with others in the group they haven’t talked to before, which can help challenge preconceptions and stereotypes.
Closing
It is good to have space to check in with the participants how they are feeling after the session, and to allow space for reflection. The length can depend on the time   frame of the session. It is good to ask whether there are any thoughts or questions after each session so that people can consolidate their learning.
8. ‘Bottom Up’ facilitation: learner-centred, adjusting our practice

There are different forms of education. We believe that good facilitation should always put the learners’ needs at the centre of the workshop. It can be easy to think about the message that we want to bring across in a workshop, but we should never lose sight of the participants and their learning needs. This section explores how we can plan a session by placing volunteer motivation at the heart of the planning. Reflecting on it when planning a training can very fundamentally transform our usual planning scheme.
Some principles of a learner-centred approach based on the experience of the partners of this project:
Setting the agenda jointly
Often in trainings, an agenda is planned in advance by the trainers, presented to participants at the beginning of the training and then feedback is gathered, in addition to asking about expectations. In a more learner-centred approach, the agenda is set with as much participation from future participants as possible. If the training participants are known and can be contacted in advance, the trainers can get input on the agenda during the preparation stage. Sending out an email with some key questions about expectations and needs is an easy to use tool to involve participants. Sample questions to motivate participants to express their wishes for the training include:
· The training would be successful for you if …?
· The most important thing you want to learn more about is …?
· What would be most challenging for you in the training?
Many other questions could be used at this stage, depending on the context of the training. These questions could also be part of a motivational letter required as part of the application process.
Even if the training is an open event, agenda setting can be conducted in a participatory manner. In this case, an option might be creating a joint timeline with participants at the beginning of a workshop or, if the workshop is running over several days, at the beginning of each day. This communal approach allows time to plan the event together. Joint planning does not mean total freedom of choice for the participants, as we as facilitators have a limited toolbox to create sessions, so we may not be able to deliver everything that the group might desire. However, even if the options to choose from are limited due to our own restrictions as facilitators, there is a possibility to discuss the order of sessions throughout the day. Sharing our own facilitation plan with the group can lead to very significant and beneficial adaptations of the workshop to the needs of the group. This way, the group also becomes part of the facilitation process, which can be very empowering for participants.
Sharing the methods
It is vital for trainers facilitating a learner-centred approach to be more transparent not only about topics, but also about methods. Offering a group of participants several methods that lead to the same result is challenging because it will require more time to discuss which way to go. However, participants will have much more ownership of a session and feel responsible for achieving a positive result, if they select the methodology. Clearly pointing out the differences to be expected depending on which methods are used will make the decision easier and thus quicker for the group. In addition, a facilitator should be able to reflect on the general direction that the workshop or training is taking and, if the general aim will be affected by the course of action the participants select, to address this issue with the group.
Letting participants process the results of the training
A learner-centred approach will shift a lot of the work around summing up results from the facilitator to the group. The group will need to reflect on what they have achieved, in order to support further working processes and follow-up on the results post-training.  Better results can be again stimulated by presenting different methodologies to choose from.
How might this look working with international volunteers?

How this type of facilitation may work when working with returned volunteers will be different depending on the group. We are still working with the volunteers to encourage critical thinking, which means we will bring different materials to explore topics. An example of this may be: bringing two articles, one defending voluntourism and a second that critiques it. This will bring up thoughts for the participants; it is then the aim of the facilitator to be curious about what participants do with this.
It is good for the facilitator to be aware if they are telling the group something, which could include, for example, the  terminology issues that we looked at in Chapter One. Rather than telling participants that one term is wrong and the other is correct, it may be more helpful to have a discussion around each of the terms. Facilitation is not always easy. In the next section, we will begin to explore the difficulties we can have as a facilitator.
