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WELCOME TO EVERYTHING PRESENT IN THE SEED

‘Everything Present in the Seed’ Community Leadership Training is a unique
training program that focuses on the community development leadership
potential of volunteers. It is both a process for learning about community
development and a curriculum to help build the essential skills needed for
community development work. Research shows that adults learn best when they
are learning about things they are passionate about. In Everything Present in the
Seed, that passion is the starting point. Our overall training goal is to honor the
strengths of our volunteers and help them gain the skills needed to achieve their

leadership and/or employment goals.

Who is the Training Designed For?

Like the name implies, the best solutions to community issues are already alive in
the people who live, work and volunteer in the community. ‘Everything Present in
the Seed’ Community Leadership Training is designed to help community
organizations and volunteers nurture volunteers to grow and blossom and, in so

doing, grow healthy and resilient communities.

The community or non-profit sector is one of the largest economic sectors in
Canada, providing much needed programs and services with minimal resources.
The sector is supported by thousands of enthusiastic volunteers who come from
all parts of our communities, every income level, every language and ethno-
cultural group, and every education level. Many volunteers are healthy and many
are dealing with chronic health issues. Many have felt included in their community
and many others have felt excluded. They all have two things in common, they

care and they have something to give.

Everything Present in the Seed Facilitator’s Guide Page 1



Most organizations have volunteer training manuals to assist their volunteers in
fulfilling their responsibilities. However, some volunteers struggle with using these
manuals and other organizational material because they are challenged by the

reading level or because they cannot understand English sufficiently.

Volunteer roles are also changing. More and more community organizations are
now adopting a community development approach to their work. And this
approach is new to some staff and many volunteers. The organizations’ manuals
are often organization specific, helping volunteers to understand their volunteer
roles but not having enough information to help them understand community

development.

‘Everything Present in the Seed’ Leadership Training is for community
organizations and volunteers who are passionate about improving their
community and about strengthening leadership capacity at all levels. It helps staff
and volunteers understand community development while building their essential

skills.

Both a Process and a Curriculum

The learning outcomes of Everything Present in the Seed Leadership Training show
that it is both a process for learning about community development and a

curriculum for building essential skills.

Learning Outcomes
Everything Present in the Seed Leadership Training learning outcomes are:

@ learners are better able to identify and analyze issues they and other
Community members experienced
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€ learners understand community development and how to apply it in their
volunteer roles

€ learners have communication skills needed to promote an asset-based
approach in their volunteer roles

€ learners are able to plan and implement basic projects

€ learners are better able to use literacy and numeracy skills in their day to
day volunteer roles

€ community organizations understand how to support volunteers to gain
essential skills needed for employment in the community; and

€ volunteers are skilled and successfully using volunteer opportunities to
increase involvement in leadership roles and employment in their
community.
A Process for Learning About Community Development
‘Everything Present in the Seed’ training recognizes that each person and
community has the gifts or strengths needed for the life they want. The theories
offered in this manual draw on many adult education, community development,

and cultural and spiritual traditions to help them on their way.

The manual does not tell you what to do. It offers a process for discovering and
discussing approaches to community change. The manual is based on a set of
principles, foremost amongst these are the principles of equality and inclusion.
We aim to draw out the learner’s experience of their own unique value and their
commitment to doing good in their community. The information and activities in
the ‘Everything Present in the Seed’ Manual make it possible for facilitators to
create a transformative experience with their participants. The facilitator’s role is

to help:

Everything Present in the Seed Facilitator’s Guide Page 3



€ activate what people know
€ create optimism, validate core values and offer inspiring models
€ allow and encourage people to see themselves as part of the solution

€ value connections using asset maps of people and neighbourhoods,
histories of resistance, and ancestral knowledge

€ dream the future and begin the first steps; and

€ support people to gain the essential skills they need for their plans.

This Facilitator’s Guide provides suggestions and tools to assist you.

As a Literacy and Essential Skills Curriculum

Everything Present in the Seed Leadership Training also helps your group improve
literacy and essential skills while learning more about things they care about.
“Essential skills” is a term used to describe nine kinds of skills that are necessary

for work and life. They are:

Reading — Understanding materials written in sentences or paragraphs (for
example letters, manuals).

Writing — Communicating by putting words, numbers and symbols on paper or a
computer screen.

Numeracy — Using numbers and quantities to complete tasks (also called math).

Document use - Finding, understanding, or entering information in different types
of documents, such as maps, charts, tables or forms.

Oral communication —Speaking and listening to exchange thoughts and
information.

Thinking — Finding and evaluating information to make decisions or to organize
work.
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Working with others — Working with others to complete tasks.
Computer Use & Technology — Using computers and other forms of technology.

Continuous (lifelong) learning — Working to improve skills and knowledge all
through your life.

This set of skills was first set up for workplace literacy. It was designed to help
people know exactly what was needed for each job. Now, people use “essential
skills” in place of “literacy skills” and “upgrading skills.” And we also recognize that
volunteering is often very much like a paid job, only it is unpaid. A volunteer
workplace is a great place to practice essential skills in a safe and inclusive

environment.

The Training Package

To help organizations and volunteers to achieve these learning outcomes,
‘Everything Present in the Seed’ Training offers three components:

© this Facilitator’s Guide
€ the Everything Present in the Seed Leadership Training manual; and

€ ideas for promotional material such as posters.

This Facilitator’s Guide provides the information needed to develop and deliver a
community skills program including:

€ organizational and learner assessment tools
€ suggestions for program planning
@ tips for delivering the program, and

€ an exploration of sustainability issues and opportunities.
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The Everything Present in the Seed Leadership Training Manual offers:

€ 13 training modules on a broad range of community development themes
€ learning outcomes and an overview of key concepts for each theme

€ a new words section

€ workshop activities with instructions, and

€ additional activities that can be undertaken independently such as reading
material and audio visual material.

As you plan your Everything Present in the Seed Training use this manual like a
menu where your community and learners can choose what they want to learn
and when. As you plan the program, select outcomes you want to achieve and
find the corresponding chapter. You can make also pick and choose activities that
suit your group’s goals and interests. Promotional material including posters and
bookmarks are available for you to print from an online file at the National Adult
Literacy Database (www.nald.ca) and we hope to provide links through other non-
profit organizations involved in literacy and community development. Are you

ready to get started?
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ASSESSING READINESS

A good place to begin is by reflecting on your organizations needs and readiness.
Ask yourself: why do | want to offer leadership training in community
development using an essential skills approach? What do | hope will change by
offering this program? When we asked partner organizations these questions, we
heard several very different reasons:

€ we want to support our volunteers who have shown leadership potential

€ we want to hire from our own community, but volunteers need more
training to qualify

€ we want to help our volunteers write proposals for the Neighbourhood
Small Grants Program ($100-$300 funds); and

€ our volunteer food security committee has ideas but doesn’t know how to
engage the rest of the neighbourhood.

There are many good reasons to invest in your community’s volunteers. Why do
you want to build leadership capacity? It is important to know the answer to this

question because the answer will help shape your approach.

Before planning a program, it is a good idea to assess both the organization(s) and
the learners. It is important to know how ready your organization is to adopt a
community development approach. It is also critical to know to know the literacy,

numeracy and English language skills of your volunteers.

Community Organizational Readiness

Organizational readiness means being prepared to offer time, resources, energy

and encouragement to your volunteers. Lots of people support the idea of doing
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community development training with their volunteers, but the reality is that
organizations must support the process with sufficient staff time. Recruiting and
assessing volunteers, facilitating the workshops, supporting volunteers as
learners, and responding to new initiatives brought about by the program is all
part of the package. If you are hoping that people will improve their reading,
writing, numeracy, computer skills and organizational capabilities, then you need
to put in the time to review and give feedback. Organizations need to be prepared

for the additional work.

The Organizational Readiness Chart that follows provides an organizational
checklist to help you assess your readiness for embedding community

development in all aspects of your organization.

We think the time and investment in volunteers is really worth it! But if your
organization does not feel ready to tackle the whole picture, then perhaps you
need to bite off something you can manage, such as some preliminary workshops
on communication. The assessment phase can help you determine what you are
ready for. Once you know that, you can then design a training plan using the parts
of the manual that are most helpful to your organization starting at the point you

are right now.
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ORGANIZATIONAL READINESS CHECKLIST

No not our
direction

Aware of
the need

Working
onit

Yes, we do
it regularly

Don’t
know

Community Development Readiness

Has a stated community development
mandate

Hires staff for community development
skills

Has a community development coordinator

Builds community development
components into all programs

Supports staff to participate in community
development

Literacy Readiness

Recognizes the role of literacy in
community development

Recognizes literacy and essential skills
issues of staff and participants

Regularly uses a plain language approach to
all written material

Offers literacy programs

Has a community literacy plan

Supports literacy and essential skills
development in all programming

Volunteer Readiness

Views volunteers as future community
leaders/staff members

Uses volunteers in most programs

Has a volunteer coordinator

Has regular meetings with volunteers

Has a volunteer training plan

Provides support to entry level
volunteers/experiential volunteers

Changes since last session:

Areas that we would like to work on now:
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A second level of organizational readiness is the essential skills needed in
volunteer roles. The chart on the following page provides a guide to how essential
skills are needed in various volunteer roles. Consider your organization and write
down how your volunteers are using or not able to use essential skills in their

volunteer roles. This might give you an idea of what essential skills to start with.

Learner Readiness

The next piece of information that is critical to program planning is the learning
needs of individuals and volunteers. Do you have a group of volunteers or
community residents in mind? Is it a group that you work closely with already? Or
are you offering the training as a way to involve new volunteers from the

community?

Gathering Your Learners

There are three essential steps for bring a group of learners together:

€ getting the information about the program out to volunteers, residents
and community partners

€ taking applications from learners; and

€ meeting with learners to see if the training is a good fit for them.
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Assessment of Essential Skills Needed for Community Leadership Roles

Example

Your Organization

Volunteer Leaders: Phil and Satya volunteer with their local
neighbourhood house. Phil has been a long term resident and
Satya moved here from Toronto last year with her young
daughter. Phil volunteers at the front desk. Satya volunteers
with the community kitchen program.

Roles for Volunteer Leaders:

Essential Skills Needed

Essential Skills Needed

READING

Phil welcomes people and helps people to
look through the phone book and referral
book to find neighbourhood resources.

Satya reads through cook books for good
one-pot recipes to share with the other
participants at the community kitchen.

WRITING

Phil writes daily notes in the log book about
the people he helps. Once a month, he turns
in a one page report to his coordinator.

The community kitchen needs a new mixer.
The group wants to ask the neighbourhood
house board of directors for the money.
Satya takes notes from the discussion and
writes the letter on behalf of the group.

NUMERACY

Phil includes a breakdown of the people
coming to the neighbourhood house. He
calculate the average number of people using
the neighbourhood house and he gives a
male/female breakdown.

Satya often has to re-calculate the recipes for
her group of 10 participants. Often the
recipes are designed for 4 people.
Sometimes, they double the batch and take
another portion home.

DOCUMENT
USE

Phil created a chart from his monthly
numbers of people visiting the
neighbourhood house. His chart shows the
number of people going to each program.

Satya fills out the food order form every
week and gives it to the neighbourhood
house kitchen coordinator.
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Essential Skills Needed

Essential Skills Needed

ORAL
COMMUNICATION

Phil makes phone calls to other
community agencies for people who
have difficulty speaking English or for
people who need help to describe their
problem.

Satya goes to regular program meetings
at the neighbourhood house and tells
everyone what they are doing in the
community kitchen. She also speaks to
visiting high school groups about their
work.

THINKING

Phil thinks about the problems that
people want help with. He considers
which are individual problems and which
are community problems.

Satya notices that some of the other
participants in the community kitchen
have difficulty with the measuring. She
thinks about an activity to help people
learn how to measure.

WORKING WITH
OTHERS

Phil encourages two regular community
members to go with him to his

coordinator and talk about the need for
shower facilities for homeless residents.

Satya celebrates the first year of the
community kitchen with the group. They
have a party and invite all the other
Tuesday programs to attend.

COMPUTER USE

Phil makes a poster letting people know
they can shower at the neighbourhood
house gym.

Satya looks up measuring exercises on
the internet. She prints them out to
share with her group.

LIFELONG
LEARNING

The neighbourhood house asks Phil to
attend a workshop on housing issues.

Satya and the community kitchen group
take a course on Food Safe.
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A template for a promotional brochure and applications is provided on the
following pages. The promotional brochure is a helpful tool to inform your
colleagues and the staff at other organizations in your community. Ask them
to help you identify and connect with learners who might be interested.
Because many learners may be uncomfortable filling out an application form
for a new program, find a way to talk to them in person. At that first meeting
you can take the application form and begin to get to know them a bit. And

now you are already onto the next stage: Learner Assessment.

Learner Assessment
It is important to have a good idea of the capacities of learners before the

program begins so that you can design the program to better support learner

success.

Learner assessment can be thought of quite simply: how can we help our
learners to get the most out of this training? We found it best to use a
combination of written, face to face and previous knowledge to find a good

starting point with each learner.
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What Is Community
Leadership
Training?

This innovative program provides

an opportunity for volunteers to
gain important new skills.

At the same time, we will look for
ways that you can use these skills
to improve your community.

Who Is It For?

The program is for anyone who
volunteers in this community. It
is particularly designed for people
who have been out of school for a
while or who are new to Canada.

What Will I Learn?

Program participants will
participate in weekly __ hour
workshops. They will be
scheduled on

Each session will cover a different
topic depending on the needs of
your group.

Some of the topics
available are:

e communication

e working in groups

e community organizing

e facilitation

e computers for community work

e community mapping

e program planning

e proposal writing

e field trips to other community
projects

e community arts & community
development

How Will I Learn?

In this program you will learn in a
collaborative, fun way. You
already have a lot of skills! The
Training Program will help you
understand how to use your skills
for the benefit of the community.

WVES

Some of the ways we will do that
are:

e presenting the material in
creative ways that get everyone
talking together a lot

e sharing skills with each other

¢ expanding your English
vocabulary for community work

e talking about why this work is
important

e practicing skills together

e visiting community activities
together
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How much time will
it take?
Volunteer Leaders will participate

ina __ hour workshop for
weeks. We will begin on

Where will it take
place?

What will I get?

As a Volunteer Community
Leader, you will be:

e learning about community
development strategies

e learning and practising the
skills of community
development work

e expanding your leadership role
in the community.

Who is involved?

The project is sponsored by:

Want More
Information?

Contact:

Everything Present in the Seed Facilitator’s Guide
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Everything Present in the Seed: eﬁ
Leadership Training —

Application

Name:
Organization (where you volunteer):

Address:

Tel or Messages:

Email:

1. Why do you want to take the Community Leadership Training?

2. The course will take place at from
. Are you able to attend at on these days?

3. Do you need childcare?

4. Do you need help with transportation?
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5. Do you have any food issues? (Vegetarian, food allergies, etc)

6. Are there any physical needs that you would like us to
consider? (eg: hearing, seeing)

7. How can we make sure this is a good learning experience for
you?

Thank you for filling this ouft!
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Some essential information needed at the beginning of each training is:

€ can each learner understand the level of printed material

€ can the learner understand enough English to fully participate and
understand key concepts

€ can the learner use a computer and does he or she have an e-mail
address

€ does the learner have a safe place to store their training materials or
should we provide that

€ will the learner have had a meal before attending the training

€ does the learner need any support to participate such as a bus pass or
childcare

€ how does the learner feel about speaking in front of the group; and

€ why is this learner interested in community leadership training.

So learner assessment can start right away with the application process. Ask
learners to fill it out and not to worry about spelling or grammar (with help if
needed). Consider asking about their motivation, their physical needs, their
childcare needs and invite them to tell you anything that you might have
missed. The application helps the facilitator to understand their motivation
and gets a preliminary sense of their writing skills. You also are beginning to
learn about their constraints (children, work schedules) and any other

learner requirements.

Information sessions are also helpful because they give potential learners an
opportunity to ask questions and get more information. The face to face

session gives learners an opportunity to assess you! They can check you out
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and decided if they wanted to proceed. You may be able to verbally ask more
in-depth questions and find that people say a lot more than they might have

written on the application.

It is also helpful to talk to staff who work with the volunteers in order to get
a fuller picture of any support that might be helpful. In one of our pilot
trainings, we had a 3:1 ratio of learners to staff support. We made sure that
each person knew they could ask questions, go over material, or de-brief
with someone they knew well. In another training, we discovered that
several of our ESL learners were struggling with the English level in the
program. We scheduled extra English sessions to go over new chapter
material and new words section ahead of time so they were better prepared

for the group discussions.

Learner assessment can also be used to develop awareness of future
personal goals. We created the Assessment of Essential Skills Needed for
Volunteer Community Leaders tool as a way to begin understanding how the
nine essential skills are important components for emerging community
leaders. We found that this awareness tool was very helpful for staff who are

just learning about the essential skills framework.

Learner assessment is also used to reflect on progress. What changes
happened during the time people were involved in Community Leadership
Training? What changes were noticed by the facilitator, by the learners, by

staff?

Our philosophy about community development is centred on a belief in

assets, that we choose to build on strengths while recognizing challenges.
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This is true for our approach to learner assessment. We want to build
strength and capacity in our volunteers. Above all, we want our volunteers to
become more confident as leaders and vital community members.
Confidence is the bedrock of risk-taking and risk-taking is a key component

for lifelong learning.

Our experience piloting this training with a variety of volunteers is that it
results in increased personal confidence, increased motivation to continue
upgrading essential literacy and numeracy skills, and increased optimism
about community change. Participants have more content knowledge about
community development and they have a greater understanding of the
structure of their own organization. We see increased vocabulary, but not
necessarily a big jump in reading or writing levels during a 13 week course.
However, participants were often more motivated to continue upgrading in

this area as their passion for community development expanded.

You must decide what your goals are for the program. Do you have a funder
that requires pre- and post-assessment? Or are you simply interested in
increasing the competence and confidence of your volunteers as much as

possible?

The chart on Page 21 allows you to assess what tool is best for you. The
Community Adult Literacy Benchmarks (BC) can be found on the Decoda
Literacy Solutions website at www.decoda.ca. The Canadian Language
Benchmarks have a series of “Can Do” Checklists for Levels 1-10. You can
download these lists at

http://www.language.ca/display_page.asp?page_id=372. The “l can do
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computers” checklists were developed by Capilano instructors at the

Carnegie Learning Centre and are included in the Facilitator’s Guide.

Everything Present in the Seed Assessment Tools

Training Goal

Optimum Tool

Primarily engagement...

®

Peer Leader Rubric

Primarily progress in
literacy/ESL skills...

\ 4

Everything Present in the Seed Application Form
(or similar application form) plus an informal
discussion to invite participants into the
program.

BC Community Adult Literacy Benchmarks
Canadian Language Benchmarks Can Do
Checklists

| CAN DO COMPUTERS

Portfolio — Regularly collect examples of
participant’s work from the training activities

Primarily leadership
skills progress

OO 6 69

Peer Leader Rubric

Leadership Survey (Chapter 5 in the Manual)
Communications Styles Survey (Chapter 6 in the
Manual)

If your goal is primarily engagement, the Peer Leader Rubric on Page 23 is a

chart that looks at key skills and behaviours of community development

leadership. You can use it to identify where your learners are in the

development of these skills and you can look for how the experience of the

‘Everything Present in the Seed’ supports growth in these areas. You can use

it as an observational tool used by the facilitator, a self-assessment tool used

by the participant, or a reflective discussion tool done together.

If you decide to use it with participants, we strongly recommend that you cut

the rubric into ribbons of skills and to review only a few skill sets at any one

time. The goal of the training is that everyone expands their skills and
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confidence. Everyone will be in a different place and each person’s strengths
will also show up early on this chart! As a document, this is not a very user-
friendly chart. If you think it might be intimidating to learners, consider
looking at one or two areas at a time. Later, when everyone has had a chance
to get comfortable, you can use the tool to look back at the week or even the

year.

As the Everything Present in the Seed Assessment Tools chart shows, specific
progress in literacy, ESL, numeracy and computer skills require quite
different assessment tools. The initial application and first activities
completed in the manual will provide you with evidence for benchmarking
reading, writing, oral, and numeracy skills. You can also use the BC
Community Adult Literacy Benchmarks (or a more familiar set of benchmarks
from your province or territory) for literacy and upgrading learners. For ESL
Learners, we recommend the Canadian Language Benchmarks Can Do
Checklists. A basic computer skills checklist is also included on Pages 24 - 27
to help assess learner technology skills. The four computer levels are the
same ones used in the BC Community Adult Literacy Benchmarks, but are in

an easier format.

If your goal is primarily leadership skills progress then use the Peer
Leadership Rubric and the awareness, goal-setting, and reflection tools in
Chapters 5 and 6 of the Manual. Developing leadership skills in community
development requires both internal and external feedback with
opportunities for both action and reflection. Be sure to allow plenty of time

for these processes in your training.
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PEER LEADER RUBRIC

Reading

Non- New Awareness Engaging Modeling Mentoring/ Leading
participation Encouraging
| don’t usually | am interested in new | take a turn reading out | volunteer to read out loud | co-read with other group | use the pre-reading techniques |

participate in
reading activities
(but may read
newspapers by
myself).

reading material so that |
can learn more about
community ideas.

loud in the group and |
like discussing what I've
read.

so that others will try. | also
ask questions about the
reading so that we can have
a discussion.

members who are having
trouble. | help other
participants to practice
reading.

have learned (looking at title,
pictures, asking wondering
questions) to help others. I try to
get people to guess at words or
sound them out.

Writing

| don't like to write in
front of the group. |
sometimes take
handouts home to
do later.

| write on my own.
Sometimes | participate in
writing activities that we
do in the group.

| like doing group writing
activities. Sometimes |
write for the group (e.g.
lists on the flipchart).

| share my writing in the
group. | also share my ideas
for how | write. | take a turn
at taking minutes or notes
on our discussions.

I help others by writing for
them or correcting their
spelling and grammar. |
encourage group members to
write their thoughts and
opinions.

| help to organize writing activities
and ways to display our groups’
writing. | try to help figure out what
writing activities work for our
participants.

Practical
and Creative
Activities

| don’t really help
out.

| like the hands on and
creative activities that we
do in the learning group. |
help to set things up when
asked.

| like doing creative
activities and | look for
ways to make sure
everything is ready in
the room. | help with the
food and clean up.

| help the group by
demonstrating creative and
hands on activities. | show
people how to help set up.

| often work with other learners
to help them follow along with
the instructions. | organize
participants to get things ready
and clean up.

Sometimes | teach activities in the
group. | have to think about how to
present and organize steps in
activities so that others can learn.

(Oral)
Group
Participation
/ Facilitation

| tend not to join in
group activities.

| listen to the group
discuss things and
sometimes | participate.

| am part of group
discussions. Sometimes
| talk or take notes. | can
tell when things are
going well or not.

| make suggestions and ask
guestions during meetings
and in group activities.
Sometimes | am the one
who starts the discussion.

| am aware of others’
participation in the group.
Sometimes, | hold back on
purpose so others can speak. |
ask questions to encourage
participation.

| am learning to facilitate meetings
and discussions. | help to plan and
facilitate discussions, group
activities and meetings.

Community
Dev.
Awareness

| don’t really know
what community
development means

| see that my volunteer
work is linked to positive
community development.

| understand what asset-
based community
development means.

| can describe 2-3
community development
activities.

| can help plan a small
community development
activity from vision to proposal.

| can bring my knowledge of
community development to other
groups who need help to plan
positive community change.

Empathy

| see things through
my own ideas and
feelings.

| am aware that others see
and feel differently than
me, but | don’t know what
to do about it.

| can see that other
people have had
different lives from me.
This has affected their
values and thoughts.

| am trying to learn how it is
for other people. | try to put
myself in their shoes.

Whenever | am in a group, |
listen carefully to other
people’s point of view. | ask
questions so that | can better
understand them.

| expect that there will be several
ways of looking at any issue. |
always try to see and feel what
others see and feel. | show my
respect by listening carefully.

Risk-taking

| don’t volunteer to
try new activities.

| am interested but
cautious about doing new
things.

With encouragement, |
will volunteer to try new
things.

| am starting to enjoy new
challenges and | don’t worry
as much about mistakes.

| show my enthusiasm for new
activities so that others will join
in.

| use humour, support and
encouragement to help group
members take risks.

Confidence

| am not confident.

| am confident to be a
group participant here.

| am growing more
confident. | can see that
| have something to
offer.

| share how my confidence
is helping me to expand as a
person.

| am confident in my strengths
and | use them to take on
things | still find challenging.

| am confident that | have a role to
play in creating positive
community change.

Peer Leader Rubric — adapted from the Emerging Peer Tutor/Peer Leader Rubric, From the Ground Up Assessment Tools, 2008
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| CAN DO COMPUTERS

Name:
Intake Date:

2" Assessment Date:

Beginner (Level 1)

Parts of the computer

_ I can name and point to the parts of the computer
o Mouse
o Keyboard
o Hard drive
o Monitor
o Printer
I can start the computer
I can turn off the computer
I can move the cursor with the mouse
I can double click the mouse to open a program
I can select an item like "internet explorer” on the desktop

What can you do with a computer?
_ I can explain what the internet is

_ I can name two things to do with a computer

From: Carnegie Learning Centre — Community Dev & Outreach, Capilano

University
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I CAN DO COMPUTERS .y
o — :://( J

Upper Beginner (Level 2) /\§‘ ?)

Using the Keyboard s

I can use the keyboard to type

I can use the keyboard keys "enter, delete, backspace, and arrow
keys" and tell you what they do

Enter

Delete

Backspace

_ Arrow keys

Using Email

I have an email address

I can sign on to my email with help from my tutor

I can send a message on my email with help from my tutor
I can open an email message that I have received

I can sign on to my email without help

I can send a message on my email without help

Using the Internet

I can use Google or another search engine to find information on the
internet with help from my tutor
I am aware that information on the internet is not always true or
private

Using Word

I can create a simple document with help from my tutor

From: Carnegie Learning Centre — Community Dev & Outreach, Capilano

University
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—

I CAN DO COMPUTERS /\/

| T~ /'

Intermediate (Level 3) i

. : /e
Discussion

_ I can talk about and understand many computer terms such as
software, hardware, search engines, attachments, usb port, cd,
flash drive or data stick

Using Email and WORD

I can check and send emails by myself

I can create a WORD document by myself

I can attach a Word document or photo to an email

I can use the keyboard without help

I can recognize "spam” and "scam”, emails that may sound
personal but are just advertising or are people trying to trick me

Using the Internet to Search

I can use a search engine like Google or Yahoo to find information
in various websites by myself

I am beginning to understand that not all websites are factual,
some websites are people writing opinions, I look at who is writing
the information

I can print specific information from a website with help

From: Carnegie Learning Centre — Community Dev & Outreach, Capilano

University
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I CAN DO COMPUTERS
Upper Intermediate (Level 4)

Discussion

_ I know and can use the right words for a broad range of
computer use

Using Email, Word, and the Internet

T can use most of the functions that are in my email program
Adding and viewing attachments

Making a contact list

Saving emails to folders

Using the email edit and format tools

I can use Word to create documents, create folders, and edit and
format my documents

I am comfortable using the keyboard

I can do more intermediate internet searches,

I can change my key words to revise a search

I can look for links from one website to another

I know how to evaluate information that I get from the internet
for bias and accuracy

I know what virus protection is and how it works

From: Carnegie Learning Centre — Community Dev & Outreach, Capilano

University
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PLANNING THE PROGRAM

With the information you gathered in the organizational and learner assessment
you are now ready to begin designing a program. It might be helpful to have a
sounding board to assist you in this process. Whether you plan with an Advisory
Committee, with your own staff team or with a group of learners, planning your
program to be responsive to learner needs and organizational opportunities is

important.

Finding a Good Sounding Board

It is important to be able to test your ideas for the program with people who are
either volunteers themselves or who work with volunteers. One way to hear the
voice of the community is to organize an Advisory Committee to guide the
training. The Advisory Committee can give depth to the program by providing the
lived experience of the community and of volunteers and by being the programs

best connection to residents and community opportunities.
An Advisory Committee could be comprised of:

€ 2-3 staff members who work with volunteers or who might be in a
position to hire people for roles in the organization

€ 1-2 members who have other leadership roles such as board members or
committee members; and

€ 1-2 learners.

The Advisory Committee could have input into:

€ recruiting volunteers for the program
€ the curriculum
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€ location and times for training

€ possible field trips

€ evaluation and monitoring, and

€ support for ongoing leadership activities.

Session Planning

In the Assessment section, we noted that you can plan for all components of the
Everything Present in the Seed Training or you can select sections that are most
relevant to your learners and your community. Your organization may decide that
you just want to focus on three or four sessions instead of the whole program.
Perhaps you have a group that just needs help with community research and

proposal writing. You can pick and choose the sessions that suit your needs.

The full training program has 13 sessions that cover key areas of both community
development theory and practice. Although the Key Ideas section in each chapter
is brief and accessible, it was not our intention to minimize the complexity of
community life. We know that volunteer community leaders are capable of
analyzing issues, visioning positive change and initiating great action. It is in the
workshop activities and discussions that conversations will highlight the

complexity of issues.

The 13 chapters present frameworks and the necessary vocabulary and skills for
engaging in community development. They are:

€ Chapter 1: You, Community and Social Change
€ Chapter 2: What Is Community Development?

€ Chapter 3: Your Own Organization
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€ Chapter 4: Communicating Online

€ Chapter 5: Leadership

€ Chapter 6: Communication Skills for Working Together
€ Chapter 7: Community Research

€ Chapter 8: Project Planning

€ Chapter 9: Facilitation

€ Chapter 10: Learning through Dialogue

€ Chapter 11: Writing Proposals

€ Chapter 12: Computers for Community

€ Chapter 13: Sustaining Your Growth

The sessions are designed to be 3 hours long with a 30 minute refreshment break.
In the testing period, we held them every week; they could be held once a month.
There is lots of information to digest in each session and everyone needs time for

reflection but not so much time that they lose momentum.

The tables on the following page show the essential skills covered in the first two
chapters. This will help you to think about the activities in terms of the essential

skills goals of your participants. The activities are bolded for easy reference.

You can use this framework to design sessions that meet your learners’ goals or

to emphasize the skills that participants are practicing while in this program.
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Chapter 1: You, Community and Social Change

Essential Activity
skill

Read the chapter intro and Key Ideas
READING Read and understand the New Words

Read the names of community groups on the 2. Make a Community Net
wall

Write down the communities you belong to on cards for 2. Make a
Community Net

WRITING
Write for 5 minutes in 5. Personal Writing on your ideas for how
community makes a difference in your life

NUMERACY None

DOCUMENT USE | 3. Collage - Create a collage, a map of group of concepts and ideas

Listening

ORAL Listen with good attention to the stories told by partner or group
COMMUNICA- members in 1. That Community Feeling...

TION
Listen for common themes

Listen to the suggestions for 4. Creating Group Guidelines
Speaking

1. That Community Feeling...

Tell a story of when you felt a strong sense of community

Offer an idea of a theme

4. Creating Group Guidelines - Make a suggestion for a group guideline

Categorize the stories into themes if possible in 1. That Community

Feeling...
THINKING

Think about what community means to you and how to represent it in 3.
Collage

Analyze what make a healthy or an unhealthy community as you read
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through Key Ideas

WORKING WITH
OTHERS

Help create a welcoming environment for group members by sharing your
thoughts and by listening to what others have to say

COMPUTER USE

Take photographs of community activity for the photojournal in 6.

& TECHNOLOGY | Researching on Your Own. Look up on the Internet people who were
motivated by hope or by anger for the second activity Research people
that inspire you.

LIFELONG Watch the video The Lorax

LEARNING

Choose to explore the topic further in 7. Reading on Your Own by reading
Margaret Wheatley list

Chapter 2: What is Community Development?

Essential Activity
Skill

READING Read the chapter intro and Key Ideas on Principles of Community
Development and Starting with Assets...
Read and understand the New Words
Read the Asset Mapping Rap in 8. Reading on Your Own

WRITING 4. Exploring Community Assets Write down the community assets you
identified in the exercise
5. Personal Writing - Write for 5 minutes about your thoughts on this
session
7. Writing on Your Own — Write a letter about the impact of development
in your community.

NUMERACY None

DOCUMENT USE | 4. Exploring Community Assets — Build an asset map of group of concepts
and ideas

ORAL Listening

COMMUNICA-

TION 1. Development in your Community - Listen with good attention to other
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people’s descriptions of good and bad development
2. Working with Principles — listen to the principles that guide others’ lives

3. Exploring Individual Assets — listen and encourage others to name their
gifts and skills

Speaking

1. Development in your Community — Tell your opinion about development
in your community

2. Working with Principles — Describe the principles that guide your life and
volunteer work

3. Exploring Individual Assets — Describe your gifts and skills, discuss how
everyone’s gifts can be used in community building

THINKING

2. Working with Principles — Think about the concept of principles reflect
on what principles guide your life

4. Exploring Community Assets — Analyze the information gathered in the
discussion on community assets and think about the impact of this new
knowledge for community building in your neighbourhood

WORKING WITH
OTHERS

Help to create a detailed asset map by sharing your thoughts and by
listening to and documenting what others have to say in Activities 1-4

COMPUTER USE

6. Research on Your Own Look up the Citizen’s Handbook on the Internet or

& TECHNOLOGY | watch Stone Soup at the vimeo website.
LIFELONG Choose to explore the topic further by arranging to borrow ABCD in Action
LEARNING from your local library.

As you move through the chapters, select activities that emphasize the literacy or

essential skills that your participants want to improve. For instance, if they are

hoping to improve their writing skills, make sure you choose activities that

incorporate personal writing, summarizing a small group discussion, or writing

Everything Present in the Seed Facilitator’s Guide Page 34




letters of change to ensure that participants practice writing in the community

development context.

Learning Through Doing

A key element in the Everything Present in the Seed Leadership Training is that
learners can plan, write proposals and complete their own small projects. In
Chapters 7 and 8, learners begin planning the projects. In Chapter 11, they write
the proposals and present them to pseudo-funders, which could be staff who are
role playing as a funder. Learners are then supported by their organization to

implement these projects.

Ways to support this action process are:

€ assign a staff or volunteer mentor

© convene a support circle

€ plan weekly check-ins

€ introduce the project to the board and other decision-makers,
€ find ways to fund or support learner initiatives, and

@ celebrate the project achievements and completion of the training.

Overall, there are many elements to the program. Feel free to adapt the program
to better suit your learners as you are planning or later when other needs some
up. Maybe you will find that volunteers are ready for a more intensive program.
Maybe the pace should be a lot slower and involve more team-building activities.

We have recommended additional resources in each section. But although in
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depth planning is very helpful, it is also important to respond to learners and the

changing organizational or community environment.
Resources Needed

The chapters and activities you choose will determine what resources you need.
But overall to run the program you will need:

€ a meeting space with room for participants to do energizers and do
creative activities such as collage or role playing

€ food and a space to prepare it because food is an important part of any
community training

€ materials and supplies such as flip charts, felts pens, art supplies etc
€ audiovisual equipment such a computer, LCD projector and/or DVD player
€ access to a computer lab for technology literacy components

€ resources to support small student projects that are designed in the
training sessions.
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DELIVERING THE TRAINING

The delivery of Everything Present in the Seed Training is as important as the
content. Most of us learn early that we should limit our expectations, be
prepared for difficulty and be happy with compromise. The ‘Everything Present in
the Seed’ Community Leadership Training does the opposite! It highlights
strengths, encourages creativity, supports big dreams and applauds risk-taking.
The Facilitator’s biggest job is to try and set this tone in the workshop processes

and environment.

Create the World You Want

The training is like a microcosm of the world you are trying to create. Everything
you can set in place to do that will make the reality of a better world feel possible

to participants.

How do you set this tone in the training?

€ Create a welcoming space — what does that mean to the individuals
coming to the training? Is there food? Is someone smiling at the
beginning? Is the room accessible? Do they already know one person? You
and your advisory committee will know how to ensure people feel
comfortable and excited to attend and stay.

€ Model respectful listening and create opportunities for everyone to
express themselves in the first session. Appreciate all contributions.

€ Create Group Guidelines together with the group. These guidelines will
help to give structure around expectations and behaviour. Give time in the
second session for a look back on Guidelines to ensure they are complete
and that everyone is comfortable with the wording.
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€ Check in about the physical, time and childcare arrangements. Is it
working for everyone?

€ Offer your own hopes for the training. Say why you, the facilitator, are so
interested in being part of the ‘Everything Present in the Seed” Community
Leadership Training.

€ Make sure that everyone has your contact information and welcome
phone calls, emails and conversations about any questions or challenges
or comments that participants have.

€ Emphasize that learning and being creative is a big part of the Training,
and that everyone will be learning from each other. The Workshop
Activities include art work, discussion, moving around.

© Give everyone permission to decide their own level of participation. Each
individual is their own expert on how they feel. Perhaps someone was up
all night with a sick family member. Maybe just getting to the training is all
they can manage.

€ At the same time, encourage people to stretch themselves. The Training is
about leadership development, and that means trying new things in a
friendly environment. Applaud risk-taking. Emphasize that perfection is
not what is expected, but that flawed, small steps are appreciated and
respected and essential to growing new skills.

Inclusive Facilitation

Once you have the right tone for the training, it is much easier to maintain it
throughout your sessions together. Inclusive facilitation involves following the
ethics of facilitation, asking good questions and continually keeping your eyes

open for common ground in conflict situations.
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Ethics of Facilitation

Some facilitation ethics to keep in mind as you support learners in being engaged
are:

€ follow a democratic process that shares power, demystifies your role and
provides opportunity for everyone to have a

€ agenda or feelings about individuals into the process

€ recognize that each person has personal responsibility for their role. Be
sure to fulfill yours and be sensitive to how much responsibility each
person is willing to take.

€ create an environment of collaboration and cooperation

€ be honest with your own values and knowledge, supporting the group
where you can

€ create an environment of equality and support for each person’s
strengths; and

€ be willing to engage in tough exploration of issues.

Asking Good Questions

A surefire way to engage learners is to ask good questions. You can be sure they
will have great answers. There are four different types of questions that are
useful for different purposes.

€ Objective questions: Questions about facts and external reality

€ Reflective questions: Questions about internal responses to an external
reality

€ Interpretive questions: Questions to draw out meaning or value,
significance or implications
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€ Decisional questions: Questions to elicit a decision and to bring the
conversation to a close

Finding Common Ground in Conflict Situations

Each participant comes to the process with a position that is based on personal
interests. Try to find out the interests behind the position by asking good
questions. Once the interest that are behind the positions are uncovered, you are
half way there. You have moved from the positions that tend to get people
polarized to interests. Often interests are shared. Some ways to find common
ground through facilitation are:

€ list the interests that have been identified
€ brainstorm possible ways to meet these
€ explore alternative ways to find a way that all parties can live with; and

€ find something that you can actually agree upon to do together.

Opportunities to Practice Leadership

There is no better way to demonstrate the philosophy of ‘Everything Present in
the Seed” than by sharing leadership roles immediately with the group. One of
the best ways is to divide up some of the facilitator’s responsibilities. This can be
done in a fun and no-pressure way. Some examples are:

€ Host — Find a funny hat or other prop for this role. The Host’s
responsibilities are to welcome everyone at the beginning of the session
and ensure that everyone gets handouts. If someone is late, they can
bring an extra chair, whisper an update or provide any materials that the
rest of the group has received. They are like the party host, making sure
that everyone has what they need.
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€ Timekeeper — Get a giant clock for this person. The Timekeeper’s job is let
the Facilitator know when the break is due, when there is 15 minutes left
before the end of the session (to ensure a closing), any to watch for any
other time issues.

€ Slow Down Sign — We made a big sign with a turtle on it for this person.
The Slow Down Sign person watches for confusion on participants faces.
Also, if there are ESL participants in the group, they can signal for the Slow
Down or Repeat sign. The job of the Slow Down Person is to make sure
that everyone is keeping up with the discussion.

€ Temperature Taker — An oversized thermometer is a good prop for this
person. The Temperature Taker watches the energy of the group. If
everyone is getting a little tired, then the Temperature Taker might
suggest an Energizing Activity. If your group is ready for it, then you can
add another kind of energy to this job. For instance, if there is tension in
the group because of a discussion topic, then the Temperature Taker
might suggest to the Facilitator that there is unfinished business to
discuss.

You may think of other jobs that you want to assign. The props make them fun,
but participants usually take their roles seriously. It is best to rotate these jobs

through the group so that everyone gets a chance to practice.

Usually, people volunteer to take on these roles. This gives them a chance to
practice aspects of facilitation, planning and project leadership activities. Be sure
to encourage an atmosphere of safety and support for trying out new roles and
appreciate their efforts at the end of the session. Explain that Facilitators and
Community Leaders often have to carry out all these roles together. However, it is

better if the whole group is aware of these issues and is involved in maintaining
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the group. We want our volunteers to feel their own capacity as leaders and the

group is a great mirror.

Icebreakers and Energizers

As a facilitator, you know that openings and closings are important. Openings
help people to transition from their busy lives to the training session. Closings are

important because they allow for a moment of reflection, a summary point.

We also need Icebreakers and Energizers to create fun and to keep good energy
moving in the learning environment. These activities can be about anything, they
don’t have to relate to the community development topic. Sometimes it is even
nice to have a break! Some examples of energizers that are not related:

€ Put on music and ask everyone to share their favourite dance move.

€ Find your pair: Write words, or use pictures, of pairs. Salt and pepper,
comb and brush, shoes and socks, thunder and lightning, etc. Give
everyone a word (or picture) and tell them to find their other pair.

€ Broken telephone: The first person in the circle whispers a phrase like
“Justin Bieber is my son” and everyone whispers it to the next person in
the circle. You may end up with something very different!

There are many books and websites on energizers and icebreakers. If the session
is going to be a lot about writing, then choose a physical energizer to shake things

up and provide relief.

Icebreakers can also be ways to introduce new topics or be used to build the
group. They can be ways for the group to get to know each other better. In the
bibliography at the end of the guide, we have included Instant Icebreakers: 50

Powerful Catalysts for Group Interaction and High-Impact Learning (Christian and

Everything Present in the Seed Facilitator’s Guide Page 42



Tubesing, 1997). This little book has some great activities for introductions, group

building, self-awareness and change agents. Some examples of on topic

icebreakers or warm-ups are:

\ 4

\ 4

Sociograms — Ask the group to arrange itself in order of birth, or in order
of arrival in Canada, or make a map of where people were 10 years ago.
This helps the group to understand the diversity in the group.

Uncommon Commonalities (from Instant Icebreakers) — You ask people to
pair up with someone they do not know well. They must find the most
uncommon thing they have in common! This is a fun way to learn about
the unexpected in each other.

Natural Objects — Put many natural objects onto a tray such as feathers,
stones, pine cones, pottery, etc. Ask each person to choose one that
represents them. Take turns explaining your choice. This exercise lets
people talk about how they see themselves and the qualities they
embody.

Using Field Trips

Field trips are a great way to engage volunteers in learning about their

community and community development. When choosing field trips, it is good to

focus on a theme. The theme could be a particular community development

method or a community development project. Examples of field trips on a

community development method theme are:

\ 4

\ 4

a field trip to map community assets such as parks, playgrounds,
community gardens or community issues such as housing concerns,
transportation concerns, visible drug use, garbage in public places

a field trip to listen to a speaker on dialogue circles or inclusive
communities
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€ afield trip to participate in a community planning process; or

€ a visit to a computer lab to learn how to use computers for community
purposes.

Examples of field trips to view a community development project include:

€ a visit to a urban farm or community garden
€ a visit to a social enterprise project
€ a visit to a community kitchen, or

€ a visit to a community art project or community festival.

Field trips bring concepts alive. They also inject optimism and possibility into the
group. “If they can do it, we can do it!” Field trips can also provide useful contacts

for future initiatives.

Supporting ESL Learners

If some of your volunteers are ESL, then they will be working twice as hard as
everyone else. We found it useful to have prepared the New Words sections that
could be given out ahead of time. If participants are below Canadian Language
Benchmarks Level 5-6, they will have difficulty with the reading. If this is the
group you want to work with, then you can modify the program or introduce
interpretation. In one pilot training that we did, we had ongoing translation
between English and Spanish. Most of the Key Ideas were delivered orally, and
then we focused on Workshop Activities that let us practice the conceptsin a

meaningful way. In that training, we did not cover the chapters on computers.
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Other Learner Support

We designed the training for learners who are not yet ready for a college/
university credit program. In our piloting of the program, we found that some
volunteers were facing other challenges besides literacy skills: health issues that
prevented full-time concentration, lack of self-confidence that prevented
someone from attending a class, good literacy skills but wanting “people skills”,

and also people with amazing community skills but only basic English skills.

We think the program can serve this range of learners if you are prepared to
support them. Some learners need a little extra challenge; others need support.
Sometimes two learners with different goals can support each other. A good
place to learn more about what learners need is though regular learner feedback

sessions.

Learner Feedback

Learner feedback should be sought on a regular basis. In the very beginning, it is

very helpful to get learner feedback at each session.

On the very first day, the feedback should be very informal and non-threatening.
An easy way is to design a few faces: a happy face, an unhappy face, an
indifferent face and a confused face. Leave these faces outside the door, give
your learner sticky notes and ask them to put notes on the face that best

represents how they are feeling at the end of the session.

Other days, learner feedback can occur through talking circles at the beginning or

end of the session. It is important to have a more formal focus group discussion
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about what is working, what is not working and ideas for additions at the half way

mark in your series of workshops.

A Workshop Feedback Form that can be used later in the program is provided on

the next page.

Peer Tutor Support

Learners are also often the best teacher. As the class unfolds, identify skills that
each learner has and invite them to share those skills with others. This is often
best done very informally. For example, someone who is a good listener could be
asked to listen to someone with ESL challenges to give them opportunities to
speak without pressure. Be sure that everyone is comfortable with this
arrangement. Sometimes volunteers just want a chance to be learners, not

volunteer tutors as well.
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Everything Present in the Seed:
Workshop Feedback Form

1. Please briefly describe your overall impression of today’s workshop?

2. What was the most helpful part of today’s workshop?

3. What was the least helpful part of today’s workshop?

4. On a scale of 1 to 5 where 1= very dissatisfied and 5=very satisfied, please rate your
level of satisfaction with the following aspects of the workshop:

2 3 4
Workshop format

Facilitation

Food

Workshop Space

Printed Material Provided

Dooggoes
Dooogn
Dooogn
Dooogn
OO0 ggde

Discussions

6. What did you learn that you use immediately in your volunteer work?

7. How do you think the workshop could be improved?

Thank you so much for taking the time to share your thoughts!
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SUSTAINABILITY

As organizations invest in the ‘seeds’ in their communities, individual and
community capacity begins to get stronger. Literacy and community development
become embedded in the organization and throughout the community. Some
ways that this might show itself is through new levels of ownership and

confidence amongst volunteers. Our community partners say it best:

Using these materials with a grassroots group who were in the process
of developing and organizing their first project was a major contributor
to its success. The team was much better able to handle the
management of the project and learned to work as a team and build
their long-term vision whilst raising awareness and support of the
group in their local community. These materials helped them develop a
clear understanding of what their objectives are and have enabled
them to discuss and agree strategies and plans to move forward in a
constructive way.

Whistler and Pemberton

It has been a truly remarkable and memorable journey for everyone
involved in the Everything Present in the Seed project. The best part
about this journey has been watching our volunteers, many of them
newcomers to Canada, begin to develop a language and actions around
community, community development, and leadership. Many of our
volunteers never thought of themselves as ‘leaders’ before; but through

these workshops and activities, they have come to realize the strength
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and positive impact they have in our neighbourhood. The participants
have literally, blossomed: their ideas, actions, and inspirations have been
planted--and continue to grow in our community. For example, some
participants became inspired to lead programs here at the
neighbourhood house, while some have gone on to take active roles on
our committees; many continue to volunteer in efforts to share their skills
and inspire others. This program has really been about the essence of
‘community’, and the fruits of this program are tangible; our volunteers,
and the larger community, have developed in so many ways. The most
inspiring thing, for me, has been watching the participants connect,
create lasting friendships, and to grow with, and from each other.

Little Mountain Neighbourhood House

It is amazing what community members can do for their community, with a
little encouragement, training and support. This project has provided this and
the results are now unfolding in small but wonderful ways.

People want to be involved in their community, and to make a difference. The
Everything Present in the Seed Project provides real tools for people and
communities to do this. The Everything Present in the Seed helps people from
all walks of life learn, in practical ways, the leadership skills our communities

greatly needs. The results will be immeasurable.

Thank you for the awesome leadership training tools, they will be well

used!

Kiwassa Neighbourhood House
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These experiences show us that the program is likely to result in the development
of relationships between learners and community organizations. In fact, in order
to build capacity, these relationships should be actively fostered. Examples of
ways to do that are:

€ meet with learners to support them in other learning needs

€ link learners to other learning opportunities in your organization or
externally

€ engage with the organization in exploring how to have their other learning
needs met: for instance, several of the participants in the Everything
Present in the Seed Training went on to take further training in
community development, social enterprise training and ESL courses; and

€ invite learners to participate in leadership opportunities within the
organization.

Projects that learners take on may also be enduring. At one neighbourhood
house, learners began developing a social enterprise. In another, they began
working on a community garden. Sometimes the skills volunteers learn become
the sustainable component. After we facilitated the proposal writing chapters
with seniors at one neighbourhood house, there was a huge increase in their

participation in the Neighbourhood Small Grants Program.

Opportunities to Celebrating Success

We cannot say enough about this feature of community development work. So
many organizations find themselves working harder and faster and longer. We
can easily forget to make the most of our successes; however we want to define
that concept. There are many opportunities within the Everything Present in the

Seed Training to recognize new steps, new skills and new awareness for both

Everything Present in the Seed Facilitator’s Guide Page 51



individuals and the group. But there are also times, when the whole organization
may want to celebrate:

€ when the organization launches the training,

€ when participants present potential projects to the pseudo or real
funders; and

€ when the participants complete the training.

It is very valuable for other organizational staff and board members to be present
for these momentous occasions and for participants to be able to bring their
family and friends to acknowledge their commitment and learning. We want to
both celebrate and instill the concept of everything present in the seed in the

broader community environment.

Sustainability is difficult for community organizations to attain within the “project
focus” of most funding resources. So with the Everything Present in the Seed, we
asked ourselves: how can we create a rich environment to encourage and
acknowledge the ‘Everything Present in the Seed’ goals? We came up with three
ideas:

€ establish a community development library of materials within each
neighbourhood house and organization

€ create a series of posters that each organization could display; and

€ create slide shows/digital stories/videos of the training activities.
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Community Development Library

If you want to start or add to your Community Development Library, we have
included an annotated bibliography of materials that we have found helpful.
Some of them are written at an easier reading level than others and we have
indicated this. The list includes books, workbooks, and audiovisual resources.
Having books and ideas on hand is helpful for both planned workshops and
spontaneous learning opportunities. If your organization does not have funds to
do this, perhaps this could be a joint project between your organization and your

local library or your local literacy table.

Create Posters

We tried to take as many photographs as possible through the pilot trainings.
With permission from participants, we turned some of these photos into posters
with key sayings on the front to stimulate discussion. We wanted to reinforce the
process that volunteer community leaders were going through, and we wanted
everyone else in the organization to see how they could be part of this initiative.
The posters that we created are illustrated on the following page. You can find

printable copies of these posters on the NALD webpage at: www.nald.ca.
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Create Slide Shows/Digital Stories/Videos

It is very powerful for participants to speak for themselves. Digital stories, videos,
even slide shows can demonstrate the enduring values of community
development and emerging volunteer leadership. An example of this can be

viewed at:
http://www.youtube.com/watch?v=ANsK80o5nbJY

These stories are useful for discussing with other community members, posting
on the organization’s website, or for releasing to the local media. You can create
media for different English levels and for different time lengths. They can also be

part of your future Everything Present in the Seed Trainings.
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Write the Rest of the Story Together

We developed the “Everything Present in the Seed” Community Leadership
Training Manual and Facilitator’s Guide in order to help organizations get started
with volunteer leadership training in community development. We do not know
the rest of the sustainable story because that is your part! We are looking
forward to hearing your stories, your insights, your suggestions and your
questions. We hope this will be an ongoing dialogue that we can all benefit from.
Please stay in touch through the contact information given at the beginning of the

Facilitator’s Guide. As the poster says, “None of us is as smart as all of us!”
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PRINT RESOURCES

Author's Name | Title Publisher or Year Type of Subject Place Summary
(start with last) on-line of Publication | Category Published
location Pub
Acampora, Jo Employability Skills Aspect, BC's 2000 | Manual Victoria, BC | The curriculum is well-written and focuses on
Curriculum Community- the life skills necessary to get and keep
Based Trainers employment. Has sections on many of the
usual communications and self-esteem
themes, plus money management, Labour
Standards, and exercises for inspiration.
Allen, Robert Boost your Creativity: Collins and 2005 | Book Facilitation | London, UK | This book offers lots of creative approaches
Exercises and Advice for | Brown for thinking outside the box. There are good
Great Creative Thinking activities and explanations for why we want
to keep limber in our creative thinking.
Arnold et al Educating for Change Between the 1991 | Manual Facilitation | Toronto, This manual provides concrete tools for using
Lines Ontario adult education to identify and analyze
inequality to foster action for social change.
Avery, Michael, Building United Centre for 1981 | Manual Facilitation | Madison, This handbook provides information on
Auvine, Brian, Judgement: Handbook Conflict WI facilitating meetings using a consensus
Streibel, for Consensus Decision- | Resolution decision-making model. It walks the reader
Barbara, Weiss, | making through structuring meetings, the role of the
Lonnie facilitator, communication skills, problem
solving.
Baldwin, The Circle Way A Berrett-Koehler 2010 | Book Facilitation | San This book is described as the definitive book
Christina and Leader in Every Chair Publishers, Inc Francisco, on circle process providing an overview of
Linnea, Ann California the basics of circle conversation as well as

many stories of practice in various settings.
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Block, Peter Community: The Berrett-Koehler 2008 | Book Leadership | San Peter Block writes about community and
Structure of Belonging Publishers, Inc Francisco, leadership from his experiences in the
California business world. His perspective on change
draws from community, business and other
research on social transformation. This is not
a book to give learners because it is not
written in plain language. However, the
concepts will be interesting to all.
Bopp, Judith Recreating the World Four Worlds Book CD Lethbridge | This comprehensive textbook on community
and Bopp, Press General development describes principles and
Michael practices drawing heavily on Aboriginal
culture and the author's experiences working
in First Nation communities.
Born, Paul Creating Vibrant Bastien 2008 | Book Community | Toronto, This manual describes the Vibrant
Communities Publishing Organizing | Ontario Communities movement, a social change
Services process aimed at reducing poverty in
Canadian communities in a positive and
energetic way. It also shares many stories of
change from across the country.
Brown, Jason Community Pearson 2012 | Book CD Toronto, This is a general textbook on community
and Hannis, Development in Canada | Prentice Hall General Ontario development that provides an overview of
David history, theory and practice in Canada
Brown, Juanita The World Café: Berrett-Koehler 2005 | Manual Facilitation | San This manual is an excellent resource for
with David Shaping Our Futures Publishers Inc Francisco, those wanting to learn the World Café
Isaacs and the Through Conversations California process. It provides many examples of actual
World Café that Matter dialogue in different sectors and practical tips
Community for hosting café's.
Campbell, Teaching and Learning Allyn and 1999 | Book Facilitation | Needham This book gives a clear view of Howard
Linda, through Multiple Bacon Heights, Gardner's work on the 8 intelligences. The
Campbell, Intelligences Mass authors demonstrate how to include activities
Bruce, that engage a wide range of learning

Dickinson, Dee

approaches.
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Campbell, Lisa, | Tools for Community NWT & 2002 | Manual CD Yellowknife, | This manual/workbook has great sections on
Chenier, Cayla, | Building: A Planning Nunavut General NWT planning and proposal writing. It looks at
Crockatt, Kim, Workbook for Northern Literacy different ways of doing things i.e... Planning
Sills, Cate, Community- Councils can happen in straight lines, or round about,
Skinner, Janet which considers different teachings about
and Thompson, community life. Half the book is The Book of
Sarah Examples: cover letters, proposals, executive
summaries, etc.

Chambers, Roots for Radicals The Continuum 2010 | Book Community | New York, This book provides a summary of the
Edward Organizing for Power, International Organizing | NY Industrial Area Foundations organizing model

Action and Justice. Publishing and its unique approach to community

Group organizing. It details the organizing
philosophy and key steps in the process.

Chambers, participatory Earthscan 2007 | Manual Facilitation | London, UK | A practical and accessible treasure chest of
Robert WORKSHOPS facilitation tips and examples.

a sourcebook of 21 sets

of ideas and activities
Christian, Instant Icebreakers for Whole Person 1997 | Book Facilitation | Duluth, MN | This book designs ice-breakers with a
Sandy, Group Interaction and Associates purpose: introductions, group building, self-
Tubesing, High-Impact Learning awareness, and change agents.
Nancy Loving
Coover, Virgina, | Resource Manual for a New Society 1977 | Manual Community | Philadelphi | This manual was written during the
Deacon, Ellen, Living Revolution: A Publishers Organizing | a, PA organizing days of the '70's. It is a great little

Esser, Charles
and Moore,
Christopher

Handbook of Skills &
Tools for Social Change
Activists

book that is not afraid to talk about power
dynamics and the roots of change. It dives
into theory as well as practical organizing
details. Although 40 years old, it is still
relevant to community organizing today. It is
not written in plain language, but the activities
are not overly complex.
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Coyne, Kathy Neighbourhood-Focused | Association of 2008 | Article CD Vancouver, | This report summarizes the findings of a
Approaches Building Neighbourhood General BC participatory process to define what
Caring, Inclusive, and Houses neighbourhood houses do and how they do
Safe Communities it. It introduces principles of place based
throughout the Lower community development and shows the role
Mainland of neighbourhood houses in supporting it.
Delgado and Youth Led Community Oxford 2008 | Manual CD New York This book provides an in-depth overview of
Staples Organizing Theory and University General the theory and practice of youth engagement
Action Press focusing on social justice.
Diers, Jim Neighbourhood Power University of 2004 | Book CD Seattle This book provides strategies and case
Building Community the | Washington General studies of participatory democracy and
Seattle Way Press community empowerment.
Digh, Patti Creative is a Verb If Globe Pequot 2011 | Manual Facilitation | Guilford, CT | This manual leads and guides the reader to
You're Alive You're Press discover and acknowledge their own creative
Creative spirit.
Dynes, Robin The Group Leader's Speechmark 2006 | Manual Facilitation | Milton This manual provides over a hundred
Toolkit: Activities & Publishing Keynes, activities for activities that are useful in group
Strategies for Working Great work. The themes include building trust,
with Groups Britain motivation, problem solving, personal
responsibility, ice breakers and closures, and
ideas for reflection. Not all activities would be
useful to a particular group, but it offers many
ideas for facilitators.
Enterprising The Canadian Social ENP 2005 | Book CED Vancouver, | This guide both explains and guides groups
Non-Profits Enterprise Guide BC who are considering a business or economic
Program project. It combines the experience of non-

profits engaged in social enterprise as well as
the experiences of foundations, credit unions
and other organizations that have supported
this activity.
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Gattfly Ah-Hah A New Between the 1983 | Book Facilitation | Toronto, A foundation piece of literature for community
Approach to Popular Lines Ontario development practitioners, this book presents
Education an approach to support community learning
and social analysis that builds on the
principles of Paulo Freire. It provides tools for
social analysis that is aimed at empowering
learners to take charge of the social change
process.
Graham, John Stick Your Neck Out A Berrett-Koehler 2005 | Book CD San This book is a guide to the skills, qualities
Street Smart Guide to Publishers, Inc General Francisco, and strategies for volunteers wanting to make
Creating Change in Your California a difference in their community. It includes
Community and Beyond information and stories of how to create a
vision, organize residents, build trust, resolve
conflict and work with other stakeholders.
Green, Mike When People Care Inclusion Press 2006 | Book CD Toronto, This book builds on the work done by the
Enough to Act General Ontario Asset Based Community Development
Institute, building on the work of John
McKnight and Jody Kretzman. It explores
how to implement asset based community
development by from asset mapping to
partnership building to mobilizing, The book
also provides helpful process exercises that
can be used by practitioners working at a
community level.
Hartnett, Tim Consensus Oriented New Society 2010 | Manual Community | Gabriola This book introduces consensus decision-
Decision Making Publishers Organizing | Island, BC making and provides effective conflict
resolution techniques and a guide to powerful
communication techniques.
Hazouri, Sandra | Warm Ups and Wind Educational 1993 | Manual Facilitation | Minneapolis | This manual provides a broad range of
Peyser and Downs 101 Activities for | Media energizers grouped by category, helpful for
McLaughlin, Moving and Motivating Corporation the facilitator endeavoring to create a more
Miriam Smith Groups dynamic process.
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Hope, A, Timmel | Training for Schumacher 1999 | Manual Community | Bourton on | This set of manuals outlines a popular

S. and Hodzi, C | Transformation 1, 2, 3 Centre for Organizing | Dunsmore, | education approach to social change in an
and 4 Technology Rugby, international development setting. It provides

and Warwickshir | many great examples of tools for social
Development e, UK analysis that could be adapted to different
community settings.

International Building Inclusive International 2005 | Manual Leadership | Toronto, This book presents the findings of a research

Federation of Communities Federation of Ontario project examining how neighbourhood

Settlements and Settlements houses in Canada and around the works

Neighbourhood and engage neighbours in building inclusive

Houses Neighbourhood communities. It outlines the principles and

Houses practices of inclusion and introduces specific
examples.

Kaner, Sam Facilitators Guide to Jossey Bass 2007 | Manual Facilitation | San The very complete manual on facilitation
Participatory Decision- Francisco, walks the reader through from meeting set up
making California to collaborative decision-making to follow-up.

An important resource for any facilitator.

Lakey, Berit, Grassroots and New Society 1995 | Book Leadership | Philadelphi | This book focuses on leadership within social

Lakey, George, Nonprofit Leadership Publishers a, PA change organizations. It is not a beginner

Napier, Rod and book on leadership, but it does cover many of

Janice Robinson the issues that groups encounter as they

move from a direct action group to an
ongoing organization.

Lappe, Frances | Getting a Grip2: Clarity, Small Planet 2007, | Book Community | Cambridge, | Lappe provides a book of inspiring examples

Moore Creativity and Courage Media 2010 Organizing | MA of actions around the world that challenge
for the World We Really negative and overwhelming assumptions
Want about our future on this planet.

Lasker, Roz Engaging the 2009 | Book Facilitation | Jefferson, This book reviews five community

Diane and Community in Decision North partnerships to identify what strategies are

Guidry, John Making Carolina most effective for including those who are

most vulnerable. It provides practical,
McFarland and evidence based tools to achieve greater
Company inclusion.

Literacy Alberta | Essential Skills Training | Literacy 2008 | Manual CD Calgary, The kit produced by Literacy Alberta includes

Audit: Literacy Audit Tool | Alberta General Alberta checklists for self-assessment, observation

Kit

by trainers, and an audit of the workplace
environment for supporting continuous
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learning.

Marina, Dian Wild Garden Art Between the 1998 | Manual Community | Toronto, The book describes a dynamic approach to
Education and the Lines Press Organizing | Ontario participatory learning on social change. As
Culture of Resistance the title implies, it encourages creativity, deep

analysis and action to achieve meaningful
social change.

Mcknight and The Abundant Berrett-Koehler 2010 | Book CD San This inspiring book encourages the reader to

Block, Peter Community Awakening Publishers Inc General Francisco, explore the ideal of abundance in community.
the Power of Families California It highlights how that abundance is already
and Neighbourhoods present when we join with our neighbours to

create the caring communities we really
want.

Moore, Anne Making It Work: a Action Read 2006 | Manual Facilitation | Guelph, This is an excellent communications
workbook on conflict and | Community Ontario resource. The exercises are insightful, helpful
communication for adult | Literacy Centre and written in very clear language. The book
literacy learners encourages us to understand underlying

personal and societal issues. There is a CD
of the exercises.

Morelli, Nuccia The Circle Gathering Essence 2006 | Manual Facilitation | Belleville, This guide provides essential tools for
Guide Publishing Ontario facilitating community circles. It offers many

helpful tools for facilitators and participants.

Parker, Barbara | Tea you could trot a Women for 2001 | Manual CED Hubbards, This is a great example of a how-to, plain

J. mouse on: The Elements | Economic NS language manual for working in groups in
of Community-based Equality (WEE) CED. It includes sections on leadership,
Economic Development | Society facilitation, proposal-writing, networking,

Vol 1&2 media relations, building an organization and
reading financial statements.

Project Literacy | Learners Speak Out Project 1995 | Manual Leadership | Victoria, BC | Project Literacy first designed this guide to

Victoria Literacy create a speakers bureau of learners to

Victoria promote literacy. However, it is an excellent
resource for teaching public speaking of any
kind. Great plain language summaries for
designing and delivering talks.

Rosenberg, Nonviolent PuddleDancer 2003 | Book Facilitation | Encinitas, This book provides a step by step approach

Marshall Communication: A Press CA to compassionate, nonviolent communication

Language of Life

and is an excellent resource for facilitators
seeking to be inclusive of all.
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Sarkissian et al Kitchen Table Routledge 2008 | Manual Community | London, UK | This manual is designed to help guide and
Sustainability: Practical Organizing support the reader through the challenges of
Recipes for Community engaging with sustainability so that you can
Engagement and make a difference for your community, your
Sustainability organization and the Earth.
Sarkissian W SpeakOut The Step by Earthscan 2009 | Manual Facilitation | London, UK | This is a manual designed to help people
and Bunjamin- Step Guide to Speakouts | London, UK organize, plan and manage community
Mu Wiwik and Community planning workshops and make sense of the
Workshops outcomes.
Schmitz, Paul Everyone Leads: Jossey-Bass 2012 | Book Leadership | San This book reframes the idea of leader from
Building Leadership from Francisco, noun to a very and then democratizes it.
the Community Up California Based on his work with Public Allies, the
author provides theories, personal stories
and concrete actions for community
organizing that builds everyone's skills.
Starhawk The Empowerment New Society 2011 | Manual Community | Gabriola This manual is a comprehensive guide to
Manual A Guide for Publishers Organizing | Island, BC processes aimed at shared power and
Collaborative Groups bottom up decision-making. It includes
necessary structures, ground rules, and
norms for healthy group functioning.
Swift, J., Davies, | Getting Started on Social | Between the 2003 | Book Toronto, This book is used in many ABE classrooms
J., Clarke, .t, Analysis in Canada Lines Ontario to introduce social analysis. It is helpful for
and Czerny, M. facilitators because it provides readable
theory with Canadian context examples.
Walljasper, Jay | All That We Share: A The New Press 2010 | Book Community | New York, This book is an antidote to the overwhelming
Field Guide to the Organizing | NY privatization model of development. The book
Commons covers historical and current movements of
cooperative sharing of common resources.
Wheatley, Turning to One Another: | Berrett-Koehler 2009 | Book Leadership | San This book is an inspiring book about the
Margaret Simple Conversations to | Publishers, Inc Francisco, power of conversation in creating social
Restore Hope to the California change and about the importance of
Future authentic dialogue.
Wilkinson, Secrets of Facilitation Jossey-Bass 2004 | Book Facilitation | San This book introduces specific techniques for
Michael Francisco, facilitating for results. It provides theories,
California case studies, numerous tips and checklists.
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AUDIOVISUAL RESOURCES

Title Publisher or on- | Year Subject Summary
line location Produced Category

After the Tsunami: Canadian 2007 | Community This 23 minute video follows one successful community

Rebuilding Our Villages, Our | Catholic Org for Organizing development initiative to help villagers in the Province of

Lives Dev and Peace Aceh to rebuild their devastated community after the
tsunami of 2004.

ABCD in Action Inclusion Press 2006 | Community This DVD profiles five groups across the United States who

Organizing have used the ABCD approach to community organizing.
Finding Dawn NFB 2006 | Community This documentary follows the work of native women
Organizing activists who are demanding attention and change for the

estimated 500 Aboriginal women who have gone missing or
been murdered in Canada in the last 30 years.

The Power of Community: The Community 2006 | Community This movie is 53 minutes and tells the story of how Cuba

How Cuba Survived Peak Qil | Solution Organizing coped with the loss of access to Soviet oil in the early
1990's. It shows how the country created low-energy,
organic solutions.

Taking Root: The Vision of Marlboro 2008 | Community This movie tells the story of Nobel Prize winner and Kenyan

Wangari Maathai Productions Organizing hero, Wangari Maathai. It tells the difficult story of the
women's green belt movement and is an inspiration to
everyone to take the smallest step.

When Strangers Become National Film 2006 | Community This 50 minute video explores how one community has

Neighbours Board Organizing been transformed through adopting an intercultural
approach to community development. It shows how this
community became a welcoming place for everyone.

Everyone has a Gift: Building | Inclusion Press 1996 | Community This video is a classic community development video that

Communities of Capacity Organizing features John McKnight as an outstanding storyteller

sharing his view of asset based community development
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