Important information; please read…
How to use these workshops:

Before you start: Firstly, if you are reading this, you are standing on Aboriginal land. As an educator and facilitator, it is respectful to begin any workshop or presentation by acknowledging the Traditional Owners of the area in which you are working. Ask local activists and community members if you are unsure. 

Cheat sheets: The workshops in this reader have been designed to provide a comprehensive, step-by-step walk through each exercise; including suggestions about what you should do and say during the workshop. Having to read off these detailed workshop outlines might be a tricky during an actual workshop, so we’ve included a workshop layout template from our good friends at The Change Agency (www.thechangeagency.org) to help you out. This template is a grid you can fill in with whatever cues, information and text that you think you’ll need to refer to during the workshop. 

Adapting workshops: Generally, you are encouraged to adapt and edit the workshops and resources in this reader to fit your needs and your style as an educator. However, it is important that you keep the original referencing , even if you modify an exercise or tool slightly. All the tools and materials in this reader are distributed for re-use, adaptation and alteration under the condition that the original author of the tool is duly credited for their work. Also, the ASEN activist education crew request that this reader and any part thereof is made available to anyone who wants it, free of charge.

Size of the group:  Tailor workshops to the size of the group.  The workshop outlines in this reader are designed for medium sized groups of 15-25 participants.  They can easily be modified for smaller and larger groups.  The major thing that changes with the size of the group is the time required for each exercise.

For large groups: avoid round robins and extensive reportbacks and whole group discussion.  Round robins and reportbacks take heaps of time when there is a large group, they can become repetiative and boring for participants.  Likewise whole group discussions in a large group, favour vocal and confident participants and silence quieter and less confident participants.  Instead use small group discussion, pick out a couple of groups to report back to get an indication.  Also use pairs listening, mingling exercises and personal exercises. 

For small groups: avoid practical exercises such as role plays, spectrums and many games as they do not work with less than a certain minimum number of participants.  Instead there is much more opportunity for in depth discussion and debate as well as personal exercises.  One example is turning spectrums from a physical exercise to a written exercise as per the Theories of Change workshop spectrum options.

Experience of group:  Tailor the workshop to the group you are running it for.  Before you do the workshop get a gauge of why you are running it, the likely experience of people in the room.  On the day of the workshop listen to what people want to get out of the workshop, be flexible and open to throwing parts of or your entire workshop out the window and going in a new direction.  This can be scary to do and is best attempted when you have some experience as an activist educator.  (Tip developed from the Change Agency)

Preparation:  Preparation is key.  It doesn't matter how good a facilitator you are, if you don't prepare you won't run your best workshop.  Always double check that you have everything you need.  Prepare at least a day before the workshop.  Be very clear if you haven't used a space before and someone else is arranging it, what you need including simple things like chairs.
Workshop Symbols:

Each of the workshops in this reader is divided into sections called ‘exercises’ or ‘tools’. In each exercise, you will notice symbols on the left hand side of the page, along with instructions; these are designed to guide you through running the workshop, and are divided into:
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Action: the hand symbol indicates instructions about the general running of the session; they might tell you to write something on the board, or give you a heads-up about what you’ll be doing next.

[image: image2..pict]Speaking: This symbol indicates when you need to give instructions or suggestions to the group. Text next to these symbols is a guide only, so alter and adapt it in your own words to get the same point across.

[image: image3..pict]Observing: This indicates a point at which the facilitator should be extra-observant of the group dynamics – like a tricky piece of group work, or a controversial discussion.
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Process Suggestion: Not an instruction, but a suggestion from one of the people who have run this exercise before. Usually an idea or tip for how the workshop could be altered to suit the needs of the facilitator and/or the group.

