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ITrain is a collaborative system for creating manuals for computer and Internet training in developing countries. The manuals and course materials can be adapted by the instructor to suit the local context.

The training method is participatory; instructor and students learn by doing, in a cooperative setting that emphasizes empowerment. The method includes tips on participatory training styles and gender and cultural awareness in computer and Internet training.
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Preface

The Facilitating a Community of Practice - Instructor Manual is part of a series of Internet training (ITrain) materials developed by the ITrain Network. The ITrain Network consists of individuals and institutions from around the world with a wide range of technical and training expertise in information and communication technologies. The ITrain materials are available for free and are under the OpenContent License (http://www.opencontent.org/), the full text of which can be found in the GNU Free Documentation Licence Section at the end of this Manual. The ITrain materials can be obtained from the ITrain Web site at http://unganisha.idrc.ca/itrain/.
The training material methodology is a result of a needs analysis conducted in November and December of 1997 and subsequent consultations with experts and users, including field testing.  The materials are developed for use by Internet trainers and users in developing countries. If you are an individual or an institution engaged in delivering basic or advanced Internet training courses or a user who is seeking a simple, flexible and effective Internet training guide, these materials are for you.  

A key component of the ITrain package is the Instructor Notes, a separate 30-page document which provides useful guidelines on how to deliver effective training. It is important that you read this in conjunction with the Facilitating a Community of Practice - Instructor Manual. This document can be downloaded in Zipped MSWord format from:  

http://www.bellanet.org/itrain/dsp_document_dl.cfm?doc_file_id=31
or in PDF format from:  

http://www.bellanet.org/itrain/dsp_document_dl.cfm?doc_file_id=30
Preparation

We have written the following checklist to help you prepare and conduct ITrain sessions. Each item in the checklist is explained in a 30-page document called Instructor Notes. It is an integral part of the ITrain program. 

	Topic
	Action
	Done

	Preparing to conduct an ITrain course
	
	

	Learn about participants
	Ask the organizer of the training for a profile of the participants or try to meet the participants or send them a questionnaire before the training takes place.
	

	Identify the training context
	Ask the organizer about the history of the training need (i.e. who identified the need) and find out if the training is part of a larger project or training program.
	

	Assess the information sharing culture
	Ask the organizer of the training to inform you about the existing ways and means of communication and information sharing.
	

	Inform yourself about ITrain
	Visit the ITrain Web site:  check out the list with training materials and read the Instructor Notes.
	

	Address your participants’ learning styles
	Use the information gathered under topic 1 and 2 to assess your participants’ learning styles and use this information to address their learning styles during the course.
	

	Produce and select effective learning tools
	Customize the ITrain module you will use in your training course in order to reflect the needs, interests and understanding of the participants.
	

	Develop ‘what’ and ‘why’ questions
	Prepare your own list with ‘what’ and ‘why’ questions and use them to help the participants focus on the subject.
	

	Plan ways to demystify technology
	Prepare examples that introduce technology as a set of practical tools that can be used by the participants to achieve their goals.
	

	Design a flexible schedule for the training program
	Have some back-up information or exercises available for when you have some extra time and be prepared to adapt certain training topics when you realize you will not have enough time to implement the full program.
	

	Choose an appropriate training venue
	Visit the proposed training venue, talk with the caretaker and check technical installations.
	

	Practice making demonstrations
	Prepare and test all your demonstrations in advance and prepare for alternatives for the demonstrations.
	

	Arrange supplies and materials
	Make a checklist for all your supplies and materials.
	

	Announce the training
	Make sure the invitation details the time schedule and provides precise information on how to reach the training venue.
	

	Conducting ITrain courses
	
	

	1.    Get to know your participants:  before and during the course
	Mingle with participants during breaks, show interest in the participants’ work. 
	

	2.    Use principles of adult education
	Build forth on the experiences of your participants by calling upon their experience so they can connect what they know with what you are about to teach them.
	

	3.    Ask questions effectively
	Plan your questions in advance and ask a mixture of open and closed questions.
	

	4.    Handle questions effectively
	Involve participants in answering their own questions.
	

	5.    Link your material to what participants know
	Use examples of every day life, as well as the participants’ work experiences.
	

	6.    Show the benefits of what you are teaching
	Ask ‘why’ questions, such as ‘Why is this important?’ or ‘Why do you want to know how to do this?’
	

	7.    Be prepared for last minute surprises
	Prepare different versions of your Planning Table.
	

	8.
Use appropriate language
	Address men and women with their proper pronoun and refrain from using stereotypes.
	

	9.
Use appropriate non-verbal behaviour
	If you do not know the – often unspoken - rules, ask the organizer.
	

	10.  Be aware of culture or gender signals you send
	Ask yourself:  Do you confirm a stereotype? Are you a good role model for the participants? How are you different (gender, culture) from your participants?
	

	11.
Check your assumptions
	Ask yourself:  How are the participants different (gender, culture) from you?  Do you assume that these differences affect their learning in the course? 
	

	12.
Address negative experiences and remarks
	Translate negative experiences and remarks into questions and use a group discussion to find possible answers.
	

	13.
Use reviews and repetition
	Prepare questions that help participants review the new information.
	

	14.
Make sure that all trainees have equal access to computers
	If equal access is a problem, use strict time schedule per student or organize separate hands-on sessions for specific groups of participants.
	

	15.  Deal positively with technical problems
	See every technical problem as an opportunity for learning:  explain cause and discuss possible solutions.
	

	16.  Conclude sections on a high point
	Stress the positive points:  the new understanding, the co-operation between the participants, the amount of information covered.
	


Planning to Deliver the Course

Time to start planning our session. That is an important point - planning is an essential ingredient of solid training. Later in this manual, we include a session plan. However, the plan is not cast in concrete. You will need to adapt it to the group you are instructing and also to your preferred way of instructing.  

This is a broad course. Keeping to a schedule while teaching a course like this takes skill and planning. In the course outline that follows, we have placed the estimated time for each section in the Planning Table for the course. You can make a photocopy of the Planning Table and keep it in front of you while you are giving the course. This will help monitor your time so you can see how well you are doing compared to the planned use of time.  
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1. Timing of Sections

This course is designed to be conducted in one day. The Instructor Manual gives options to customize the sections to fit a different timeframe for the course. The following table outlines the sections within the Facilitating Communities of Practice course and indicates the amount of time we have estimated for teaching them. There are leader-led components where the instructor speaks to the group. There are also self-study sections, with participants working on their own or in pairs and the instructor acting as a coach or discussion facilitator.  

Be certain to allocate time for the leader-led sections. The self-study sections are more flexible. The number of self-study sections completed in a given course will depend on the speed with which participants complete them.
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2. Planning Summary

When instructors are planning to conduct training, it is important that they gain an overview of the course they are about to teach. That way, you can remember how the pieces of the puzzle fit together. As a result, your delivery will be smoother. You will feel more confident. For example, when someone asks you a question about a topic that comes later, you will be able to confidently explain what is coming and ask him to be patient.

Planning table

The following table will help you gain an overview of the course. It is not, however, a substitute for a plan that you draw up yourself. It should help you, nevertheless, in making your own plan. One way to make your personal plan would be to photocopy this plan and modify it to suit your personal needs. If you obtain the MS-Word file of this course plan, you will be able to make whatever modifications you wish to this plan - and the entire course.  

	
	Topic
	Key points
	Time

	1.
	Welcome & Introductions
	Introduce yourself. Explain prerequisites. Hand out participant manuals. Allow participants to introduce themselves and to ask one question about CoPs or facilitating CoPs. 
	30

	2.
	Workshop Objectives and Establishing Guidelines
	State the course objectives. Be sure to ask students for their feedback on how the objectives relate to their training needs and expectations. 
	10

	3.
	Shared Understanding of CoPs
	Through a short presentation and discussion help participants develop a common definition and shared understanding of CoPs.
	30

	4.
	Role of the Facilitator: What Makes a Facilitator Successful
	Discuss the key roles of a facilitator and demonstrate them, using drills. 

Identify useful facilitation skills through a role playing exercise which involves reaching consensus on a plan for a dinner party. 
	60

	5.
	Face-to-Face vs Online Communication
	Examine the differences and similarities between face-to-face or online communications by asking which type of meeting – an online or face-to-face – would be better (or easier) to address the outlined situations.

Provide participants with the opportunity to facilitate a community by responding, in the form of an email, to a series of scenarios. 
	90

	6.
	Exploring a Primary Tool for Online Communication
	Introduce Yahoo!Groups – one possible tool to support communities. As a group, set up a community.
	45

	7.
	Key Elements for Creating a CoP
	Wrap-up with a discussion of the key elements needed to nurture a Community of Practice. Allow participants the time to develop a plan of action for their own community.
	45

	8.
	Review
	An essential part of the course; please allow time to conduct a review; participants review their notes and the manual and select three things that they have learned; later, they explain these points to the group.  
	30

	9.
	Evaluation: To be Completed by Participants
	Leader-led: Very important; will generate ideas for improving the course.  
	10

	Total estimated time in minutes                                                             5 hrs 50mins
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3. Pre-Planning for the Course Checklist

	Category
	Check
	Topic

	Training room general
	
	Good soundproofing

	
	
	Sufficient light (natural/electrical)

	
	
	Curtains/blinds

	
	
	Ventilation/air-conditioning

	
	
	Enough chairs

	
	
	Sufficient electrical power points

	
	
	Enough room for the group, equipment, games

	
	
	Training facility manager plus contact number

	Training room available facilities
	
	Flip chart

	
	
	Whiteboard

	
	
	Blackboard

	
	
	LCD / Computers

	Training room amenities
	
	Where are toilets

	
	
	Enough toilets for men and women

	
	
	Room for breaks and lunch

	
	
	Accessibility for disabled participants

	
	
	Elevator

	
	
	Fax and fax number

	
	
	Telephone and telephone number

	
	
	Photocopier

	Training room security
	
	Is room secure overnight

	
	
	Are personal belongings safe during breaks

	
	
	Is room accessible outside office hours

	Training room location
	
	Is venue easily accessible by public transportation

	
	
	Is venue easily accessible by car

	
	
	Is there enough parking space

	
	
	Is it safe to travel from venue after office hours

	Materials
	
	Marker pens and eraser for whiteboard

	
	
	Chalk and eraser for blackboard

	
	
	Marker pens for paper

	
	
	Flip chart paper

	
	
	Large sheets of paper

	
	
	Thick paper or thin cardboard for cards

	
	
	Scissors

	
	
	Adhesive tape

	Computers, if applicable
	
	Enough computers

	
	
	Are all computers working

	
	
	WWW browser installed (Netscape, Explorer)

	
	
	Live Internet connection

	
	
	Technical support (network manager plus contact number)
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4. Conventions Used in this Manual

	Icons
	The following icons appear in the instructor manual or in both the instructor’s manual and the student’s manual. We included icons to draw attention to the text beside them and to give an immediate visual clue about the meaning of the material contained in the section.



	
	This is a box with information for the instructor. You can use it to prepare yourself before you conduct a course.



	
	When you see a bubble like this, you are strongly encouraged to customize the current topic.



	
	This is a box with references to additional resources for the instructor. The resources can be found in the Resource Section in the back of the Instructor Manual or at the ITrain Web site.



	
	This for your information icon indicates additional information or resources for instructors and students.



	
	This icon represents an exercise that participants are to complete.
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5. Evaluation Form for Instructors

Evaluation:  to be completed by all instructors

Good training courses are constantly being revised and improved. The best way to review a course and develop new ideas for revisions is to get feedback from instructors and participants who use it. With that in mind, we have created a questionnaire for your comments. Please treat this questionnaire as a guideline. Feel free to add comments in any areas you feel we have missed. You can send your evaluation to:

Attn: Bellanet International Secretariat

c/o IDRC, PO Box 8500

Ottawa, ON K1G 3H9

Canada

Fax #: +1 613 236-7230

Email: itrain@bellanet.org
	Name:
	

	Email Address:
	

	Course Name
	

	Duration in Hours:
	

	Date:
	

	Location:
	

	Number of Instructors: 
	Male = 

	
	Female = 

	Number of Students: 
	Male = 

	
	Female = 

	Describe in a few words, your cultural background:


	


In the table below, please rate the material with an x or (. Please indicate which sections you conducted in a leader-led format and which ones were self-study. 

	Topics
	Students’ level of interest
	Delivery method
	How well did this section work?

	
	high
	medium
	low
	leader-led
	self-study
	very well
	okay
	not very well

	Welcome & Introduction
	
	
	
	
	
	
	
	

	Workshop Objectives & Establishing Guidelines
	
	
	
	
	
	
	
	

	Shared Understanding of CoPs
	
	
	
	
	
	
	
	

	Why do CoPs need Facilitators?
	
	
	
	
	
	
	
	

	Face-to-Face vs Online Communication
	
	
	
	
	
	
	
	

	Exploring a Primary Tool for Online CoPs
	
	
	
	
	
	
	
	

	Key Elements for Creating a CoP
	
	
	
	
	
	
	
	

	Review
	
	
	
	
	
	
	
	


Please indicate the extent to which you agree with the following statements.  

	Questions
	Ranking

	1 - strongly disagree, 2 - disagree, 3 - neutral, 4 - agree, 5 - agree strongly

	
	1
	2
	3
	4
	5

	The introductory notes for instructors were helpful.
	
	
	
	
	

	The introductory notes for instructors were easy to read.
	
	
	
	
	

	The layout of the manual made it easy to follow.
	
	
	
	
	

	The words used in the manual were easy to understand.
	
	
	
	
	

	The explanations in the manual were easy to understand.
	
	
	
	
	

	The manual was the right length.
	
	
	
	
	

	The graphics of the manual were easy to read.
	
	
	
	
	

	These course materials helped me teach the Internet.
	
	
	
	
	

	The training was what I thought it would be.
	
	
	
	
	


Topics that should be added:

Topics that should be removed:

Describe the materials you added:

Other comments:

Course Notes

6. [image: image28.png]


 Welcome & Introductions
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Objectives: Get to know the workshop participants and develop a list of questions on CoPs.

Welcome to the Facilitating a Community of Practice (CoP) Manual. This manual is a reference for your personal learning. Feel free to make notes on it.  You can learn more about the ITrain Collective, of which this manual is a part, at http://www.bellanet.org/itrain/. 

Question

Write down one question that you have about communities of practice or facilitating communities of practice.
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 Workshop Objectives and Establishing Guidelines

[image: image31.png]



Objectives: Understand the objectives of the workshop and establish the guidelines for working together.
The workshop objectives are as follows:

a. Develop a shared understanding of Communities of Practice.

b. Clarify the role of a facilitator of a CoP, including the differences between face-to-face facilitation and online facilitation.

c. Begin to develop skills in facilitating online Communities of Practice.

d. Learn how to set up an online Community using Yahoo!Groups

e. Develop an action plan for facilitating a Community of Practice.

Whether you are working face-to-face or virtually, agreed upon guidelines for working together are always useful. Jot down some guidelines that you would like to see added to the list.

· Actively participate

· Ask questions

· Value the opinions of others

· Encourage others to participate

· _________________________________

· _________________________________
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Shared Understanding of Communities of Practice
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Objective: Develop a shared understanding of Communities of Practice.

Several definitions of Communities of Practice exist and as a result, it is worth narrowing the focus in order to develop a shared understanding of the term.

[image: image5.png]Communities of Practice

“groups informally bound together by shared
expertise & passion for a joint enterprise”
- Efienne Wanger

“peers in the execution of real work. What
holds them together is a common sense of
purpose and a real need to know what
each other knows”

- John Seely Brown





[image: image6.png]Members





[image: image7.png]Multiple Communities





[image: image34.png]



[image: image8.png]‘ How are Communities of Practice -{&3-

Different?
Purpose Glue Duration
Commurity |Bchange | Seffsdlect | Passion, | Aslongasthe
of Practice | knowledge identfication | iterest lasts
vith goup
Work Group | Deliver Alucer | Job& Ukl
prodct maeger | commongedl | restructured
Project Accomplish | Assigned or | Project Project
Team specfictask |selected | miestones | completed
andgeal
Tnformal | Psson Flenb& | Mbeined |Aslorgas
networks  [business | business reason edsts
informetion | acquaintances

(excerp from “Communties of Practie: The Orgarizatonal Fronter, by Elenne Wenger)




[image: image9.png]Key Elements of a Successful CoP

> Trust...

is absolutely essentiall

v

Common Purpose/Godls...
...are necessary fo create common ground and a shared idenfiy
» Committed members...
will keep their promises, follow guidelines, stay nvolved and,
when needsd, put the group's comon inferast abov th
personal ones.
Useful....

communities vill do work, giving you the things you need

v

Interconnectedness. .

.. through a varisty of mediums enables the flow of knowledge
across the communily.

v




9. [image: image35.png]


Why do CoPs Need Facilitators?
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Objectives: Clarify the role of a facilitator of a CoP and begin to develop the skills necessary for effective facilitation.

One of the most important factors for the success of a community is the strength of its leadership. Effective facilitators, or community coordinators, are able to dedicate a significant portion of their time and expertise in performing a number of key functions.

Key Roles

A facilitator helps a group function effectively by playing these key roles: 

· Clarifies and reinforces the purpose of the community.

· Keeps the discussion focused.

· Ensures that everyone has a chance to participate

· Helps to ensure understanding.

Key Skills

There are four critical facilitation skills that should be used by the facilitator to help groups work together effectively. These include asking questions, paraphrasing, summarizing and encouraging participation. These skills are useful whether you are working one-on-one, in a group, or with a virtual community.

Asking Questions:
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Paraphrasing:

Summarizing:

Encouraging:

Exercise - Strengthening Facilitation Skills
Practice using the facilitation skills by asking questions, paraphrasing, summarizing and using encouraging behaviours while a story is being told. What do you notice about using the skills? What does it take to do it well?

Asking Questions:

Paraphrasing:

Summarizing:

Encouraging:

Exercise: Putting it all Together

Task: Reach consensus on a plan for a dinner party in 10 minutes.


Role of Facilitator: Use the skills of open-ended questions, paraphrasing and summarizing as well as other techniques to get the group to reach consensus on a plan for a dinner party. (Time - 10mins).

Role of Group Members: Using the Role Card, participate accordingly in the task.

Observer’s Role: You will be asked to provide feedback on the facilitator’s ability to involve the participants, ask open-ended questions, and paraphrase and summarize the discussion.


What facilitation skills helped most? Why?

What are the major responsibilities of a facilitator in a face-to-face setting? How would they be different in a virtual setting?

If you were facilitating a virtual group, what advice would you give yourself?

10. Face-to-Face Versus Online Communication


Objectives: Understand the differences and similarities between face-to-face and online communications and begin to develop skills in facilitating online CoPs.

A Situational Comparison

Exercise: Face-to-Face Versus Online
On the following page is a list with activities or situations that may occur in a group meeting. An example of an activity is “to apologise in front of everyone”. If I had a choice, I would prefer to apologise in an online meeting, not in a face-to-face meeting where everyone can see how awkward I feel. What would you prefer? What type of meeting do you consider better for these situations? 

Please use your own experiences or assumptions and indicate your answers using x or (. 

When is it better (or easier) – during an online meeting or a face-to-face meeting – to deal with the following types of situations:

	Situation
	Online
	Face-to-Face
	Both

	1. To apologise in front of everyone
	
	
	

	2. To stick to time lines
	
	
	

	3. To give your opinion when you are a shy person
	
	
	

	4. To be sure that everyone has access to the same information
	
	
	

	5. To keep information confidential
	
	
	

	6. To keep everyone focused on the issue under discussion
	
	
	

	7. To insult someone unintentionally
	
	
	

	8. To join at a later stage or to leave whenever you want
	
	
	

	9. To be very dominant in a discussion
	
	
	

	10. To overwhelm everyone with lots of information
	
	
	

	11. To brainstorm
	
	
	

	12. To keep silent
	
	
	

	13. To share documents
	
	
	

	14. To involve people speaking different languages
	
	
	

	15. To get a general impression of all participants
	
	
	

	16. To make sure everyone sticks to the same ground rules
	
	
	

	17. To decide quickly on urgent issues
	
	
	

	18. To support someone who finds it difficult to participate in the discussion
	
	
	



Explain the purpose of this exercise – to explore ways to respond to typical online facilitation scenarios. 

There are nine scenarios, contextualized through an email or text description. Depending on the size of the group, have participants breakout into groups of 3-5 people – whichever number allows each group to run through two different scenarios. Sort the groups into “group pairs” (or “triplets” if necessary) and have each group pair brainstorm on the same scenario and draft a reply. In a report-back, each group pair will compare replies and discuss. 

Repeat the process once covering the remaining scenarios.  

 

The scenario messages and situation can be modified to be more relevant and appropriate to the workshop participants.
The Overall Scenario

Exercise: Hands-On Facilitation
You are the facilitator of an online community of poverty alleviation projects in Africa called PAOCA (Poverty Alleviation Online Community for Africa). All projects are funded by the same donor. The donor has provided resources for each project to participate in the online community and for the time spent by the facilitator. The goal of the online community is to improve the quality of the poverty-alleviation projects through the speedier diffusion of learning and experiences across them.

The members of the online community are connected via an electronic mailing-list. The list is called paoca-l@lyris.bellanet.org. The mailing-list has been in existence for a year and has approximately 150 members. Recently a new wave of projects has been approved by the donor resulting in 15 new members to the online community.

Members of the list include project managers, representatives of line agencies in recipient countries and representatives of the funding agency.

The following scenarios are described:
1. Building Identity

2. Message Overload

3. Inactivity on the List

4. Resolving Conflict

5. Authoritarian Experts

6. Long, Complex Message

7. Consistently, Off-topic messages

8. Cultural and Gender Conflict

9. Power Relations

1. Scenario: Building Identity

Fifteen new members have recently joined the discussion. You recognize that knowledge flow is in large part determined by trust and how well people know each other.
In your role as facilitator, what steps do you take to help the new members develop a sense of trust in and belonging to the online community? Compose your answer in the form of an email.
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Suggestions: Message Overload

· Point out that all discussions have peaks and valleys? troughs and the current busy period is unlikely to be sustained

· Suggest that they switch the member’s setting to “digest” mode on the mailing lists to receive a single email each day containing a “digest” of the day’s messages

· If the whole group is involved in both issues, suggest that the group deal with one issue at a time

· If sub-groups are dealing with the separate issues, suggest closer attention to the use of subject lines to help people better organize the reading of their messages

· If only 3 or 4 people are involved in one of the discussions, suggest that they take the discussion “offline”, that is to say communicate privately on the issue via email

· Acknowledge all personal communication with a personal reply; don’t generalize a reply to a private message to the list

2. Scenario: Message Overload

List activity has recently risen dramatically.  From a norm of about 12 messages per week, message activity has risen to about 12 messages per day.  Several factors account for this.  The donor has recently announced new reporting requirements which have stimulated discussion amongst the participants. At the same time, members are preparing online for a knowledge sharing workshop in Harare. The combination of these two things has produced a dramatic increase of activity on the mailing list.

As the facilitator you have received private messages from several members complaining that they find it hard to keep up. One has even publicly asked to be removed from the list.

In your role as facilitator, what do you do?  Compose your answer in the form of an email.


3. Scenario: Inactivity on the List

It’s been three weeks and no one has posted a message to the list.

In your role as facilitator, what do you do?  Compose your answer in the form of an email.

4. Scenario: Resolving Conflict

Two recognized experts are arguing on the PAOCA list.  Their arguments are interesting and cogent but not free of personal invective.

To:
PAOCA <paoca-cl@lyris.bellanet.org>

From:
Cyril Ubuntu <cyril@people.net>

Date:
12/12/2002

Subject:
Project management skills

It has come to my attention that many of the project managers implementing United Funding Agency’s projects are lacking in the skills needed to use core project management tools such as MS Project.  In my opinion, all project managers should be able to demonstrate capacity in the use of project management software before being given responsibility for a project.

~Cyril

-----------

Cyril Ubuntu <cyril@people.net>

Project Manager

Southern Africa – Poverty Alleviation Project

To:
PAOCA <paoca-cl@lyris.bellanet.org>

From:
Patricia Uhuru <puhuru@freedom.net>

Date:
13/12/2002

Subject:
Re: Project management skills

Dear Cyril,

I object to your prescriptive approach.  You always think that software is the solution to everyone’s problems.  In my 20 years of experience, I have successfully managed dozens of projects without the “benefit” of project management software.  In many cases, projects have software IMPOSED UPON THEM.  This only detracts from the project manager’s time, which could be more usefully spent directly engaging with poor communities.

~Patricia

-----------

Patricia Uhuru <puhuru@freedom.net>

Project Manager

Eastern Africa – Poverty Alleviation Project


In your role as facilitator, what do you do? Compose your answer in the form of an email.

5. Scenario: Authoritarian Experts

A new member, in one of her first messages to the list, mentions a recently published work that she has found useful and interesting. A long-time member of the list and recognized expert dismisses the work and by implication, the new member.

To:
PAOCA <paoca-l@lyris.bellanet.org>

From:
Emmanuel Nduna

Date:
12/12/2002

Subject:
Interesting paper

Greetings,

I thought that some of you might be interested in a paper that I recently discovered in the African Journal of Poverty Alleviation.  John Smith of the University of Wallamaloo writes that the next generation of micro-credit lending institutions will transform the face of lending in Africa over the next decade.  

Perhaps this indicates that we should be investing more in micro-credit institutions as part of our poverty alleviation strategy.

Looking forward to hearing your views.

All the best,

Emmanuel

-------------

Emmanuel Mafuna <emafuna@funder.net>

Research Assistant

United Funding Agency

To:
PAOCA <paoca-cl@lyris.bellanet.org>

From:
Cyril Ubuntu <cyril@people.net>

Date:
12/12/2002

Subject:
Project management skills

Dear Emmanuel,

John Smith is hardly a respected member of the academic community.  His ideas have long since been discredited in most academic circles.  In my most recent paper, systematically disprove his arguments.  Most respected researchers have little time for his theories.

You might spend your time more productively investigating some of my papers at http://www.pedantic.net/~cyril.

~Cyril

-----------

Cyril Ubuntu <cyril@people.net>

Project Manager

Southern Africa – Poverty Alleviation Project


In your role as facilitator, what do you do?  Compose your answer in the form of an email.

6. Scenario: Long Complex Message

A list member posts a very long and seemingly complex message that nobody responds to.  Obviously a lot of thought went into the message but either for reasons of length or complexity or both, members have not responded.

To:
PAOCA <paoca-cl@lyris.bellanet.org>

From:
Patricia Uhuru <puhuru@freedom.net>

Date:
14/12/2002

Subject:
Impact Assessment Rating

Dear PAOCA members,

The twin objectives of any micro-finance institution are to be financially viable, and to maximize the access of its services to the poor. While it is a difficult juggling act to be able to reach the poorest of the poor and remain financially sustainable, it is, nonetheless, the poor that make up the clientele and provide for the successes of the industry. Therefore, those MFIs that can plan for and maintain a high level of access while applying sound financial and managerial practices are likely to succeed. What is required is a means of showing how effective their operations are at raising the living standards of their customers, especially among the most impoverished. 

The information required for such a task would need to take into account how well the MFI contributes to their clientele's ability to: 

Increase, stabilize and diversify their revenues; 

Ensure basic goods and services, foods and medicines among others for their households; 

Improve household living conditions, in particular those of women; 

Increase household wealth; and 

Increase participation in economic and social life as well as fostering autonomy among various population groups. 

The methodology would need to be centred around a socio-economic data gathering system on households. A control group would be acknowledged, both qualitative and quantitative indicators would be drawn from the data collected from interviews and/or questionnaires, and follow-up visits/questionnaires would be established. 

There are a number of important questions to be answered about the practicality and efficacy of an Impact Assessment Rating system: 

Poverty impact assessments may show individual donors that their money is being spent well, but can it satisfy private investors, such as commercial banks? 

It is taken as a given that an MFI must be financially viable before it can improve access to the poor. Thus, it is important that the MFI become financially sustainable; then it can offer whatever level of services it wishes to its customers. However, with the sudden proliferation of MFIs and the multitude of different business practices they employ, it is difficult to predict which ones will be ultimately successful. It is in this respect that one ought to look at what has driven the microfinance industry-the resourcefulness of the poor. The growth of the industry is based on the tapping of a resource that was previously deemed to be unprofitable. Indeed, it is the ability of MFIs to increase the living standards of the poor that is an indicator of their success. If an MFI can be acknowledged for improving the lot of its clients as a result of its level of access, it is a good indication that the MFI will be sustainable in the long term. 

If individuals and households are to be seen as emerging from poverty, how do you go about defining "poverty"? 

This question revolves around the issue of what standards, performance indicators, or benchmarks are most appropriate for an assessment rating. These would, as mentioned, either be formed by the MPA or decided by those organizations tapping into an MPA Rating Fund, led by certain minimum guidelines. The acceptance of such measures can be seen in how many MFIs and evaluation agencies voluntarily involve themselves in the system, and what kind of reaction it is given by donors, investors and banking institutions. 

How do you know if someone has risen out of poverty due to the services offered by the MFI, or if it was due to something else? 

The answer would have to be determined from the accuracy of the methodology used, but would also depend on taking a deep look into all the factors involved in poverty alleviation. MFIs will certainly be more successful if they are working in a favourable environment, and if their efforts are supplemented by different sorts of development initiatives within the community. How an MFI takes advantage of its surroundings and how it associates itself with other development organizations may be determining factors in its impact on poverty alleviation.
 

What does everyone think?

~Patricia

-----------

Patricia Uhuru <puhuru@freedom.net>

Project Manager

Eastern Africa – Poverty Alleviation Project

In your role as facilitator, what do you do?  Compose your answer in the form of an email.

7. Scenario: Consistently Off-Topic Messages

Over the course of the last few weeks, one of the members of the list (Pierre) has posted a couple of off-topic messages related to the consulting services that his company offers in the area of micro-credit.  The most recent of his messages is listed below.

To:
PAOCA <paoca-cl@lyris.bellanet.org>

From:
Pierre Diallo  <pierre@consultarama.net>

Date:
15/12/2002

Subject:
Consultant for Hire

Dear friends,

Consultarama can help you turn your project around.  We have 700 years combined microcredit expertise in 49 countries around the world.

Our list of satisfied clients includes:

 - World Bank

 - IMF

 - WTO

 - ADB

 - IADB

Can you afford not to use the services of Consultarama?

Visit our website at http://www.consultarama.com
Guaranteed results or your money back!

Bless you all,

Pierre


In your role as facilitator, what do you do?  Compose your answer in the form of an email.

8. Scenario: Cultural and Gender Conflicts

In the midst of a healthy discussion on micro-finance best practices, a list member posts a culturally inappropriate and insensitive message.

To:
PAOCA <paoca-cl@lyris.bellanet.org>

From:
Pierre Diallo  <pierre@consultarama.net>

Date:
15/12/2002

Subject:
Grameen model for Africa

Dear friends,

In Patricia’s recent message she suggests that the Grameen micro-finance example should be replicated throughout Africa. In my opinion, the Grameen model will never be successfully replicated in Africa. Women were instrumental in the development of the Grameen model and as a result, this particular model wouldn't work well in Africa because women there are much more submissive than South Asian women.

My 2 cents,

Pierre


In your role as facilitator, what do you do?  Compose your answer in the form of an email.

9. Scenario: Power Relations

The following email has been forwarded to the list from a senior manager within the United Funding Agency.  The message was posted over a week ago and has received no response.

To:
PAOCA <paoca-cl@lyris.bellanet.org>

From:
Donald Green  <dgreen@funder.net>

Date:
19/12/2002


Subject:


Dear project recipients,

As head of Evaluation at United Funding Agency (UFA), we urgently need your input to assist us in improving the quality of our project delivery.

Learning is not a spectator sport and we need all of your experiences to help us.  We have many success stories but often the richest learning comes from failure.

We would like to hear about all of your failures so that we continue to improve project delivery here at UFA.

Please share your failures with the other list members so that all may learn.

-------------------

Donald Green <dgreen@funder.net>

Chief Evaluation Officer (CEO)

United Funding Agency


In your role as facilitator, what do you do?  Compose your answer in the form of an email.


Wrapping Up – Guidelines:

During this exercise, you might have observed or discovered some guidelines that would be useful for a facilitator to follow.

Working in groups, create a list of useful guidelines:

11. Exploring a Primary Tool for Online Communities of Practice


Objectives: Understand the features and possible uses of Yahoo!Groups, a technology used to support communities, by creating and customizing a Yahoo!Group.

Yahoo!Groups - Getting Started

Yahoo!Groups is a service that allows you to bring people together through a web site and email group.  It is a free service for both members and moderators, supported by advertisements and partially sponsored by advertisements inserted into the email messages you receive.

You don't need to know HTML to create your own site.  However, you should become a little familiar with the technology before enlisting participants in your group.


Setting up your Yahoo! Account 

In order to create a Yahoo!Group, you will first need to set up an individual account if you haven’t done so already. 

1. Go to the Yahoo!Groups home page at http://groups.yahoo.com/.
2. In the “Sign In” column, click here to register as a New User. 
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3. Sign up for your Yahoo!ID by filling out the form with the relevant information and submit when complete.
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Creating your own Yahoo!Group 

Once you have a Yahoo user name and password, you will be able to create your own Yahoo!Group.

From the Yahoo!Groups home page, http://groups.yahoo.com, click on “Start a New Group”.

(Note: You may be asked to sign in to Yahoo!Groups using your new User Name and Password.)
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You will now be led through four (4) steps to create your group.  At each step, you will be required to provide information about your group.

Step 1 of 4: Select a category for your Group.  Classify your group into the category that best describes your group trying to be a specific as possible.  
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Step 2 of 4: Describe your Group.  
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You will need to provide the following information:


f. Group Name, an email address and a description.

g. Primary language.

h. Directory listing type as either “Listed” or “Unlisted”.

i. Membership type - The following options are available:

· Open: Members can join freely,

· Restricted: Approval by the moderator is necessary for all members,

· Closed: Only invited members can join.  You should note that if you select closed, you will not be able to change the membership type at a later date.

j. Moderation Type - The following options are available:

· Moderated: As the moderator, you will have to approve all messages before they are posted to the list,

· Unmoderated: Messages are posted directly to the list. No approval by the moderator is necessary

· Newsletters: No other member is allowed to post. Only the moderator can post messages.

Step 3 of 4: Select your Yahoo!Group profile and email address.  

If you have more than one profile with Yahoo!, you will be asked to choose the profile that you wish to use for your Yahoo!Group. Otherwise, your default profile and address will appear selected and you simply need to click on Continue.
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Step 4 of 4: Invite people to your Group

At this step, you can invite up to 50 members, at any one time, to join your group by entering their email addresses into the appropriate text box.  You may wish to skip this step and send invitations later.  

You should avoid subscribing other members to your list without first obtaining their permission.  Instead, it is recommended that an invitation to join the group be sent out to the invited members, which would include a description of the Group and why they are being asked to join, if necessary.
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CONGRATULATIONS! You have just set up your own Yahoo!Groups. You now have the option to View or Customize your group pages.

Spend some time online exploring the Yahoo!Groups Features and Customization option. You can refer to Appendix 2 – Yahoo!Groups for a detailed explanation of the options. 

12. Towards a Healthy Community of Practice – The Facilitator’s Role


Objective: To explore the role of the facilitator in creating a healthy environment for a CoP to thrive.
The Facilitator’s Role

The role of the facilitator in a CoP goes beyond those explored in Section 4 of helping the group function effectively. The facilitator plays a key role in creating a healthy environment in which the CoP can thrive by:

· Building trust

· Promoting common purpose/goals
· Strengthening the sense of commitment
· Creating an atmosphere of mutual support and encouragement

Trust among participants, as well as between the facilitator and participants, is the foundation for a successful community of practice. Without trust, people will not be able to feel part of the group and work together to share information, participate in discussions, or accept rules and guidelines.

The facilitator can do the following to help build trust:

Common purpose/goals among participants is important. A group can work together online when they share common goals. The need to work together will become stronger as the participants realize that they are dependent on one another to reach these goals. 


The facilitator can do the following to help promote common purpose/goals:

Sense of commitment is a key ingredient for working together to reach a common goal.  A successful community of practice consists of committed group members who feel responsible for their own actions so that others can depend on them.  Committed participants keep their promises, follow guidelines, stay involved and, when needed, put the group’s common interest above their own personal ones.  A committed group will be able to develop its own group identity and a sense of shared accountability for the group’s common goal.

The facilitator can do the following to strengthen this sense of commitment:

An atmosphere of mutual support and encouragement needs to exist. How we work together, how we communicate, and how we share information is critical. Some will only share their time or expertise when they feel cared for. Others concentrate on the practical tasks that help them to reach their goal and share their resources whenever needed. Some will need a lot of personal encouragement; others will feel better when left alone to fulfill their task(s).


The facilitator can help create an atmosphere of mutual support and encouragement by:

Exercise: Developing a plan of action

Each of you has your own situations where you want to build or strengthen a community of practice.  Most of you will be at a different place or stage of developing this CoP.  

Identify and describe the next 3 to 5 steps that you need to take to move your CoP forward. Describe how you will do this and what a reasonable time frame might be.  Write this down.

Identify the facilitation skills you want to further develop.  Consider how you might do this.

13. Review

Key Elements

Go back and review your notes for this activity. Select three main things you have learned in the COP course. Review these in your notes or this manual and be prepared to explain one of them to the group. We ask you to select three because someone else might select one of the points you have chosen. By choosing three items, there should be one left by the time your turn comes.  

We have had several ways of learning including instructor-led, group and individual exercises and discussions in break-out sessions. What types of activities did you prefer?  

14. Evaluation

One important part of training is to receive specific feedback from people who use the materials. With that in mind, we have created a questionnaire for your comments.  Please treat this questionnaire as a guideline. Feel free to add comments about any areas you feel we have missed. 

	Name (optional):
	

	Email Address (optional):
	

	Course Name
	

	Duration in Hours:
	

	Date:
	

	Location:
	

	Instructor: 
	


Please indicate your answers below with an x or a check.  
	Topics
	How relevant did you find this section
	Delivery method
	How well did this section work?

	
	Very
	Some-what
	Not very
	leader-led
	self-study
	very well
	okay
	not very well

	Welcome & Introduction
	
	
	
	
	
	
	
	

	Workshop Objectives & Establishing Guidelines
	
	
	
	
	
	
	
	

	Shared Understanding of CoPs
	
	
	
	
	
	
	
	

	Why do CoPs need Facilitators?
	
	
	
	
	
	
	
	

	Face-to-Face vs Online Communication
	
	
	
	
	
	
	
	

	Exploring a Primary Tool for Online CoPs
	
	
	
	
	
	
	
	

	Key Elements for Creating a CoP
	
	
	
	
	
	
	
	

	Review
	
	
	
	
	
	
	
	


Please indicate the extent to which you agree with the following statements.  

	Questions
	Ranking

	1 - strongly disagree, 2 - disagree, 3 - neutral, 4 - agree, 5 - agree strongly

	
	1
	2
	3
	4
	5

	The introductory notes for instructors were helpful.
	
	
	
	
	

	The introductory notes for instructors were easy to read.
	
	
	
	
	

	The layout of the manual made it easy to follow.
	
	
	
	
	

	The words used in the manual were easy to understand.
	
	
	
	
	

	The explanations in the manual were easy to understand.
	
	
	
	
	

	The manual was the right length.
	
	
	
	
	

	The graphics of the manual were easy to read.
	
	
	
	
	

	The training was what I thought it would be.
	
	
	
	
	


Topics that should be added:

Topics that should be removed and why:  

Other comments:  

Appendix I - Roles
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Cut out the Roles outlined below and paste them to a piece of bristolboard or cardboard before handing them out to the role-players.

	ROLE

You are the person who disagrees with everything the facilitator proposes and interrupts the facilitator but doesn’t come up with new ideas or suggestions.


	ROLE

You are the person who agrees with everything the facilitator proposes.

	ROLE

You are the person who supports several different possibilities.


	ROLE

You are the person who suggests several different possibilities.



	ROLE

You are the person who does not contribute unless you are specifically asked for your opinion.


	


Appendix II – Yahoo!Groups 
Features and Customization

Yahoo! Groups' Features

Every Yahoo!Group is initially created with the following features, as listed on the left-hand side of the group’s home page:

	Messages
	View the list’s archives posted to the group.  Members can expand the messages, search the archive or follow a thread. 

Posting (Messages to the Group)

There are two ways members can post messages to the group:

· Via the Group’s Web Site – From the group’s home page, click on Post.  Fill in the subject heading and message text boxes.  Submit by clicking on the Send button.

· Via Email:  From an email application, write the email to the group’s address, groupname@yahoogroups.com, substituting the actual name of the group for "groupname." Group names are not case sensitive. 

Note: Messages can only be posted by the group members, and only from email addresses registered with Yahoo! Groups. 

Note: Yahoo! Groups restricts messages to 1 megabyte in size to prevent abuse. 

Pending (Messages to the Group)

If the group is “Moderated”, this moderator-only section will list the messages for approval.  The moderator can approve messages from the “My Groups page”, the “Messages page” or from email.



	File
	This feature allows any member to share documents with other group members.  You can upload and download files, organize files and folders, auto-deliver files.

Note: File upload only works with Netscape Navigator or Microsoft Internet Explorer, version 3.0 or higher. If you use IE v3.0, you will need to download a special software patch from Microsoft (see Yahoo! Groups Help section for more details)

	Chat
	Chat allows members to have synchronous discussion online.  The following system requirements are necessary to support the chat feature:

· a personal computer running Microsoft Windows 95, 98, NT, or 2000 

· Microsoft Internet Explorer (version 4.0 or later) or Netscape Navigator (version 4.08 or later) 

HTML chat is not currently supported. 

	Photos
	The photo feature allows group members to share photos.  Members can add, edit and delete photos, work with albums and view slideshows of their photos.

	Bookmarks
	Members can provide links to other web pages using this feature. To create a bookmark:

1. Go to the Bookmark area of your group. 

2. Click on the Add Bookmark link. 

3. Type or paste in the title and URL of the web site you'd like linked. (It's not necessary to type in the "http://" portion of the URL.) 

4. Type in a brief description. 

5. Click on the Add Bookmark button. 

	Database
	Members can use this feature to create custom tables to organize information.  Yahoo! Groups provides templates that can be used as starting points or members can select the “empty” template to create their own.

Note: Each group can only have up to 10 tables. Each table can't exceed 1000 rows, or 10 columns. 



	Polls
	Polls are a one way to get feedback from your group.  

Any member can create a question with up to 25 possible responses.  The results of the poll are automatically tallied when the poll is concluded by the member 

Note: If you choose to edit a poll after voting has begun, you will lose the existing votes.



	Members
	This feature provides a list of current group members and access to their profiles.  Members can access each other’s public information made available in their Yahoo! profile provided they have “converted” their accounts to be associated with a Yahoo! ID.

Pending

This moderator-only section displays the email addresses of people who have sent requests to join a “Restricted” group. Moderators use this section to approve or deny subscription requests.

	Calendar
	The group calendar is a great way to share events and activities.  

Any member can schedule events by simply clicking on Add Event link at the top of the Day, Week, or month view at the top of the Calendar.  Events can be set up to repeat, as well as email notification reminders. Events can also be scheduled for any time.

To view event details, just locate the event and click its title. 



	Promote
	The Promote feature allows members to add a button or sign up box to their web page (using the HTML code provided) to encourage new members to join the group.  




For more information on the features listed above, see the Yahoo! Groups Help section (http://help.yahoo.com/help/groups/).

Customizing Group Settings

As the Owner of the group, you can customize the Group Settings by clicking the link on the left hand side of the group’s page.

(Need to figure out a way to make this more visual?)


[image: image19.png]2 Yahoo! Groups : bri

| He Edt View Fe

ks 3 vt

*  $5 Leve
* Reading

&

Datahase
Palls
Merbers
Pending
Calengar

Promote
Invite

Group Setings
Group Actviy

= owner
¢ = aderator





The following features can be customized by the group Moderator or Owner:

	Descriptions
	A detailed description of the group, up to 2000 characters in length, can be provided using this feature. You can choose to insert either plain text or HTML content if you want to further stylize the appearance of your group's main page. 

If you insert HTML content, make sure to use basic elements, like tables, links to images, and simple colors and fonts. 

	Category
	Yahoo! Groups requires that all groups be categorized.  

Correct placement of groups in the Yahoo! Groups directory will help people search for groups that may be of interest to them. 



	Features and Options
	The Yahoo! Group features listed in the previous section can be removed to simplify the Group.  Simply disabled the features that you don’t want available to members.  You can enable them at any time.



	Welcome Message and Footer
	The Welcome message is sent to all new members when they subscribe or accept the invitation to join your group.

You can personalize the welcome message as you wish by including additional information to the default Yahoo! Groups Welcome message containing important information on how to unsubscribe, change message delivery options, etc.



	Others 
	Photo: Add a photo to the group’s home page

Colors: Customize the group’s colours

Membership: Change the group membership settings to open, restricted or closed

Posting: Customize the settings for the following:

· Who can post

· Moderation

· Attachments

· Reply-to

· Subject Tag




Group Activity

Much of the Group Activity is logged and accessible by the group’s Owner or Moderator for reference purposes.  The following activities are currently logged:

	Subscriptions
	The Subscription Activity records the email addresses of members as they subscribe and unsubscribe from the group.  It also logs an invitations sent out to members.



	Posts 
	All posting activity is recorded under the following categories:

· Accepted Posts

· Moderated Posts

· Bounced Posts



	Features 
	The Features activity category records all activity that modifies records in the various web features of a group, including such actions as uploading/deleting shared files and links, creation of polls, deletion of archived messages, etc.



	Command
	The Commands activity category records all messages sent to the various command addresses (those used to administer your group via email) for the group, including: 

· subscription/unsubscription requests and confirmations 

· mail sent to the group owner address 

· requests for help via the help address. 

	Moderator
	The Moderator activity category records the various moderator-only actions for the group. A moderator uploading a file to the shared files area would not be recorded under Moderator activity, only under Features, but a moderator changing the group's settings will be recorded under Moderator activity. 

Examples of activity recorded in this category include editing of group settings, editing of member settings, and message and member moderation. 


Searching Group Activity:  Each category of the activity log can be searched individually. To search a given category, select that category by clicking on the category link, then enter a search query into the search box on the upper-right corner of the page.  

Invite New Members

To invite someone to join your group, click on the Invite link on the left side the group’s home page. This link is only viewable by the group’s Moderator and Owner. Type in the email addresses of the people you wish to invite. Remember that you should not directly subscribe any member without obtaining their approval first.  

[image: image20.png]MEIE

- . 4 a w2 o W . O 8 g
Back " roued S Refesh  Wome | Seawh  Famnies Moy | Wal Pt ol Discuss Wessenger
Adiress [&1 it fgroups yanoo comigrouphewltimembers_add o oo

Linke &]Google €]Hotmail €]Bellanst Eliyis €IDRC £]Canadatil Elmw €lJam EIADA &]Curency Convertertrm) E]MyYahoo! €1TDEasyWen »,

Invite Invite Help

Use this page to add or invite up to SO addresses at atime. Subrmit this form as often as you like, but you may only add 100
members to your group per day. You may send an unlimited number of invitations per day. If you are transferring a group to
Home us from another service and need to add more than 100 mermbers, please click here

Pending Al fields are required.

Chat Email addresses

Enter up to 50 addresses, one per line. After each address, enter the member's name, if available. Separate the member name
from the email address by a space
Example: |_smith@domain com James Smith

Members

Pending
Calendar

pinvite

Group Settings o
Group Activity

% = Owner
¢ = Moderator
© = Online

Tnvitation type:

Osly invite people you know, or peaple who have requested to join your group.
@ Send invitations. nvitees must reply to the infroductory message to join. Recommended.

Internet




Yahoo!Groups forwards an email to all invited members on your behalf. You cannot modify the text of this message but you can insert an invitation message that should provide some information about the group including why the member should join. 

The following email message is forwarded to each new member invited to join your Group.

To:
member@emailaddress.com
From:
group moderator group-owner@yahoogroups.com
Date:
12/12/2002

Subject:  Invitation to join the *** group

Hello member@emailaddress.com
You’ve been invited to join the *** group hosted by Yahoo! Groups, a free, easy-to-use community service.  By joining ***, you will be able to exchange messages with other group members, store photos and files and coordinate events and more.

This invitation will expire in 7 days.

Here is an introductory message from the group moderator:

---------------------------------------------------

*****

---------------------------------------------------

JOIN NOW, IT’S EASY:

1) Go to the Yahoo! Groups site by clicking on this link:

http://groups.yahoo.com/I!I=pZZysij324=memberemailaddress%43
(If clicking doesn’t work, “Cut” and “Paste” the line above into your Web brower’s address bar.)
-OR-

2) REPLY to this email by clicking “Reply” and the “Send” in your email program

If you do not wish to join the hewlitt group, please ignore this invitation.

SPECIAL NOTE FROM Yahoo! Groups: Because Yahoo! Groups values your privacy, it is a violation of our service rules for moderators to abuse this invitation feature.  If you feel this has happened, please notify us at abuse@yahoogroups.com.

Your use of Yahoo! Groups is subject to

http://docs.yahoo.com/info/terms/
 
Appendix III - Online Community Netiquette

· Use common sense when posting. Be aware that you always have two options: responding through the list or to a member personally. The content of your message should determine which of these you choose.

· Follow the list rules at all times. If you're not sure whether your post will violate the rules, ask the moderator before you send it.

· Lurk and learn what's acceptable before posting to the list.

· Don't over-quote. Include only the specific information you're responding to, and chop out the rest.

· Keep posts to the list brief. If you're post doesn't add value, don't send it. (Example: Don't send a "thanks" message through the list. Send something like that directly to the person you're thanking.)

· Be courteous to other list members. If you disagree with them, fine, just don't resort to personal insults.

· Consult the list archives, if available, before posting a question. This is also a good way to become familiar with a list's acceptable topics, etc.

· Consult the list FAQ if there is one available.

· Do not cross-post (send the same message to more than one list).

· Do not forward virus warnings and the like to a list unless it's devoted to that topic.

· Respect other people's opinions. If you disagree, do it politely.

· Spell check and reread your messages before posting.

· Do not blatantly promote yourself or otherwise spam the list.  Self-promotion should be kept to a brief signature file at the end of your posts. Signature files shouldn't exceed 5-6 lines.

· Do not forward copyrighted material to the list unless you have permission to do so.

· If you do use information not your own, give proper credit.

· Do not send HTML, rich text, or stylised email, or messages in "quoted-printable" format. Not all email programs of list members will recognize such formats. Send messages in ASCII.

· Be very careful how you express yourself, especially if you feel heated about the subject (for instance if you are shooting off a quick response to some issue). Email lacks the other cues and clues that convey the sense in which what you say is to be taken, and you can easily convey the wrong impression. If you meant something in jest, use a 'smiley' [ :-) ] to convey that.

· Try to keep email messages fairly brief. Most people wouldn't choose a computer screen to read text on in preference to a printed document, and it can get very tiring for some users. Try to restrict yourself to one or two screen-fulls at most.

· Make sure that the 'subject' field of your email message is meaningful.  Where someone receives many messages, it can be very confusing and frustrating not to be able to judge the subject matter correctly from its subject field. This is especially important when you are posting messages to bulletin boards. When you use the 'reply' option, ensure that the subject field (usually filled in for you under those circumstances) still accurately reflects the content of your message.

· Try to restrict yourself to one subject per message, sending multiple messages if you have multiple subjects. This helps recipients to use the 'subject' field to manage the messages they have received.

Sources:

http://exodus.oucs.ox.ac.uk:8123/salamander/rules3.html
http://groups.yahoo.com/group/act-km/
http://list-etiquette.com
The GNU Free Documentation License

Version 1.1, March 2000 

Copyright (C) 2000 Free Software Foundation, Inc.

59 Temple Place, Suite 330, Boston, MA  02111-1307  USA

Everyone is permitted to copy and distribute verbatim copies

of this license document, but changing it is not allowed.

0. PREAMBLE 

The purpose of this License is to make a manual, textbook, or other written document "free" in the sense of freedom: to assure everyone the effective freedom to copy and redistribute it, with or without modifying it, either commercially or noncommercially. Secondarily, this License preserves for the author and publisher a way to get credit for their work, while not being considered responsible for modifications made by others. 

This License is a kind of "copyleft", which means that derivative works of the document must themselves be free in the same sense. It complements the GNU General Public License, which is a copyleft license designed for free software. 

We have designed this License in order to use it for manuals for free software, because free software needs free documentation: a free program should come with manuals providing the same freedoms that the software does. But this License is not limited to software manuals; it can be used for any textual work, regardless of subject matter or whether it is published as a printed book. We recommend this License principally for works whose purpose is instruction or reference. 

1. APPLICABILITY AND DEFINITIONS 

This License applies to any manual or other work that contains a notice placed by the copyright holder saying it can be distributed under the terms of this License. The "Document", below, refers to any such manual or work. Any member of the public is a licensee, and is addressed as "you". 

A "Modified Version" of the Document means any work containing the Document or a portion of it, either copied verbatim, or with modifications and/or translated into another language. 

A "Secondary Section" is a named appendix or a front-matter section of the Document that deals exclusively with the relationship of the publishers or authors of the Document to the Document's overall subject (or to related matters) and contains nothing that could fall directly within that overall subject. (For example, if the Document is in part a textbook of mathematics, a Secondary Section may not explain any mathematics.) The relationship could be a matter of historical connection with the subject or with related matters, or of legal, commercial, philosophical, ethical or political position regarding them. 

The "Invariant Sections" are certain Secondary Sections whose titles are designated, as being those of Invariant Sections, in the notice that says that the Document is released under this License. 

The "Cover Texts" are certain short passages of text that are listed, as Front-Cover Texts or Back-Cover Texts, in the notice that says that the Document is released under this License. 

A "Transparent" copy of the Document means a machine-readable copy, represented in a format whose specification is available to the general public, whose contents can be viewed and edited directly and straightforwardly with generic text editors or (for images composed of pixels) generic paint programs or (for drawings) some widely available drawing editor, and that is suitable for input to text formatters or for automatic translation to a variety of formats suitable for input to text formatters. A copy made in an otherwise Transparent file format whose markup has been designed to thwart or discourage subsequent modification by readers is not Transparent. A copy that is not "Transparent" is called "Opaque". 

Examples of suitable formats for Transparent copies include plain ASCII without markup, Texinfo input format, LaTeX input format, SGML or XML using a publicly available DTD, and standard-conforming simple HTML designed for human modification. Opaque formats include PostScript, PDF, proprietary formats that can be read and edited only by proprietary word processors, SGML or XML for which the DTD and/or processing tools are not generally available, and the machine-generated HTML produced by some word processors for output purposes only. 

The "Title Page" means, for a printed book, the title page itself, plus such following pages as are needed to hold, legibly, the material this License requires to appear in the title page. For works in formats which do not have any title page as such, "Title Page" means the text near the most prominent appearance of the work's title, preceding the beginning of the body of the text. 

2. VERBATIM COPYING 

You may copy and distribute the Document in any medium, either commercially or noncommercially, provided that this License, the copyright notices, and the license notice saying this License applies to the Document are reproduced in all copies, and that you add no other conditions whatsoever to those of this License. You may not use technical measures to obstruct or control the reading or further copying of the copies you make or distribute. However, you may accept compensation in exchange for copies. If you distribute a large enough number of copies you must also follow the conditions in section 3. 

You may also lend copies, under the same conditions stated above, and you may publicly display copies. 

3. COPYING IN QUANTITY 

If you publish printed copies of the Document numbering more than 100, and the Document's license notice requires Cover Texts, you must enclose the copies in covers that carry, clearly and legibly, all these Cover Texts: Front-Cover Texts on the front cover, and Back-Cover Texts on the back cover. Both covers must also clearly and legibly identify you as the publisher of these copies. The front cover must present the full title with all words of the title equally prominent and visible. You may add other material on the covers in addition. Copying with changes limited to the covers, as long as they preserve the title of the Document and satisfy these conditions, can be treated as verbatim copying in other respects. 

If the required texts for either cover are too voluminous to fit legibly, you should put the first ones listed (as many as fit reasonably) on the actual cover, and continue the rest onto adjacent pages. 

If you publish or distribute Opaque copies of the Document numbering more than 100, you must either include a machine-readable Transparent copy along with each Opaque copy, or state in or with each Opaque copy a publicly-accessible computer-network location containing a complete Transparent copy of the Document, free of added material, which the general network-using public has access to download anonymously at no charge using public-standard network protocols. If you use the latter option, you must take reasonably prudent steps, when you begin distribution of Opaque copies in quantity, to ensure that this Transparent copy will remain thus accessible at the stated location until at least one year after the last time you distribute an Opaque copy (directly or through your agents or retailers) of that edition to the public. 

It is requested, but not required, that you contact the authors of the Document well before redistributing any large number of copies, to give them a chance to provide you with an updated version of the Document. 

4. MODIFICATIONS 

You may copy and distribute a Modified Version of the Document under the conditions of sections 2 and 3 above, provided that you release the Modified Version under precisely this License, with the Modified Version filling the role of the Document, thus licensing distribution and modification of the Modified Version to whoever possesses a copy of it. In addition, you must do these things in the Modified Version: 

A. Use in the Title Page (and on the covers, if any) a title distinct from that of the Document, and from those of previous versions (which should, if there were any, be listed in the History section of the Document). You may use the same title as a previous version if the original publisher of that version gives permission. 

B. List on the Title Page, as authors, one or more persons or entities responsible for authorship of the modifications in the Modified Version, together with at least five of the principal authors of the Document (all of its principal authors, if it has less than five). 

C. State on the Title page the name of the publisher of the Modified Version, as the publisher. 

D. Preserve all the copyright notices of the Document. 

E. Add an appropriate copyright notice for your modifications adjacent to the other copyright notices. 

F. Include, immediately after the copyright notices, a license notice giving the public permission to use the Modified Version under the terms of this License, in the form shown in the Addendum below. 

G. Preserve in that license notice the full lists of Invariant Sections and required Cover Texts given in the Document's license notice. 

H. Include an unaltered copy of this License. 

I. Preserve the section entitled "History", and its title, and add to it an item stating at least the title, year, new authors, and publisher of the Modified Version as given on the Title Page. If there is no section entitled "History" in the Document, create one stating the title, year, authors, and publisher of the Document as given on its Title Page, then add an item describing the Modified Version as stated in the previous sentence. 

J. Preserve the network location, if any, given in the Document for public access to a Transparent copy of the Document, and likewise the network locations given in the Document for previous versions it was based on. These may be placed in the "History" section. You may omit a network location for a work that was published at least four years before the Document itself, or if the original publisher of the version it refers to gives permission. 

K. In any section entitled "Acknowledgements" or "Dedications", preserve the section's title, and preserve in the section all the substance and tone of each of the contributor acknowledgements and/or dedications given therein. 

L. Preserve all the Invariant Sections of the Document, unaltered in their text and in their titles. Section numbers or the equivalent are not considered part of the section titles. 

M. Delete any section entitled "Endorsements". Such a section may not be included in the Modified Version. 

N. Do not retitle any existing section as "Endorsements" or to conflict in title with any Invariant Section. 

If the Modified Version includes new front-matter sections or appendices that qualify as Secondary Sections and contain no material copied from the Document, you may at your option designate some or all of these sections as invariant. To do this, add their titles to the list of Invariant Sections in the Modified Version's license notice. These titles must be distinct from any other section titles. 

You may add a section entitled "Endorsements", provided it contains nothing but endorsements of your Modified Version by various parties--for example, statements of peer review or that the text has been approved by an organization as the authoritative definition of a standard. 

You may add a passage of up to five words as a Front-Cover Text, and a passage of up to 25 words as a Back-Cover Text, to the end of the list of Cover Texts in the Modified Version. Only one passage of Front-Cover Text and one of Back-Cover Text may be added by (or through arrangements made by) any one entity. If the Document already includes a cover text for the same cover, previously added by you or by arrangement made by the same entity you are acting on behalf of, you may not add another; but you may replace the old one, on explicit permission from the previous publisher that added the old one. 

The author(s) and publisher(s) of the Document do not by this License give permission to use their names for publicity for or to assert or imply endorsement of any Modified Version. 

5. COMBINING DOCUMENTS 

You may combine the Document with other documents released under this License, under the terms defined in section 4 above for modified versions, provided that you include in the combination all of the Invariant Sections of all of the original documents, unmodified, and list them all as Invariant Sections of your combined work in its license notice. 

The combined work need only contain one copy of this License, and multiple identical Invariant Sections may be replaced with a single copy. If there are multiple Invariant Sections with the same name but different contents, make the title of each such section unique by adding at the end of it, in parentheses, the name of the original author or publisher of that section if known, or else a unique number. Make the same adjustment to the section titles in the list of Invariant Sections in the license notice of the combined work. 

In the combination, you must combine any sections entitled "History" in the various original documents, forming one section entitled "History"; likewise combine any sections entitled "Acknowledgements", and any sections entitled "Dedications". You must delete all sections entitled "Endorsements." 

6. COLLECTIONS OF DOCUMENTS 

You may make a collection consisting of the Document and other documents released under this License, and replace the individual copies of this License in the various documents with a single copy that is included in the collection, provided that you follow the rules of this License for verbatim copying of each of the documents in all other respects. 

You may extract a single document from such a collection, and distribute it individually under this License, provided you insert a copy of this License into the extracted document, and follow this License in all other respects regarding verbatim copying of that document. 

7. AGGREGATION WITH INDEPENDENT WORKS 

A compilation of the Document or its derivatives with other separate and independent documents or works, in or on a volume of a storage or distribution medium, does not as a whole count as a Modified Version of the Document, provided no compilation copyright is claimed for the compilation. Such a compilation is called an "aggregate", and this License does not apply to the other self-contained works thus compiled with the Document, on account of their being thus compiled, if they are not themselves derivative works of the Document. 

If the Cover Text requirement of section 3 is applicable to these copies of the Document, then if the Document is less than one quarter of the entire aggregate, the Document's Cover Texts may be placed on covers that surround only the Document within the aggregate. Otherwise they must appear on covers around the whole aggregate. 

8. TRANSLATION 

Translation is considered a kind of modification, so you may distribute translations of the Document under the terms of section 4. Replacing Invariant Sections with translations requires special permission from their copyright holders, but you may include translations of some or all Invariant Sections in addition to the original versions of these Invariant Sections. You may include a translation of this License provided that you also include the original English version of this License. In case of a disagreement between the translation and the original English version of this License, the original English version will prevail. 

9. TERMINATION 

You may not copy, modify, sublicense, or distribute the Document except as expressly provided for under this License. Any other attempt to copy, modify, sublicense or distribute the Document is void, and will automatically terminate your rights under this License. However, parties who have received copies, or rights, from you under this License will not have their licenses terminated so long as such parties remain in full compliance. 

10. FUTURE REVISIONS OF THIS LICENSE 

The Free Software Foundation may publish new, revised versions of the GNU Free Documentation License from time to time. Such new versions will be similar in spirit to the present version, but may differ in detail to address new problems or concerns. See http://www.gnu.org/copyleft/. 

Each version of the License is given a distinguishing version number. If the Document specifies that a particular numbered version of this License "or any later version" applies to it, you have the option of following the terms and conditions either of that specified version or of any later version that has been published (not as a draft) by the Free Software Foundation. If the Document does not specify a version number of this License, you may choose any version ever published (not as a draft) by the Free Software Foundation. 

�


Suggestions: Building Identity





Ask the new members to introduce themselves suggesting that they share a little bit about themselves, their project, and what they hope to get out of the community





Send a public message of welcome to those who introduce themselves on the list





When asking for introductions from new members, set an example by telling something about yourself





Make your communication personal, draw on your own life experience











Multiple Communities


In this slide, you want to get the point across that it is important to situate your CoP in the context of other CoPs.  There may already be a CoP in your discipline or there may be one that is related to your discipline that you may wish to form linkages with.  





A CoP can look quite different depending on your role within it.  A lurker in one CoP can be a mentor in another.  This is often a good way of ensuring that knowledge travels across CoPs. All members in a community have a role to play, even the lurkers who may contribute very little to your community. 














How are Communities of Practice Different


This slide highlights the difference between CoPs and Work Groups or Project Teams.  Use the slide to highlight again that CoPs cannot be mandated, they shouldn’t be given reporting responsibilities or deadlines.  They are there to support experts and practioners in a particular discipline to stay on the cutting edge  and to help each other.


























Key Elements


So how do you know whether or not your group or community is a CoP?  How can you tell whether you are succeeding in supporting the growth of a CoP?  Discuss why the following elements are necessary:


Trust


Commonality of Purpose


Committed members


Usefulness


Interconnectedness


Each one is an important indicator of the health of your community.











Introduce to the group the idea that  the facilitator skills discussed in this section are useful not only in a face-to-face (f2f) setting but also in a virtual setting. You might want to point out that,  in the virtual setting, you can’t rely on some of the skills and techniques that can be used in a f2f setting such as  body language and facial expressions to encourage the speaker to say more about the situtaion. However, there are ways to encourage discussion even in an on-line situation.The major responsibilities of a facilitator, however, are the same whether working in a f2f or a virtual setting.








Break-out into groups (of 3-5) to discuss the following two points written down on a flipchart. You may want to suggest that someone in the group takes notes.





1. What are the major responsibilities of a facilitator in a face-to-face or virtual setting?





If you were facilitating a virtual group, what advice would you give yourself? 





After 15 minutes, ask each group to share one of the “responsibilities” they identified. Chart their responses. Rotate among groups until you have a good list of facilitator responsibilities.  Then ask each group to share one “piece of advice” they identified, charting their responses. Rotate among gorups until you have several good  pieces of advice.








 Explain that we want to expand the practice by using all the skills. Ask for 6 volunteers (1 facilitator, 5 participants) to take part in a role-playing exercise that involves reaching concensus among the group on a plan for a dinner party. The remaining participants act as observers.





Provide each of the five group members with a card outlining their role in reaching a concensus. (Roles can be cut out of Appendix 1 – Roles and copied onto a piece of cardboard). 





Following the role-play, ask the observers to provide feedback on the ability of the facilitator to use the four critical facilitiation skills.






































Ask the group members, facilitator and observers what facilitation skills helped most? Why?























 Paraphrasing - The facilitator uses her/his own words to reflect what the speaker is saying and how the speaker is feeling. The purpose of paraphrasing is to determine if the facilitator understands what the speaker is trying to get across, and also, the affective (emotional) aspect of what is being shared. This gives the speaker the opportunity to acknowledge the facilitator's understanding, or to correct it. This skill is extremely useful when clarifying and understanding a situation.

















Summarizing - The facilitator, when appropriate during the conversation, describes the key elements or details of the conversation up to that point.   The purpose of summarizing is to end one phase of the conversation and either terminate or move on to the next phase.   Summarizing is valuable in controlling the pace and amount of time spent listening and conversing.  






































Encouraging - The facilitator, through feedback and comments, encourages the speaker to say more about the situation.  When encouraging another to speak the facilitator should be aware of making positive comments about a response. Body language and facial expressions, including behaviours such as nodding and  eye contact, should also be encouraged. It is worth pointing out that in an online environment these behaviours are not easily replicated.














 


Why do CoPs Need Faciliators?: The purpose of this section is for participants to get a better understanding of why CoPs need facilitators by outlining the key roles and skills of a facilitator. A role-playing exercise will give participants the opportunity to practice using the skills and to learn from observing a facilitator in action trying to reach consensus on a dinner party between six friends.








Key Roles: On a white board or flip chart, write down the key roles of a faciliator and briefly explain each one.
































Key Skills: Explain that there are four key skills that are needed by a facilitator whether working face-to-face or online. Write down the four skills on a white board or flip chart:


asking questions


paraphrasing


summarizing


encouraging participation











Asking Questions - The facilitator asks open-ended, clarifying and, occasionally, closed questions to expand the understanding of the situation. Open-ended questions usually begin with "what", "how", "when", "where" and are posed in a way in which the person responding cannot answer "yes" or "no", but must expand the base of information. Clarifying questions are posed in order for the facilitator to become more clear about the situation and often begin with "which", "why", "do you mean to say...” etc. Closed questions can be answered with a "yes" or "no" and are asked to get specific information.











Explain that the purpose of this session is to make certain that we all have a common definition and understanding of the term community of practice. 








Share a story with them about a community that helped you solve a problem, lead you to a contact or resource,  etc. Ask participants to talk about communities in which they are members.





PRESENTATION SLIDES


The ‘Shared Understanding of Communities of Practice’ Presentation slides are available  in the file: Shared_Understanding_of_CoPs_Presentation.ppt. Talking points are included below for each slide. 





Communities of Practice


In this slide, you want to get across the point that CoPs are held together by “interest” and “usefulness”.  Use the slide to distinguish CoPs from work teams or informal networks.  Passion is an important word.  CoPs tap into the heart of what makes people interested in their work.








A Community of Practice


In this slide, you bring out the point that communities and especially Communities of Practice are not homogeneous.  They are made up of experts who make up the core of a community, members who vary in interest and expertise, and lurkers who may observe but not contribute to a CoP.  The term Lurker comes from the Internet and refers to someone who joins a group but doesn’t actively participate.  Lurkers have a key role to play in linking CoPs as will be seen in the next slide.








 Explain the workshop objectives and agenda for the day, making connections between the questions individuals raised and where they will be dealt with during the day.  Ask if anyone has any questions.











Guidelines for working together: Explain that whether we are working face to face like today or virtually with a CoP, it is always useful to have some agreed-upon guidelines for working together. 





Show the flipchart with several guidelines and explain that we want the group to add more guidelines that will make today session most useful for them. 





Explain that this activity of building guidelines for working together should be done with new communities of practice as well. If there is time, ask the group how they could use this exercise with virtual groups. Discuss briefly.











The notes that follow are very similar in both the instructor manual and the student manual. The difference is that in the instructor manual, there are some additional notes for instructing, including answer material for questions that instructors are to ask students.  














Introduction of students:


Ask each student to introducehim/herself to the group. On a flipchart, outline the following information that participants could provide:


Name


Title/Organization


The name of the CoP that they are/will be facilitating


One question they have about CoPs or facilitating CoPs.





The instructor should put the questions on a flip chart or white board so that they can be refered to throughout the day. The flip chart is best because the list of questions can be taped to the wall. If the white board is used, the list would most likely need to be erased to make room for other notes to be written on the white board.  























Do some quick drills to help the participants get used to using these skills. Tell the group a personal story, one from your childhood or an important event in your life -- stop at various points to ask someone to paraphrase. Then, pause somewhere in the middle of the story to get open-ended questions from the group and answer them.Then ask someone to summarize the story thus far.





 Next, continue the story, and ask each participant to use encouraging behaviours while you’re speaking. Then stop again and ask for a summary. Ask what they’re noticing about using paraphrasing. What does it take to do it well?  What about open-ended questions, what impact did those questions have on the situation?  What did you notice about summarizing?











Instructor Manual





�





Suggested guidelines may include the following:





Two screens or 4-6 short paragraphs is the ideal length of an email message


Chose a clear descriptive subject heading


Model the behaviour you wish to see in others


Don’t be impersonal





�


Suggestions: Inactivity on the List





Develop a resource of materials potentially of interest to the community that you can share during slow periods





Encourage members to share obstacles that they are encountering in their work





Contact likely members privately to solicit experiences that they can share with the community





Interview a community member and post summary of interview to the community





Introduce deadlines for contributions on particular topics





Try a “newsletter” approach which regularly seeds the discussion with new ideas





Actively attempt to link members’ experience to build communication/relationships between members by instigating conversations





Encourage mentors/experts from the community to share knowledge with new members





Ask questions on-line that target specific people, preferably based on their personal interest or previous posting or something to which they are likely to respond 





Suggest the creation of a group project to create an output that would be of use to all members of the community





�


Suggestions: Resolving Conflict





Emphasize that all viewpoints are valid





Emphasize respect and understanding for other people’s opinions





Emphasize the importance of politeness and tone





Seek to weave a common thread from their arguments





Encourage all members to be constructive in their engagements





Send a “netiquette” message to the list





Possibly send a private message to each to reinforce positive behaviour


Establish a Code of Conduct for the community











�





�


Suggestions: Authoritarian Experts





Send a private message to Cyril pointing out the need to encourage new and less experienced members, to be respectful of all points of view, and above all polite.


Send a Netiquette message to the list emphasizing the need to be encouraging, respectful, and polite


Seek a common thread within both messages and post conciliatory reply


Send a private message to Emmanuel encouraging him not to be intimidated or discouraged.





�


Suggestions: Long, Complex Message





In order to cope with the length of the document, select a single aspect to focus on in your reply





Summarize and/or paraphrase the key point of the message





Respond succinctly to demonstrate the importance of short, clear messages that will increase the chances of messages being read





If the individual continues to contribute long, drawn-out messages, remind him/her in a private message about list netiquette





�


Suggestions: Consistently Off-Topic Messages





Establish a Code of Conduct for the community





Post a reminder to the list of the subject theme and goals of the list





Arrange to set the offender’s list settings to “Moderated” so that all posts from that person come to the list administrator prior to going to the list











�








�


Suggestions: Cultural and Gender Conflicts





Initiate a discussion on culture and gender sensitivity





Send a message emphasizing the dangers of broad generalizations and the need to respect others





 Establish a Code of Conduct for the community





Messages such as this can be particularly sensitve. You should modify it to get the point  across but not to offend others.





�


Suggestions: Power Relations





In a private message to Donald, suggest that he reframe the question in a more trust-building manner


In a private message to Donald, suggest that Donald start off with a spectacular failure of his own


Set a precedent by talking about one of your own failures, set the tone that Noble Failures are important 


Clearly establish that what’s shared with the list doesn’t go beyond the list without the permission of the members


Have Donald clearly establish for the group what will happen with the stories and how they will be used





�


This section will outline the steps involved in creating and customizing a Yahoo!Group to support their community.





NOTE: If you have access to the Internet, do a live demo and set up a Yahoo!Group with the workshop members as participants.














�Make sure you display the imcomplete questionnaire either on a big piece of paper on the wall or using a  transparency and an overhead projector.





Give participants time to complete the table themselves, then ask them to share their answers with you.





Discuss reasons when there are different answers on a question. Finish this section by highlighting the limitations of online communications. This will provide the context for the next section which will outline the main factors that contribute to successful facilitation of online communication 








�


Participants should spend some time experimenting with the features. 





�


Explain that the purpose of this session is to identiy ways that a facilitator can contribute towards ensuring a heathy environment in which a CoP can thrive.





Building Trust:





As a facilitator your trust building efforts are crucial to the overall success of the CoP.  Some practical things you can do to create an environment of trust are:  





Have the group agree on working agreements or norms for how they want to work together and then use these norms in your facilitation.





Demonstrate value and appreciation for the contributions and opinions of all participants – have an open mind about other people’s opinions and show all sides of an issue under discussion





Offer frequent encouragement to the group as they undertake various activities, praise the achievements of participants 





Share own (facilitator) experiences – a problem you are having, something you want help with





Confront problems quickly in ways that issues get dealt with without hurting othes





Provide feedback individually, not in more public settings 





�





�





Promoting Common Purpose/Goals:





Implementing specific projects or activities such as a discussion or writing a policy document or organizing training can often support achieving common goals. Projects and joint activities keep the group focused and their success strengthens the group’s sense of achievement and common purpose.





As the facilitator you can propose and develop activities that help the group to formulate its common goal(s) and to support the participants in working together to reach that goal.



































Strenthening the sense of commitment:





Initiate and formulate activities that  help build a creative and positive working environment





Do things that help participants get to know one another





Help resolve conflicts or differences; Highlight common ground





Make positive contributions that demonstrate your commitment to the group and the shared goal(s) – be a positive role model.














�


Make the transition to action planning for participants. Explain that today we have been examining communities of practice and the important role of the facilitator. We worked to develop a shared understanding of what we mean by CoP; we clarified the role of the facilitator; we worked a bit on skills for online facilitation, and now it is time to develop an action plan for ourselves. 





Give the group this individual task (put on flipchart):





Take the next ten minutes to respond to these questions.





Identify and describe the next 3 to 5 steps that you need to take to move your CoP forward.  Consider how you will do this and what a reasonable time frame might be.  Write this down.





Identify the facilitation skills you want to further develop.  Describe how you might do this. 





After 10 minutes or so ask participants to pair up and share action plans with one another. Suggest they take turns, spending 8 to 10 minutes on each plan.  





Use this paired task:





Take turns.  Person A spends 5 minutes sharing his/her action steps.  Person B offers insights, encouragement or suggestions. Use up to 10 minutes on Person A’s plan.





Repeat the process for Person B.





Take a few examples of action steps that individuals have identified. Offer encouragement.









































 








�The IDRC publication  “From Workplace to Workspace: Using Email Lists to Work Together” by Maureen James and Liz Rykert (IDRC, 1998)  describes many aspects of mailing list planning:


� HYPERLINK "http://www.idrc.ca/books/848.html" ��http://www.idrc.ca/books/848.html� (English)


� HYPERLINK "http://www.idrc.ca/books/863.html" ��http://www.idrc.ca/books/863.html� (French)


� HYPERLINK "http://www.idrc.ca/books/871.html" ��http://www.idrc.ca/books/871.html� (Spanish)








The Itrain Module “Mailing List Facilitation: How to Support People Working Together Online” provides both instructor and participant course notes for the delivery of a workshop. Course materials are available in English only at:


� HYPERLINK "http://www.bellanet.org/itrain/materials_en.cfm" ��http://www.bellanet.org/itrain/materials_en.cfm�








�


Creating an Atmosphere of Mutual Support and Encouragement:





Explain that as the facilitator you may need to work with a group of very different people. They may come from different cultures and countries or from different organizations. They may differ in experience, social status or their work attitudes. It is therefore important to get to know the participants in your community of practice and to understand and respect the different ways in which each participant is able to contribute to the work. The more people care for each other the more  they are willing to share their resources with one another





Include positive comments in a response


Engage in and promote active listening








� Source: Options for a New Micro-finance Promotion Agency - Draft Document  


Hari Srinivas - hsrinivas@gdrc.org  - � HYPERLINK "http://www.gdrc.org/icm/govern/impact-assessment.html" ��http://www.gdrc.org/icm/govern/impact-assessment.html�
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