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THE WORKSHOP METHOD

The workshop method is a way for a group
of people to pool all the insights from its

members on any issue. A consensus is
sharpened as members give form and direction

to their insights. It is a way to get everyone's

vwisdom into 8 new plan.

PRESUPPOSITIONS OF THE WORKSHOP METHOD:

CI_QEFLECTION ) 1. Every person’s idess sre honoured. Everyone's idess need to be
heard by sll.
TITLE TITLE | TIMLE |TIMLE TIMLE i 2. The facilitator is the GUIDE. The facilitator does no- have the answers,
— i only the method.
A O I L - 3. Brainstorming in the WORKSHOP METHOD is based on “trusting
o | @ | m 1 intuitions™ and is not necessarily rstional or obvious.
__6 é = 4. A blackboard, cerds or sheets of paper are always used so thst all
a 6 ) — the ideas and data is visible to every person in the group.
9 — S. Workshops are quick, fun and motivating. They look to the future
and sre not a complaint sbout the past.
R R e s e e s
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KEY WORKSHOP STEPS

,r

:; Open the meeting
il by explaining-

BRAINSTORM

%] ~GENERATING NEW IDEAS

] WHY we are doing
§§ this workshop.

1. Individually

i{ WHAT {s the topic brainstorm

i3 of the workshop?
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§§ What {s the
§; workshop AIN? 2. Select and write
your best ideas
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i3 Provide background
%] information
] necessary.

AALAS

3. Group brainstorm

§€ Layout the flow
“] of time for the
#{ workshop.
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- ORGANIZE

- FORMING NEW
RELATIONSHIPS

1. Form pairs
- ones that yield
new relationships
- not most obvious
first
2, Develop 4-6
clusters

N

NAME

~DISCERNING THE
CONSENSUS

Discern the thenme
or focus of each
cluster

Discuss cluster
for clarity and
ingights

Have group give a
3-5 word "name"
to the cluster

5 Create a graphic
“design or chart
i of all the named
il clusters.

0.0.D....‘.

LGOS
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ﬁ Guide reflections

on what we have
done-

1. What break-
throughs or
insights have
become clear?

1 2. Reflect on the

original worke
shop issue and
the work

accomplished.
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fé—Setting the stage
ifor the group's

“{tion.
“1you must first

g decide on the
i FOCUS QUESTION.

§ examples:

i]"What are issues

] facing our organ-
#{ization?"

i "What are possible
“Jways of raising
“money for the new
i park?"

g'Think through an
] share: .
| WHY doing this
*jworkshop.

I What is the AIM.

] information.

] time for the
} workshop.

‘Jinformed participa—é%

] Layout the flow of é
: ‘ : -Place
] omly on the board.

N-?s of clarity only. /

(: HELPFUL HINTS FOR EACH WORKSHOP STEP :)

BRAINSTORM

-Getting everyone's
#lideas included in the

géTo prepare workshopfigroup's thinking.

o
90| - = e -

:41,Individual brainstorm

%:-Ask a question to which
“|the response can be
#iseveral possibilities.
#{-Give the individuals
“Jtime to first do their
“Jown thinking.

i42. Select -Ask them to
| star their own best

‘] ideas before the group
] begins.

] -Put their best ideas
“Hon cards (3-5 words).
“]-Have them write BOLDLY|

é 3. Group brainstorm

: ‘] -Go around the room at
“] WHAT the topic is.

least once so everyone

% participates. Do 2-3

g ] rounds
] Provide background }:

of people pass-

ing up their clearest

] cards.

-Honor
the cards rand-

~

all contribution

'

ORGANIZE

-Allowing for new
relationships to be
revealed, and often-
where more information
is needed.

1. Form pairs
-Ask group to select 2

cards that are related.
~-Form only 3-5 pairs at
first to prevent organ-
izing the ideas along

traditional patterns of

thinking. (ie., "all the

$ ideas go together")

2. Develop clusters

-Have people explain
why they suggest cer-
tain ideas organize
together.

-Include all the ideas.

\

Y

sus of the group.

1.

-Look at largest
cluster first.

-Ask: "What is the -
focus of this cluster?"

Discern focus

2. Discuss cluster for
clarity of insight

"Share your insight
further with us, .

3. Give a 3-5 word
name to the cluster

-Have someone write
the name on a bordered
card once the group
decides.

-Name each cluster in
turn.
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{ group*s story

-Clarifying tE; consen- [
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'Have the group

-Confirming the

about the results.

Create a design or
chart which holds
all the informationf:
from the workshop
in one picture.

R
oretecetaretate e e
COOOOO00

talk about thelr
work together.
(Step back and
reflect on what
they have done.)

This reflective
pause allows
people to form a [
common story aboutf:
what the consensusf
is.

A group's fresh
thinking on the -
workshop implica-
tions give good
clues to the
motivation which
can help for an
effective next
session, too.

O
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ORGANIZE
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~

BRAINSTORM

J
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Overall focus
question for
Planning Process:

"In the next 5
years what are
the new projects
we want to
establish so our

community contin-

ues to be
healthy and
vital?"

Diagram of
planning process:

Vighn
Attion

Plaming
Prooeas
Corkradiotions

e

fier Directivrs

(PLANNING PROCESS - A SUMMARY OF 3 WORKSHOPS )
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VISION WORKSHOP
Focus question:

"What are your
hopes and dreams
for the future of
our community?"

* Brainstorm hopes
and dreams

e Organise similar
hopes and dreams

¢ Name hopes and
dreams

e Create a chart to

hold hopes and
dreams:

Titt [Tile [Tifle [Title FiHls

CONTRADICTIONS W/S
Focus question:
"What is blocking us

from realising our
hopes and dreams?"

Brainstorm blocks

Organise blocks
with similar
underlying issues

Name the blocks

Create a chart and
reflect

TWIe| TR TP | TT0e (TINR

NEW DIRECTIONS W/S

Focus question:

"What are the new
directions we need
to initiate to over-
come the blocks?"

e Brainstorm new
directions

* Organise new direc-
tions that can be
done together to
create momentum

e Name the new direc-
tions

e Create a chart and
reflect
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REFLECTION

- What do you
remember from
our planning

o o
l't > . ....D‘O O‘I........ '.0'....0. %

5

- What new in-
sights have we
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What is the
significance
for our com-
munity of
these plans?

'
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We are now
ready to create
an action plan
for each new
direction.
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The DISCUSSION METHOD is a structure
for effective communication.

It is a process that can be used with individuals

3

Iunapm i
ECISIONAL [
i

or groups. It can be used with questions or

statements. It is a tool that enables concerned

why is it needed?

[llers

ks
: people to initiate and take part in productive
dialogue.

Sever al difficulties are common when we try
to communicate with others. Often we are
asked (or ask others) to evaluate or judge
something without all the facts. Or discussions
that were held for a specific purpose remain so
general that it is difficult to make a decision.
Or we ramble and talk around the subject
without ever coming to a decision, leaying
everyone unsettled and dissatisfied with the
results.

It takes some study and practice to become
skilled at using the DISCUSSION METHOD. But
leaders soon find that they can lead group
discussions that result in clearly stated ideas
and well thought out conclusions. The
DISCUSSION METHOD can become the basis for
collecting data and ideas, giving out
information, discussing tough issues, reporting
on important deoisions and events, or getting
ready to do a problem-solying workshop with
the team. It has many uses, including
preparation of reports and presentations after
the team has made decisions or

\_ recommendations.

©Institute of Cultural Affairs

~"" How does the method work?

The DISCUSSION METHOD is a series of questions that direct the thinking of
the group or individual toward making a decision. It is sometimes called a
“hierarchy ” of questions because it uses » specific sequence every time.
The discussion consists of questions which take people on a four-level
journey from objective, reflective and interpretive to the decisional level.

\\"‘“-—-—_; - L

',A natural thinking process

The DISCUSSION METHOD may seom awkward or uncomfortable at first. This is
because the DISCUSSION METHOD foTlows 3 natural thinking process that is normally
50 unconscious and rapid that we do not even know it is going on. For the same
reason, when it is introduced to 3 group, some people will find it too slow and
relaxed, and others will complain it is too fast and aggressive. However, it is an
effective and disciplined approach that will produce decisions based on the group's
serious considerations of all the information. Teams get used to this method very
quickly. As a matter of fact, team leaders find that after a short time the group will
k objeot if the DISCUSSION METHOD is forgotten and not used.

/
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GETTING THE FACTS

Questions begin with
what people see, hear,
touch, smell, taste.

Sample questions:
What scenes do you
remember?

What colours?

What bits of conversation
did you hear?

How many people were
there?

DISCUSSION METHOD OVER\/IEW

OO0
900 0% %% %" %,

................................ OO0 OINC0O0GOGC0COCN0N00CO003000

~

EFLECTIVE

EMOTIONS, FEELINGS,
ASSOCIATIONS

Questions illuminate
people's emotional
responses - what they
felt toward something,
whether it angers,
excites, intrigues or
frightens them, what
past associations they
have.

Sample questions:

What was your first
response?

Where do you remember the
whole group reacting?
Where were you excited,
frustrated?

How did you feel when
that happened?

\

NTERPRET IVE é

VALUES, MEANING,
PURPOSE

Questions highlight
layers of meaning and
purpose, the signifi-
cance people attach to
a subject, the story
out of which they live.

Sample questions:

What 1s this movie
about?

What were the most
significant events of
the week?

Why was this day
important?

Which of these actions
would be first priori-
ty?

©Institute of Cultural Affairs

FUTURE RESOLVES

After looking at the
facts, emotions and
values, these questions
allow people to choose
a new conscious
relationship and
response to their
situation.

Sample questions:

What would you say about
this event to someone
who was not here?

How does this day

affect your anticipation
of tomorrow?

What change is needed?
What is the resolve of
this group?
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p Whet do you want people to REMEMBER B e e aent the group to p N
?
OPENING from the discussion? CLOSING
e ~\
O BJECTIVE R )
EFLECTIVE l 4 )
NTERPRETIVE D
ECISIONAL
*;\ t |/
' Y,
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, ' What do you want people to REMEMBER ‘&h;é :&s&uﬁ\;ent the group to ( N
OPENING from the discussion? CLOSING
7 ™
O BJECTIVE R N
EFLECTIVE I s N
NTERPRETIVE D
ECISIONAL
\"L JL |/
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OPENING

To step back from immediate action
and to reflect on the needed future

The ability to move through our
current challenges.

p
O BJECTIVE R
EFLECTIVE

- What characters

scenes
objects - What emotions did
words you feel?
phrases At vhat points during

do you remsmber fronm the f{1n?

the f1lw?

e e o
@ SAMPLE ORID DISCUSSIONS
AnAAnA. AAAAAAAAAAAANAANAnAN

g8 =“ ’

E Sanple questions to be used to reflect on a movie. Each discussion is tailor-made to get best results.
Questions have to be relevant to the subject you are
discussing and the group you are working with. It is

What d you went poopls to REMEMBER wmwww-mmroum important to prepare questions in advance. Here are
from the diacussicn? EXPERIENCE? CLOSING some recommendations for the best kinds of questioms

-
I NTERPRETIVE

D ECISIONAL

- What particular
challenge does the
asovie present to us?

- How aight ve aove on
those challenges?

= Where have you
seen a similar
thing to what you
sav {n the (ilw?
What is the oessage
of this fila?

to use in a group discussion:

1 - Specific questions get better results.

2 - Ask for specific examples and illustrations in
answers.

3 - Ask open-ended questions that cannot be answered

What do you went pe;plt % REMEMBER
{rom the dlacussion
OPENING

Read the

The people resources our comunity

has .

.l

R

Jots

t:: Sample questfons to be used to reflect on a quote

Q:' "THE GREATEST RESOURCE A COMKUMITY HAS 1S 175 PEOP
e

with "yes" or "no"

U COAUOOGOOOOVGKIIGOC0L KX ON Y MY A K3 (XX KLLWKX K LEXNCK OFT § <X X0K OUTK

Sanple questions to be used to reflect on s day.

What d you vent people to REMEMBER
from the dlacussion?

What 6o you vent the group to
EXPERIENCE?

quote

OPENlNG When ve work together, ve can Celebrating the work we have done CLOSING
scconplish a great deal. together.

4 ) 5
0
L0
ool
BUECTIVE R B
o
- What sounds do you EFLECTIVE :::
e recall from today? NTERPRETIVE D KX
- What scenes? ~ What were highlights X
What 6o you vent the group to Z Vhat conversatLons of the day? o ° ECISIONAL 5
EXPERIENCE? do you remsmber? = Where did you have = What i» the ¢
significance of this 0%
The ebility to meet our current funt day? - Whae {s the naae of oy
o
challenges - What was hard? - \hy vas this day this day? :::
inportant? :.:
o
o
D C.

7~
O BJECTIVE

What vord stands out for
you?

R EFLECTIVE

How does {t make you
feel?

NTERPRETIVE

- What resl }ife
situstion does this
quote bring to
aind?

D ECISIONAL

= What are tmplications
of this for us?

. .i.s.o_o_-'o.o_u.u_o.o.u Tt 0.0.0.0.0.0.0.3.0.3.5.8.
007070707070 0 "8 0 %0 "0 %4 % %0 % s e 0 e " e "0 "0 "0 " s % % %'

04 0 OO0 000

QOO0
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Action
Removes the Doubt
That Theory
Can Not Resolve!

PRODUCT

DECISIONS REPORTS

PROPOS ALIS

DISCUSSION METHOD

R-

Meeting For mat

- -Conversation

- -Reports

- -Corporate Planning
- -Assignments

- - Reflection

EVENTFULNESS

—~.. ) £

CELEBRATIONS ” j

METHODS CJ VIQ o

Yorkshop Method

ACTION PLAN
Lietof "DO'S""

vICTORY
CALENDAR

®Institute of Cultural

Affairs



Q ACTION PLAN )

1. VICT[IR? 4 Brainstorm a listy of DO's (tasks) needed to
AASAsA 3 HEAEA08S0A0300) accomplish the victory.

(task _or accomplishment)
2 STRENGTHS and WEAKNESSES .

v

9. Organize tasks that need to be done
\ together.

b
6. MOTIVATING IMAGE or slogan.

3. Therefore, what are we COMMITTED to
doing?

J .

A\

(
7. CALENDAR OF ACTIONS to show momentum.

LAUNCH ACTIVITY ONGOING ACTIVITIES YICTORY COMPLETE

YB. TEAM and OVERALL COORDINATOR 9. Cost of this Action Plen.

\.
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Innanng toca -
COMMERCIAL SERVICES

Recovenng tocat -
IDENTITY SYSTEMS

Reconsiruching local
LIVING ENVIRONMENT

HUMAN DEVELOPMENT

LOCAL MOTIVITY

Teimared it conbdeng e

Al

Calatyzing local -
CORPORATE PATTERNS

ﬁ E !
Enabhng tocal~
COOPERATIVE AGRICULTURE

ECONOMIC DEVELOPMENT

LOCAL PRODUCTIVITY
1owarg selt-susienance

wl.

Devetoping tocal—
APPROPRIATE INDUSTRY

COMPREHENSIVYE

LOCAL

DEVELOPMENT

tnstituting KOCat -
COMMUNITY WELFARE

Creating locs)—
PREVENTIVE CARE

SOCIAL DEVELOPMENT

LOCAL SOCIALITY

10ward seitrenance

Estathshing tocai—
FUNCTIONAL EDUCATION
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Dynamics of Comprehensive
Local Development :

In 1977 the programmatic chart was created for the ICA by
representatives of the first 24 human development projects.
It reflects their learnings about the dynamics of human
development in any local community and provides a com-
prehensive frame within which tactics can be organized and
specific tasks carried out.

Each project moves toward comprehensive programme
actuation with three dynamics functioning simultaneously.
Transformation of human settlement happens when rapid
and simultaneously actuation occurs in all programmes.

The economic development dynamic of a community is the
foundation of local comprehensive development. As a com-
munity increases its local productivity, it moves toward a
self-sustaining economic base which reduces the drain on
its own resources and on the larger economic system of
which it is a part. In order to accomplish this, structures and
programmes are created to broaden and undergird the eco-
nomic base of support for a community. Cooperative agri-
culture is designed to enable the community to produce
more of its own food as well as to provide marketable com-
maodities. Appropriate industry is initiated in order to attract
investment in community enterprises and to provide steady
year-round employment. Local commercial services keep
money circulating within the community, multiplying its pur-
chasing power.

The dynamic of human development is in the centre of the
chart because programmes in these arenas build motivity
and a greater sense of self-confidence which are the keys to
total programme implementation. The intent of human
development in a community is to engage the creative
energy of the people. Three broad functional arenas are
included. First. living environment involves reconstructing
the basic elements of community buildings and space.
Second, corporate patlerns catalyze new modes of com-
munity-wide consensus building that engage people’s time
and energy. Third, identity systems recover the cultural and
social heritage and destiny of the local setttement within the
modern global context.

Activating social care structures is essential to building
community self-reliance. Creating local preventive care
systems releases people from the destructive cycle of
unsanitary environment, malnutrition and disease.
Functional education programmes provide people of all ages
with opportunities 1o learn practical skills. Programmes in
community welfare engage residents fully in family and
community life. Conditions can be improved in local
communities when the residents together take responsibility
for their own social development.

A comprehensive picture of all the programmes enables the
creation of a relatively accurate phasing design for the entire
demonstration community. An imaginal power is released
that motivates the local people, as well as outside consul-
tants from the public, private and voluntary sectors, by re-
flecting the possibility, inclusiveness and unity of the human
development demonstration community.
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THE CANADIAN INSTITUTE OF CULTURAL AFFAIRS
Recreating the Art of Service

Everything in the world in changing. Even the art of service. Providing money, material -
resources, and technological expertise have fallen short of the high aims of human service.
A11 these things are needed, but they are simply not enough.

Recreating the art of service today means equipping leaders with new skills, implementing new
modes of organization, and deepening the wells of motivation of those with the urge to serve.

The Canadian Institute of Cultural Affairs knows that local people themselves are in the best
position to deal with the challenges of their communities. Based on thirty years of experience,
the Institute, and its affiliates in the Institute of Cultural Affairs International, are
recreating the art of service in local communities in Canada and 64 other nations.

The Canadian Institute of Cultural Affairs offers training in leadership methods, emphasizing
group participation and consensus building. It also provides consultation and facilitation
assistance to organizations whose members wish to discover new directions for their communities.
As resources permit, it undertakes specific demonstrations of new modes of service.

The Inctitute primarily serves those of limited resources, asking everyone we work with to
invest what they can in their own development. The Institute makes up the difference in real
costs through charitable contributions.

The Canadian Institute was federally incorporated in 1976 as a charitable corporation with tax-
exempt status (0477992-5908). As part of the Institute of Cultural Affairs International, a
federation of 28 autonomous organizations serving 65 countries, it supports initiatives in the
developing world through fund-raising and staff exchanges.

ICA: TORONTO ICA: EDMONTON

99 Bellevue Avenue 9720 111th Street
Toronto, Ontario M5T 2N8 Edmonton, Alberta T5K 1J8
(416)961-2989 or 929-3024 (403)482-6794
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