"ED 215 692

. TITLE -

INSTITUTION

r

" PUB DATE
NOTE

EDRS PRICE .,

" DESCRIPTORS
o
IDENTIFIERS

.- £~
ABSTRACT

.

DOCUMENT RESUME
\

v - IR 010 177

’ School/Pub11c L1brary Cooperat1on- A Commun1ty

Plann1ng Process for Illinois. Resourc
‘Supplement. {

Illinois State Board of Educat1on; Spri g£1e1d
I1llinois Resource and Dissemination Network.
Illinois State Library, Springfield '

82 '
50p.; For related document, see IR 010 178
MF01/PC02 Plus. Postage. ' \

Change Strategies%? Communication (Thought Transfer);
*Cooperative, Planning; Group Dynamics; Guidelines;
*Library Cooperdtiop; *Public Libraries; School "’
Districts; *School 1brar1es~ Seminars;’ *Tra1n1ng;
Worksheets

\
' *Effect1ve Use of Resources Project, *Illinocis

- -

I J

Intended for use in conjunction with the Ill1no1s

Office of Education's' School/Pub11c Library Cooperative’ Commun1ty .

Planning Process Training Manual,

this resource supplement contaips

»~¢uidelines for collecting 1nformat1on on plann1ng team members; a
suggested agenda for a’ cooperative’ planning training seminar; a
« suggested seminar _.evaluation form; guidelines for seminar group

fac111tators- commun1cat1ons exercises for use in training seminars;-
< af out11ne for a

qroup dynamics’ presentation; a set of tra1n1ng

activities on group dyﬂam1cs- an outline for a presentation on the
principles involved in effecting change;_ a problem solving edercise
for use-by planning teamig: planning worksheets for philosophy and
purpose Statementg_ needs assessment, goals and objéctives

rc

-development,

reso

field analys1s exercise for group problem soluing; -a.review of
possible team sharing activities; an outline for a presentation on
resource awareness-'and a list-of resource networks and resource
.prOV1ders serving . Ill;no1s. (Jr)

. ~y,

-

e ‘identification, and act1v1ty plann1ng, a force-

******** ******************************************k********************
* Reproduct1ons sypplied by EDRS are the best .that. can | be made

X

’EC

from the original document.

l
b
i

*
*.

******** kkkk *************”******************************#*************




L]

School/ Public Library Cooperation:’

95

A Community Planning Process fglj Illinois

€

PR}

B {

1 “

Illinois Secretary of State

Jim Edgar
Secretary of State
.and State Ljbrarian

PRSI
, e e 22

boi.)

[

A Cooper

U.S. DEPARTMENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION
EDUCATIONAL RESOURCES INFORMATION
CENTER (ERIC)

B This,document has been reproduced as
recerved from the person or organuzaton
apgnating it N

(] Minor changes have been made to improve
teproduction quality.

® Pownts of view or opimons stated in this docu-
ment do not necessanly represent official NIE
position or policy "

.

X

ative Project of_

.

Ilinois State Board of Education

- 4

-

N\

®n
.

Edward Copeland, Chairma
Donald G. Gill

.State Superinten

~

dent of Education

IR

\ - “PERMISSION TO REPRODUCE THIS

.MATERIAL HAS BEEN GRANTED BY

N fro THE EDUCATIONAL ‘RESOURCES
INFORMATIQN CENTER (ERIC). -

£

» A L




~ . 7. . ’ - A . ’; .
b S ‘Foreword e )

T .
} P .

The Effective Use of Resoutces Project (EURP) was a pilot project ir{itia",ted prior to the 1981-82 school
year to develop cooperative planning between school libraries and publié libraries. The pilot project has

- prodyced a training process which could be used in any community inAlllinois. The model assumes that
the school district and/or public library have used some prior systematic needs identification process. Al-
though originally targeted for the school and public library popula}'ion, the model can be used for any
team planning purpose. ‘ S .

: ' y

EURP was igitiated by*the Illinois Library and Information Network (ILLINET), representing the li-

brary sector, and the Illinois Resource and Dissemiriation Netngrk (IRDN), rébresenting the education

sector. Four Illinois communities whose libraries were affili,ated with the Rdlling Prairie Library
System participated in the pilot project. ~ f

¢ o P .
' 1 \ ' ~ . \
. . .
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Y - A
The project’ygoals were; ~  ** . & ]
. TS L C e .' -
— To generate interagency planning toyard improvig programs at the 10/0al tevel.

\ — To epcourage communities to utilize public and school library personiiel in planning
. foreffective use of regources: -~ . ¢ v s s
o R L @ A SR -

° T - Al ) : ) ¥ ) ’ )
2 - . . . ) - s

£ . '
Based on the belief that local school districts and public libraries are important factors in community
improvement, this;projebt brought together local citf2zens to participate in a team planning process. A
primary component of the project was a three-day training seminar‘du‘iné which a five-member team
comprised of a.schgol principa), a school librarian,’a classroom teacher, a public librarian, and a public li-
brary trustee developed skills and worked toward a mutually planned objective. Four communities par-
ticipated in the pilot project. - ' ;

-~
N

" The EU‘B.P déu;qnétrate,d interagency cooperation at two levels—between the two. state agencies

sponsoring the project and between public and school librari_es at the local community levél;Such com-
‘munity coopqative planning increases program effectiveness by concentrating resources in a systemat-

“icmanner. . .o ] J

o . . - . N

- ' ~ e

" The Illinois"State Board of Education and the Illinois' State Library will provide technidal assistance to

school districts, libraries, and communities in planning school/public library cooperation. To request
assistakce or shiare experiences, please contagt Preston Levi, Illinois State Library, Centennial Building,

- Springﬁgl_d,mlllinois 62756, 217/785-0318 pr Dr.\L.awrence K. Werner, Illinois State Board of Education,
_100'North First Street, Springfield, Illino# 62777, 217/782-0762. . .
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This-model is prese ted ih two publicdtions. The ’I&'ainivl‘é;l;nual describgs the purpose, key responsi- _*
bilities, and activ1tlzs of the step-by-step process for planhing effective use of resources. A Resource Sup- 1 .
plement includes materials*for uge in the various steps and content and experiential learning a\ﬁivities 'Q

" in communications, group dynamics, change principles, probld¥h solving/planning, and resoyrce aware-
ness. The two booklets are cross-referenced. . , " : ~

\ . : . . N
The pilot project and this publication :‘-e based on cooperation. The Secretary of State, Illinois State Li-

brary, Library Development Group, the Il}inois State Board of Education, Departﬁlent of Local Educa-

tional Agency Services, Illinois Resourde and Dissemination Network; the Rolling Prairie Library '
System, and the Ulinois communities of Assumption, Mt. Pulaski, Neoga, and Sallivan deve,foped this

ttaining process. We acknowledgg this ef! encourage others to explere cooperative relat‘ionships.

" Jim-Edgar SN DonaldG.Gill ' , ;
Secretary of State . State Superintendent ofEdugation ST e

and State Librarian
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. Introduction .

.
.

This Resource Supplement is a compllatlon of materials to use in a seven- step process for school/‘publlc
library cooperation. The process is described in a geparate Trdining Manual.

N .
Materials in-the Supplement are lettered for reference td'selected steps in the Manual. The supplement
begins with statements for obtaining background information on team members during an’orientation
meeting (Step 4.) Other materials relate to Step 6, a three-day training seminar, during which systems
personnel convene community teams for skill development and cooperative plarning.

’
LI

For'each area of the training seminar (commur,flcatlons group dynamlcs, change principles, problem‘ol-
ving/planning, resource awareness), this supplement contains discussion material and/or experiential
learning activities. A sample agenda and an evaluation form™for the gentinar are also-included. Staff in-
structions provule additional information for planmng and conductingythe semina¥. A list_of resource
agencies which serve Illinois and are pOSSlble presenters in tHe Resourte Awareness phase'of the semi-
nar completes the publication. . ‘ :

- [
2

¢ *

. These materials may be used as part of an entire training seminar, as individual units, oradapted for
othermee \ds In addition, users may want to add other areas to this package The loose-leaf pages allow
for easier reprqluctlon of materials. s T . ) S

A\ .

(N

4

Y P
.Schooll Pubhc lerary Cpoperatlve Planmng
: PrOJect Objectlves T

{.

Asa tesult of the school/pubhc hbfary cooperatlve»effort local commumty teams are exgected to:

11

’0 Recogmze and utlhze resourceroﬁhe team members, other commumty teams, and other resource !
: systems./‘, SRR T e e o .

) ot .‘-,“
g D - ~ ¢ A,,,.,“-.,.. Ly

. 0 Kno“w the value of and be able toapply, problem solvmg technl‘quo;

| ,;. i ~ y .
A ‘Q.Becomé awate of successful dissemmatmn pract:ces/strategtes. .
3"/- e - ,.i. .

_ﬁn.,_..‘.

plan for effechve usg of resources for then: commun%es.

s .uq,e- ST .
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- Implethenta- \ 4 " Training serhinar . . Team .
. . ‘—— ~ . v -
. tion of plans ‘= ‘ for teams N planning . ‘ 7 ]
. and follow-up . . -
Mg
L d - - * ~ 9
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.St‘ep 4

Team Orientation -

LN

Background .Information on Team Members

‘

Collectlng background 1nformatlon on team members prior to training helps systems, personnel more ad
equately work with community teams. The following 1mperat1ye statements are suggested for acquiring
a profile on'team members and predlqtlng the participant’ s commitment to school/public llbrary

cooperatlon . - . :

N

. For thePrincipal S . . % ‘

1.
1

2.

3.

4,

°5,

~

Descrlbe your school district. Include the numbers of students, teachers, attendance centers, and
grade levels in dlstrlct ) .

Describe the strengths of your district’s ed ucationa‘l program.
Describe how students and faculty currently use the school library/media center

‘
.

Describe the ways students in your distri ot currently us'e the public library.
i

-

e o e BT S NIRRT U, N

¢ . \~" " \ .

Descrlbe how you have used the serV1ces éf your Reglonal Library System. . .

° For the Teacher -,

= £
[ - ’

1., Describe how you generallj'z use the school library in your build'lng. .

1_.,

escribe howyou invol’\reyour students in using the school library.

v [
4 . ~

Descnbe the ‘'school library (libraries) 1n your district. Include the number of volumes, the hours
open, kinds of AV materials, number and ages of students, kinds of materials havmg‘ the hlghest

circulations. . y .
- ~ P P4

T e - .

Describe the most effective use students and faculty currently make of the %\ool library/media
center~ s . - :

- .

. N / " - , \-\\L
Describe the greatest strengths of the public library in your community.

Describe how you have used the seryices of your Regional Library System.

\
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Aruitoxt provided by Eic:

N .

For the Public Libyarian, . o . : : .

. \

A. Describe the pybhc library in your qoznmur.lity.' Include th& number of volumes, the hours open, the
kfnds of AV materials, kinds of materials having the highest circulations._

I - *

03

2. Describe the public 1ibrdry’s activities and services for studepts; faculty members, and other com-

" munity members. . . ] . .
3. Describe the s@rengtbs.éfithé school libra;ry in your community. / . . .
4, Ijesc'x:ibe how you have used the ser,v,ices of your Regional Library System. )

“ ’ T Y \; ~- . - > ' )
Fotthe Publit¢ Library Trustee ;‘ . -7

. <
& o . -

tractions, what people do for recreation.
2. Descr,Lbé the public library’s activities and services for ‘st’ud/ents and faculty members.
‘v : N .
3. Describe the strengths.of the schoollibrary in your community.

Ny . !

. . . o -
For All Team Members - . ' l
. — »
; <L L .
1. One problem in using resources in my community is... - -
- . - »
1 ) ) ~
! Y . . .
2. This training program will be a success if... . \
. [N
. : 5 < ’
1 . 1]
Y . N : -
- - ,
‘. ’ L‘\
. ' ’ .
L'} < T
. . N -
a . T » . -
- N - z
»
P . 2 N . .
o A \ .
° 9'“ ke .
. s - - »
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~ N \h
e e .
: : T PR .
- A ) v »
~ ‘ . . hd . -
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. . .
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1. Describe yourLcommunity. Includé tnformation op the population, where people work, the civic'at- =
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- Training Seminar I & Lo
. e - t
~ - - : .' - - .. o : 3
- a Suggested Agenda e s
A - o c, . © -
. .Scl_roéj/qulic Library Cogperative Planning Seminar /- B R
- a ' N ‘/ t : ) ) L
' Ca . ’ o e '
. Phase1:Training for Improvement Efforts 3 Lo .y R N
N . . . . 7 N !
LY . “ v Lo .
“ © 7 8:30-8:45  — Registration/Coffee < ) //"// . .
. 8:45-8:55 ~ Welcome -. ) . : / ) - DU R
i : 8:55-9:15. ~ Purpose . " . o y . A - .- - E
’ ‘ Expected Outcomes . / o T .
. ' . Agendd Overview =~ | ) : S -’\ 5 R
. L Staff Introductions i vt -
. ‘ . / " ) .
9:15. 11:30, —~ Commumcatlon Processes/Acthtxes -/ . L~
" . . ¢ R -
- '11:30- IL 45° L Get- Acquamted Actxvxty // : ‘ ) .
. __,._,_-“,,_. ) > .. .
' : 11:45 12 45 — LUNCH o / ) :
12:451:15 —: Sroup Dynamics S e e :’" - vt - St .
oo (‘y‘ . ,
A - r . - » -
1:15-1:20 — Iransmon Time . o y: | . .
. T e L ; P ' - \
"¢ , 1:20-2:20  — Group Dynamlcs Ac}xv\xtxe! . S _' T e T
¢ 2:?0-2:30 - 'Iransition Time o ;{ Yo LR o o . :
. - : R ) -, . . . 4
g 2:30-3:00  — Principles/Strategies for Change - . Coe \’ ) R DI
. 3:00-3:15 — Wrap-Up ( ) . s cro= v
. . B B e _— N
) ) T e
i Phase 2: Problem-Solvmg/Planmng Model ' - T . ]
> . R - = . L . i
. ' 8: 30 8 45 - Interactlon/Coffee - - c e . - ‘ . N
—— 7 o R 4 \ . . '| ] ) . - . ; ‘
R ! %TE =Key-Factors.in School/Public Library Coop LT e .
N | . 9:05-9:15  — Problem- Solvmg/Planmng Processes for Develog a Locam
R ' R . . / L . '\ :
. . ., 915.9:25 — Transition Time \ - ' S -
< . ' © " - &, - . ~
‘ .0 9:25. 11 45 — Small Group Work yTeams (Clarifying Philosophy; Establishing Purpose Assess« - )
e . Y - " ing] Needs Identifying Goals; Conductmg Force-Field Analysis) . L
% : : ] - - ‘- .
. - 37 - 12 ' _
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11: 45 12: 45 LUNCH

-

-

-

. J2k45 2: 35 - SmalLGmuLWork by Teams (Continue Work1ngw1th Plannmg Processes: Resource

s

Identification; Activity Planmng)

— Break ' .

~

IXS

'2:35-2:45. .
A

2:45.3:30

. - Activities) ’ o
' 3:30-4:00 — Job Alike Sharing Session - .
4
. : .
L " : 4:00-4:15 "“— Summary . . - c

-~ . *

Phase 3: Resource Awareness

— Interaction/Coffee

. 8:30-8:45 i
t 8:45:9:10  — Illinois State Board of Education as a Resource System
9:10-9:35 L Regional Library System as a Rfésource System .
X 9:35-10:00 — ILLINET as a Resource Syétein i . {
O 10:00-10:15 — Break ‘ \ —
) '[ ’ 10:15-10:40 — CEMREL as a‘Resource Systerh , { | >
. 10:40-11:00 — Teagqs?ﬁring Plans ‘ Vo . .
e .

11:00-11:30 — Wrap-Up/'EvaluatiZ)n "

— Small Group Work by .Teams (Continue Working with Planning Proé‘es’ses: .




Step 6 ) .

Training Seminar

e E) -

Suggested Seminar Evaluation o -
Instructions: Respond to each item by making a circle around the number which best describes your
response or by making a check in' the app‘opriate space. . ! .
1. To what extent were the objectives of the trai‘ning session achieved? ° .
T . .. . /
1 -2 3~ 4 5 .6 -
. Not at All ‘ . ‘ ‘ ' ' . To a Great Extent \ .
) éomments: S ' .'a ‘ - -

[y

2. To what extent were the format and,organization (scﬁedule, sequence of events, etc.) appropriate?

1 2 3

4 5 ’ 6
- 3— ————F .
. Not at All . To a Great Extent .
' Comments: ’ \ : .
) N : >

. ® . . .
3. To.what extent were the facilities/meeting room (s) satisfactory for this session?

R - [+
1 2 3 . 4 5 6 / ~
. Not at All : . . To% Great Extent =
- Comments: . ' ‘e .
4 . ' (g
LY .

a . L}
4. To'what extent do you understand your role as a member of the community/district planning team?
. s ° 3 - - 14

>

1 e . 2 3 4 5 6 r .

2

Not-at All . ) . Toa Great Extent " \

.~ Comments: -

L) . : - .
=




. T2 ’ [N N Q
. \

4
. - .

» 5., The length of this training program was

dppropriate ‘too brief too lengthy 4 ‘
8. What partsof the training sessiqn were the most helpful? Why? . s
. K | . . . ° -
| N X
¢ i ] ' ° o \ -
AAAAAA -1 . T -
‘ L] ’ ' @ [
7. Shtuld'some parts of the training receive more emphasis? Why? . .
. : . . .
v . ) - 1
o . . ¢
. N Pl : :
- . '
N "é‘ : ; » -

8 Do you need addttzonal mformatwn»or trainingat this time or in the near future to fulfill § your role as

‘a membe);of the commumty/dlstnct planning team? R
\l L *
. Yes No : ) . .
If yes, what would you suggest'7 ) o T ’ -
- : . o . . \ :

. .
’ .

9. To further develop and-carry out your plans, what kinds of follow-up sérvices or other resources will
you need" (Check as appropnate) < » . .

.
-
-

—— other internal district resource people (teachers admlmstrators llbranans ete.)
— com munity resource materials/people

a

I um'vegsxty resource materials/people ,
—_Regional Library System resource materials/people ) o,
. I moxs‘State Board of Education resource matenals/peopLe . . .
> r (specify)___ _
’ Q 11, Indgca'te your position: . N : ’
) .';"\ “e ' . ' ' .
*4  —— Public Librarian — Principal . . . .
. ~*...—~_School Librarian — - Superintendent d
* ‘ —=—Teacher . . ——_Other (specify)
", —Public Library Trustee .
Ay ‘. ,
GENERAL COMMENTS: &, . >

e
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SR & Training Seminar
t . T B - 4
> '\ Guidelines for Group Facilifa'tors .

The factll’}ztor (s) may find these suggestions useful in leading the team (s) through the various activities in
this Resourcb Supplement. .

~ . N

_The f,'acilitator role incl-udes providing.l18adership such as: .
. - explairiing thé facilitator role, - X ‘ i
. N ;e < 7/
— organizing the group, o ‘ ’ : '
2 de_iinirtg and clarifying the tga’sk to be accomplished, - . S
, o — providing direction taward task accomplishment, . -
— maintaining an appropriate v;/orkig g relation.ship among the group members, *
~ focusing on processes, rather than providing content recommendations.
The facilitar\% assists the group by: ¢

—"'i‘arran ging the physical set.ting approp?@te for tlTe task, i.e., seating arrangement; .
— makingsure that all group members knqw each ot(her; . .
— workingto obtain maximal participation, i.e., taking turns, polling, asKing opinions of others;
- checking for understanding'betwegn members (paraphrasing, questioning, reiteraeting);
keeping the group withjn the timelines for disciission on ideiiﬂtifiec‘l issiues;

leading the group in brainstorming.ofiissues when appropriate; .

.- maintaini{ig.discussiogi at the issue level i‘athgr than personal level when differ’ences arise;

. ! .

-~ summarizing discussions;.
— _leading the group to generate alternat\ive solutions and explore implications of the solutions;

- 1

N

<~ identifying and clarifying decisions reached by the group;
— identifying areas in which'decisions arL still needed; .

— checking out with the group on progress toward task accomplighmegt and what remains to be

. completed. . - &
’ . . " . ¢
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Communications (Introduction)

"
‘ .
~

The followzng actwity ;nay be used as an introduction toillustrate communication preblems and the need for
guwing very clear directions. The presenter can read it to the group as an icebreaker or ask parthpants to

read individual sections. R ) . '

’ , e - ) i T
: o ‘Halley’s Comét Communique . . -
A school superiptendent told the assigtant superintendent the following: . ’

“Next Thursday at 10:30 a.m., Hatley’s Comet will appear over this area. This is an event which occurs
only once every 75 years. Call the school princzpals and have them assemble their teachers and classes on
° their athletic fields and explain this phenomenon to them. If it rains, then cancel the day’s observation
‘and have the classes meet in the auditorium to see a film about the comet.”

+
- N

Assistant superintendent to school principals: R
“By order of the superintendent of schools, next ’Thursdaj' at 10:30 a.m., Halley’s Comet will ’app'ear over

wour athletic field. If it rains, then cancel the day’s classes and report to the auditorium wzth your teach-

ers and students where you wlll be shown films, a phenomenal event which occurs only once every 75 .

-

years.” . ,

Princ'i‘pals to teachers:

. By order. of the phenomenal superzntendent of schools, at 10: 30 a.m., next Thursday, Halleys Comet ~
will appear in the auditorium. Iy case of rain ouer-the athletic field, the superintendent will gwe another
drder, something which occurs ance every 75 years.”

Teachers to students: -
L3
“Next Thursday at 10:30 a.m., the superintendent of schools will appear in our school auditortum with LR

Halley’s Comet, something which occurs every 75 years. If it rains, the supertntendent will cancel the 7
Comet and order us all out té our phenomenal athletic field.” ) . N ' ’
. ¥ Studentsto parents: ’ , LT Lot h

e

“When it rains next Thursday at 10:30 a.m. over the school athletic field, the phenomenal 75-year-old su-
perintendent of schaols will cancel all classes and gppear before the whole school i in the auditorium ac-

companied by Blll Halley and the Comets ! P . - ‘ : -

..freely adap'tecf from Bole and Associates “Boles Letter.”

- - .

o
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Communications
[

Name of Activity: Listening/Summarizing/Understanding °

’ .

Purpose: To understand the necessity of listening to eafh other with comprehension (understanding)

as opposed to merely hearing words. v

. GroupSize: Unlimited number of triads (groups of three).  *

’

Time Required: Apprbximately 45 minutes.

>

. a .
" Materials Requlred Topics for Dlscussmn sheets and Questions for Dlscussmn sheets (Resources Fl
and F2) for each triad.

Physical Setting: Triads should s&aarate from each other to avoid outside interference. *
a ?

N

Directions: )
B / Ay : '
1. Facilitator forms participants inbo triads and ﬁistributes Topies for Discussion sheets. . b

B

2. Participants in each triad number themselves A, B, or C One person acts as observer and the other
“ two participate as a Speaker and a. llstener Speaker A chooSes a topic from those listed or one of
i{ his/her own choice. ] .

3\‘ The dlscusslon is to be unstructured except that before each participant speaks, he/she must first

ﬁumma.rlze in his/her own words a.nd without notes what the other person said previously. If the
‘speaker and/or the observer thmk the summary\is mcorrect they may interrupt to clear up any
‘mlsunderstandmg : :

L4 s v
L ¥
- R -

articipant A begins as speaker. Participant B begins as listener and participant C as observer.
ter approximately seven minutes of discussion, participant B becomes the speaker, participant C
the listener, and participant A the observer. The néw speaker chooses another togic."After another
seyen minutes, C becomes the speaker After another seven minutes, the facilitator halts the discus-

Q dlstrlbute ~Questions for Discussion sheets, and’conducts a discussion based upon the
qu stlons \"ff 2 }““' g T 8
PR . . “

-

s
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Listening Triads Activity ‘ : .

A [

. - ‘ . . T B '
F1l Topicsfor Discussion

r; Ll
. .

* Participants may use, but are not limited to, the following topics: s
" A Y

— Alcohol/Drug Problems in the Co{nmunity : ‘
. ) \
— Censorship
.~ Confidentiality and the Right to Privacy

-

’ . hd
— Violence and ¥andalism

— Public Library-Sci'mgl Relationshijps * -
‘ 1

- N . N
ool-Community Relatiomrships®  * - ‘ .
— Stress Manageg{ént

- )

RN
— Job Burnout ; ' .
-3

e

, 2 NN
Questions for Discussion

¢ : ’ : .
Fa)cilitators can initiate discugsion of this activity by using these or similar qu

estions:

(Directed to the speakers) . . | ‘ )
F
§

. . . . ,‘
— Did the listener listen to you?' :

’
°

— Did the listener acéu?ately s&mr‘narize what you were saying? o

—"*Did the listener seem to understand what you were saying? ) '

(Directed to the listeners) ’

. : \ N -0 . ..«.:.‘%@
.. — Didyoulisten to the speaker? . .ot ¥ 5 = N
N < . .
T

Did you accurately summarizgawhat the speaker was saying? -

— Didyou understand what the speaker was saying? | '
v o—

- 4

(Directed to the observer) ~ ~ ** ° , S .

— .*Did you observe lisiening taking ﬂéce? :

,.
~

e e VS
o

— Did you observe summarizing taking place?

.
.
. 2w
.

Y

— What other commur;icétion_behaviors occurred during the interdhange.bet,weea'n speake;
listener? - '
e/ -

er and’ ‘
& .
¢ i . -

G
1y <.
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L - v Communications ° ) ;
X Name of Activity:vOne-Way and 'I‘w'o-Way Communications ¢
- . - . ) - vo- ;
Purposes: 1) To realize that two-Way communication is superior to one-way communication; and 2) to .
examine the applicatign of communication in family, social, and occupational settings., .
Group Size: Minimum of ten. » - ’
. ’
Time Required: Unlimited. .
« \ N
Materlals Required: Chalkboard, chalk, and eraser; two Sheets of paper and a pencil for each partxcx- - \\
pant; reproductlons of Chart I and Chart II. (Illustrated in Résources Gl and G2.) . : ) N

- \
Physical Setting: Participants face the front of thge room and sit in such’a way &hat it will be dlffxcult
to see each other’s drawings. In the first phase of the exercise, the demonstrator turns his/her back to

the group or stands/sits behind a screen.

Directions:

munication in this éxerelsex

re

~»

Il

-

~

—_—

1 The facilitator may wish to begm with a discussion on communication (content, direction, networks,
" or interference) and tells the group they will be experlmentmg with the dxrectxonal aspects of com-

<

M L)

2. " The facilitator selects a demonstrator arnid one or two observers. Participants receive a pencil and
- two sheets of paper and are told that the demonstrator will g1ve them directions to draw a series of
squares. They are to draw the squares exactly as they are told and may nelther ask questlons no
give audible responses. . \ .

. L . o 3
While the demonstrator studies theWliagram of squares for a couple of minutes, the facilitatér in- .
structs the observers to take notes on the behavior and reactions of the demonstrator and/or the
partlmpants * N

-

.

4. The facilitator asks the demonstrator to qulckly and accurately tell the group what to draw The

group cannot ask questions nor give audible reactions. : . .
¢

5. When the de&ngnstrator has fimshed describing the diagram, each partu:lpant estimates the
number of squares he/she has drawn correctly .

Repeat the experxence thh the following modifications: the demonstrator uses Chart II faces the

v group,and replles to questlons from the group.

* . 7. ‘Thegroup then-sees the magster charts for the two sets of squares to determine their individual accu-

.racy. A discussion on time, accuracy, and level of competence should follow, calling upon “back-

- }-}; home” experience' and application. The observers then offer their data, and the group compares it to

" ¥ the data from the first phase of thediscussion. _ - .

Adapted from Harold J. Leavztt 8 matenal on managertal psychology. © s

L] -~

15 o . : .
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: I{STRUCTIONS: Study the figures above. With your back to the grpu'p', instruct the bajtiqip{mts how B
Ve to draw them. Begin with the top square and describe each in succession, taking particylar no_te of the -
- relationship of each to the preceding ohe. Do not answer que?ions. TG o - s’
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INSTRUCTIONS Study the ﬁgures above. Facing the group, 1ristruct the participants how to draw i,
them. Begln with the top square and describe each i in succession, taking partxcular note of the relataox;
of each to the preceding one. Answer all questlons from partlclpants and repeat answers, 1f necessary. g
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o ) Comnfunications
- * . ’ ) . '
Nanmie of Activity: Verbal and Nonverbal Communication ) -
n . . . / -

“Comr.nuﬁicatipn by Voice and Action,” (1979), Cent'ror; ?ilms, 1621 West Ninth Streei, Lawrence, *
Kansas 66044. Loan available through Illinois State Board of Education, Media and Res%urces Center,
- 100 North First Street, Springfield, Ilinois 62777. ' ” . . :
. * . ) ) . - . e, 0 .
Purpose: To illustrate various types of/n/omgrbakcommunioation and how verbal and nonverbal ele-
ments reinforce each other. Both pos@zé and r)legative nonverbal behaviors are illustrated.

\ . ;

roup Size: Twenty-five people or less. ~

re

Méquired: Film length is 14 minutes. Pime for discussion is flexible.

* .

-

-

Directions? ‘ - .

- ;\ /\. \. . \ S .
1. Introduce the Iilm with a discassion on various types of nonverbal behavior and some of the types of
ication illustrated in the film. Discuss the relationship between verba}'l and non-

<

nonverbal comm
verbal behavior.

- 40y S T :
2. After the film, di ougi the diffekent types of communication shown and apply them to the partici- :
pants’ own sjtuat f{r}. The “Nonverbal Cugs in Group Communicatioh” (Resource H1) may also be

used for discussion. . -— . -
$ . * [ - - -
: A4 - ’ - * L ) .

N\ - ' . -~ e
.
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This material can serve as handout when‘discussing the film “Communication by Voice and Action.”

\ - Y : !
N '

- , B ’ y ~

. . = ~ A
Nonverbal Cues in Group Communication k!
A J . . . . - . §
"o . ‘ ' Body Cues Y . . T
/ . IS . tN
- Withdrawal/Rejection ‘ A
ts these behaviors+ _ Person ex}}ibi.t.s these behgviors':
. Sits in slouched position * |
_In ntinadctivity © Lacks involvement in activity . .
" Maintaihs eye con'tact with speaker Avoids eye contact . ) . |
. Turns sideways or outward - .
. AL L Attends to non-group activity |
& ‘No response to others . .
- _ Doodles oot ., . .
* ' - . .
‘ . T AY Kl
- ‘ , Affective Cues - o . L
. .. . ¢ ' B} . |
s . . \ .
..posltlz;e — ST Negative _ N N ! i
ST ' . " . .
erson exhibits these behaviors: / Rerson exhibits these behaviors: .-
T Y : A
. .-Frowns - . ke . .
- . Shakes head side toside .* =~
Maintajns eyecontact ~ . Lackseyecontact , N o
Laughs - ' - Sighs, rolls eyes§_ . ) T
(Jokes . ' Uses sarcasiit = | ° ~ R
_A. i 4 . o ' .
y ’ Emotional Cues oo .
Tension ’ N Tension Reduction =~ .- ,
. / . T -7 i
Person exhibitsk@se/behaviors: . Person exﬁibits these llebaviox}s: ‘-, .
N s 1
Stutters, stammers . N Sighs - e
Extensive head movements . Laughs, giggles X K
Incomplete sentences BN .. Yawns, stretches A = PR
, ! Interruptsself \ : Jokes'inappropriately - v
Changes voice* , Stands, walks around x . .
Hesitant speech T S
. . . . 4L . M
‘ Rapid speech pp. - — .
- . .
1] ‘ M ‘\ :_A 2
. .
S . ) < ‘
~ ’ .15 - .
. . 24 s .
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J -, _ Group Dynamics ‘ o .

. C
.The fotlowing outline can serve as a basis fora brwf presentatzon to provbde partzctpants wzt}; a common ¥
background before the experiential acthty

) - ! ' : N ‘.

‘e

. L Introduction - e LR

* 3
c ? A. Why look at'groups?
L - ! [
1. Toidentify patterns of behavior and coping techniques. ) %, .
—_ . 2. Todetermine what behaviors are appropriate in a givengroup. : ’

v L4 s “

IL Focus/Dimensions s . : t ’ .
P : ) ’ - .
<A T?Lsk.or Contént—“What” the group is workjng on ¢ . P

B." ,Process—“How” the group is working together ol ‘“'-,ﬁ

1. -Groupdynamics focuses less on “what” (content) and more on “how” (process).

' s " 2. Group dynamics is the study of group development, participatidn;, influence, decision .

. . making, problem identification and solution, planning, evaluation, comimunication pat- .
: ' . terns, managing differences, and role patterns. ‘o

: IIL Stages/Characteristics of Qfgup Development ., . ' ,'

4 c o, °

s - i .
. . A, Polite Stage ' - . . , oo ®
. ? . .
‘ * ¥ .
p - . < . - ' . N o' -
« - . g acquainted L - .y - -

1
. 2. Polite conversation ’ , <. e ‘
! ' 3. Saying acceptable things for group approval o ey -

4. Avoiding contfoversial issues - Lo G

5. Usually lasts brief period of time

B. “WhyWe’re‘Here,” Stage““' LT " T '.ﬁ.

L 2 o,

o

Determining purpose of meeting; desired outcomes; agenda
‘Moves°to this level whén leader 1dent1ﬁes purpose -or ‘member asks “What s.on’ the
S ) agenda for today?” * N .

Persons begin to express own ideas :

Commitment begins to emerge . -

Cliques form . " A -

Hidden agendas emerge asqgembers push ideas . R ;
Active participation by mg members o
Redefine tagk/bring back to issue N

’
b

P Ne ;A w

v

» . .




-
C. Bidfor Power . . ’ . -

. .
. - - .
. . = . . L . A
B - ~ . . .
£ . . .

5 3 1. Rationalizing of position on issue . - ) . -
R . 2. Attempts to convince appropriateness of position « £ G ) .
o 3. Many participants bécome silent, closed-minded i
N 4. Struggle for leaflershi'p ) . - B -
~ 5. Cliques.emerge; domirfation may occur . - v ) <
+6. Conflict begins, unwillingness to negotiate solutions « ~
. 7. Roles become important: _ ‘) . .o @ W o, . .
v. 8. Number 8 unsolicited comments - ’ . o .
- . 9. Numberof commerits-no response ) L ]
10. ¢Hierarchy’in group visible—expressed, unexpressed \ .
“« 11. Evidence of differences, subordination, attempts tocontrol . 3 °
o . . ;" o ——— Y
‘ (, .D- Qonstructjve Stage' . ) N .
\Sf - ¥ . a - 2 <o
L e 1. Individualstre wxllmg to change,'preconcexved ideas ‘ .. a
3 . T 2. Asgk destlons to each other to clarify issues and implications
e ~ 3. Leadershxp shared amopg mepbers -« RN .
. 4. Qonfhct 1s at issue levg] not personal le;f . .
4 ' 5. Behavxors oceurring: ‘ ® . = .
* ' - a. Clanfymg questions, summanzmg * ‘ i
. b. Creative problem-spl’vmg processgg and negotiating
c. Stayingon target or task L . .
LI ¢ 3 d. Constructive and productive dlscus’mon ' : ’ L, . A
« . e. Number of real questions directed at others to bring out relevant facts X . .
x f. Comments . & - - -
. ’ **.® “Inever th%l;ght of that” - £ - ’ ;' 2 N - .
L v o @ “Ibelieveyouhavea pomt T R & T,
, T g Persons shift positions on issues . ¢ f e . ) “
. - R N EEN Coe R i ) .
E. —Esprif de Corps Stage .- *\ N oo ®. ’ . - .
’ » . .
re 1. Group constructive and prodfactlve, tive . ¥ "o \ﬂwa '
2. High trust level/respect among members / . U T e
. 3 Relationships empathetic ' ' a % ’ w
. " 4. Don't necessafqu agree on all issues but respect views and agree to disagree
5 - ‘ ° N T U ‘
i ‘ IV. _ Elements- , - o e
S : = i ” ﬁ. -t Y ' M . o
_A. Decision making . ©a T . - <7,
B\, Commumcatloreratterns L A ) .,
C. Climate - o~ - . \ T @ \ -
, . D~ Nornis | e - G 2 G . : .
V. Group Member’sConcerns T , , S ® A " \' L .
: . L “ P - . ST
VA, Identity g i - oo ., .
P - a E } y « -~ Ae i ‘
. 1. Whatismyrole? v - L > . ] ’ )
S 2. What's éxpected of me? .t . . T e
A . « 8. Where/howdo Ifit? ™ T P . ' . .
-y .. . Lt PR - L 4 — - -
- . . 2 . . 4—f~;‘r,—\ . B

. -




B.” Power : - ' 4
1. Who will control?
2. How much influence will I have? .
@ ‘ :
C. Intimacy ’ . . -,

L4 ¢ .

1. How close will Ibe?
2. What will be the trust level? _ . .
3. How will Ifit? i RN : ' .

Human Relations Principles )
Y ¢ -

. -Everyone wants to be treated with dignity'and respect. ’

Almost everyone vgants to play a significant part in decisions affecting his/her life’s s work.

Almost everyone wants todo a good job. . »

, -
[

People are genera’lly doing the best they know how.. .
Judgmental statements and excessive criticism create defensiveness.

A . B

mpow>

[3
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Group Dynamics -
¥
Name of Activity: Group Dynamics
Purposes: 1) To demonstrate key roles group members pIay in task groups; and 2) to give participants
an opportunity to'experience and evaluate the influence of group behavior on task achxevement.

Group Size: Six to fifteen‘participants. .

Time Requlred Approxunately 60 minutes. -

Materials Reqmred Case study sheet and role cards (see Resources 12 and 13).

- <

Physxcal Setting: Room large enough toaccommodate six to fifteen participants seated in circles.

. .
.

Directions: ~ '

1. Facilitator explains objectives of this activity and the sequence of events:
< ) ; .

a. Organize the group and distribute role cards and assignment for the group (5 minutes).

b. "Group works on task (20 minutes). ] )

Group iéentifies behavior that was helpful or least helpful (15 minutes).

c.
d. Facilitator leads group in identification of meémber roles (5 minutes). i
e. Facil‘itator elicits {ndividual learnings (10 minutes). o

2? Distribute role assignments (as outlmed in Resource 13) to\ each group ;nember and instruct them to
do the following: .
a. Keep their role confidential. - -

b. Reveal their role through-their behavior during the activity.

.
- 3

v N °

c. Play the role in as natural a way as possible; do not “over-kill”as this w1-11 defeat the purposes of
! the activity. . . v

-

3. Give the group an assignment. (The Resource I2 case study can be used as is or adapted to specific

audiences.) N

r.--t.

-



.

;?.,

Sy - #—:‘
. \ ) . . . ° [y . t ':
. 4. Direct the group to start working on the task, playing the assigned roles. .
5. Afterthe activoity, lead thecgroup to focus on their experiences during the activity by cansidering: « n.
a. '%at behaviors were most helpful in thé group’s work on its task? Why? '
b. What behaviors were least helpful in the group’s work on it§ task? Why? el
. Points of discussion should be recorded on chalkBoard Br newsprint. . .
. -
6. Ask’the group to discuss alternatlve ways of handling the dysfunctional behaviors which were
identified.
7. Explain the roles assigned and ask group member%o identify persons assigned those roles.
13 ’ :
8. Leadgrouptosummarize ma jor learnings. ’
s L) ‘ s ) o
- .
\; | Group Dynamics Activity ‘
‘ . - A
Case Study
Pupll enrollment in your elementary school district has declined 30 percent over ‘the past five years.
There are three K-6 buildings and one 7-9 building in the district. One of the elementary biildings has '
been dedared unsafe because of various Life-Safety Code violations. Class size at.each of the three K-6
centers- dropped to an average of 15 students last year and an average of 21 students at the junior high
school. All teachers are on tenure with approximately 90 percent of the teachers working in their pre-
? gent position for 10 years or more. The majority of teachers, about 75 percent, belong to the local teacher
organization . . s i
Y . ‘
™ The superintendent has asked your group to thake recommendations to the board of educatxon for (1)
closing the unsafe school, (2) rest‘ructurmg thg teacher/student ratjo, and 3 reducmg the size of the
staff. This is your first meeting. . .
. € o ;& ° .
- . ‘- ) .9 l ‘N .
(¥ « " - . . . K
. ’
i . < - &
- N .
b - N 2 3 A4 P‘ »
20 . ~ N 7
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This material should be reproduced on 3 x 5 cdrds so that each card has one role description on it. Duplicate
‘ cards may be used for groups larger than six members. However, it is suggested that there be only one “Initia-
tor/Leader” role per group. \ —5 .
Roles for “Group Dynamics” Activity

.

/ .
Initiator/Leader ~—
A ol :~ 1 v
A. Organizesthe group. ) ‘ .
B. Helps start discussion. ’ . ' L ) Co
C. Introduces new ideas and.raises questions. ) - '
\D. Defines groyp problems. R : v
E. Proposesgoals and objectives. 5 . 4
- F. Lead?oup to decision-making points. 0

Gatekeeper . s \
‘A Helps to keep group on topic. ) o
B. Encourages others to participate. :
C. Helps to keep communication channels open. ,

- D. Periodically checks timelines. . '
E. Pointsout when group gets off agenda. e
, e
Informer/Summarizer :
. ?

A. Offers facts and opinions. - e
B. Interpretsideas or suggestions of others. .
C. Definesterms. . ' Lo

~ D, Clarifies issues for others in group.
E. Pulls together related ideas. z . . .
F. Summarizes decisions made by group. {

Conformist . ’ . .

~ rl Py . .
A.. Agrees with almost anything that is said by other group members .
. B. Ch&ks what others think before taking a position. . : .
C. Isverycareful not tooffend anyone in group.
>~ D. Sometimes states other’s ideas as his/her own. ~ . - ‘ ¢




Dominator

4
. Talks loudly and often. . ¥
Interrupts and overrides others.
Tries to manipulate others by authority or superiority. -
Sometimes tries to control by means of flattery or other forms'of patronizing behavior.

Blocker/Resister
A. Tries to keep group from completing its task.
B. Engages in dysfunctional belraviors (moving off topic, dlsplaymg hostility, Jokmg around when
> the group should be serious, etc.). "
C. Di agrees and opposes frequently.
D esuses a “hidden agenda” to thwart the movement of a group

. \
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_ Change Principles

The following materuzl can serve as a basis for a brief presentation to provtde gétlctpants with a common
background. . ,

Change ig’fnewtable ‘Educators and librarians should manage change in a systematic manner, rather
than becoming passive v1ct1ms of change. - . 5

Resistance to Change . .

v ] S 1
Resistance to change may be regarded as a normal response. People resist change for some of the follow-
¥ ingreasons: s
. . : -
Forte of habit inhibits change. ) . . \
Change disturbs the status quo. ~
g Change is contrary to learned patterns. o L .
Change attacks norms or values that are “sacred.” ‘ ‘
. ] Change may he perceived as an admission of failure. . ¢
f Reasons for chahge may be unclear, ot misunderstood, or in conflict with personal goals.
' ‘ . Change can represent a challenge to authority.
. AnytHing “not invented here” may be resisted. . )
_ Change may increase or decrease work load.. - v
) *  JPeople may feel powerless to 'make\changes.
However, people can overcome resistance to change. The theories of Kurt Lewin and others indicate that
resistance to change is greatly reduced if persons involved in the change havg participated in the plan- _
ning and decision-making procésses rather than having the change imposed on them. ‘Groups using the
Force-Field Analysis and problem solvipg/planning processes described in this manual cin expect posi-,
. tive support for change effdrts in their communities. The tentative plans develdped by the community
teams during the seminar should be shared w1th their communiities to secure further input and involve-
ment.
- 2!
- .
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Agoption Process -+ . . L . R

Improvement efforés may occur througﬁ aaoption/adaption o validated programs or practices or

_~through alocally develo‘ped program designed to meet spec1f1c needs, .
-
Researchers have identified the following five phases in the process of individual adoption of an innova-
tion: | o0
A. Awareness ) o v

v

During the initial awarenessstage, individuals are exposed td and become aware of, innovation. As

. yet, they have only a passive interest and do not necessarily’seek further information. The method
of présenting the innovation may well det‘ermine if persons are motivated to move on to the other
stages. . . .

.

B. Interest , ' . ‘

The interest stage is characterized by ac¥fve information seeking about the innovation. Although in-
dividuals have an interest in and a generally open attitude toward the innovation, at this stage they
have not made a Judgmeqt about its suitability. As they gather more information, they form positive
or negatw@ attitudes prompting them to move en to the next phase or to decide agamst adoption.

C. Evaluation . Q ’ . °
The third staée, evaluation, is a period of “meqtal trial” of the innovation, a necessary preliminary to

the decision to make a “behavioral trial” Individuals apply the innovation to their own situation
and decide if it is worth the effort. - oL ‘ i

D. Trial - . - . ' )

. - ’
- B

In the trwl stage, individuals use the innovation on a $mall scale to find out how it will actually
work. Usmg the'innovation on a temporary or probationary basis before moving on to true adoption
isan altemative

0 . * v

' / -

€

E. Adoption

,

sconsider the results of the trial and decide to adopt (or reject) the
innovation. Even with a favdrable decision, however, true adoption occurs only when the innovation
becomes roiatinely integrated on a day-totday basis. .
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Adopter Categories .

A Y

. -
TS el @

Since md1v1duals~res ond dlfferently to an improvement effort, they can be characterizedas follows: :

1. Irznovators—the first 2.5 percent to adopt; venturesome and willing to accept risks. B
2. Early Adopters—the next 13.5 percent to adopt; respected and’ regarded as models.

-
L

3. Early Majority—the next 34 percent to adopt; deliberate and willing to conslder innovations only

after peers have adopted them. ] . .

4. Late Majorzty-—the next 34 percent to adopt skeptical, need an overwhelmmg pressure or influence

from peers before adoption occurs. .

5. Laggards—the last 16 percent to adopt; tradltlon bound and orlented to the past. A mandate may be
requxred to motivate this group.

-
2 .

‘Communication and Adoption

~
Different types of communication have d‘iig'ent effects on the change process. For instance, media can
provide awareness. Trusted literature can create awareness and provide the information about a program
or practlce Consultants can move the process through evaluation and trial and initial implementation.
Trusted peers can move the practice through all stages including adoptions. A combination of all tech-
niques should be considered in getting a program or practice adopted/adapted and “in place” in the

community. -

~\N
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.

Training Serniriar -

Problem-Solving/Planning Modél

Name of Act1v1ty Problem Solvmg/Planmng Model B C.

\" -
® R 4

Purpose To develop g tentatlve action plan fora communlty 1mprovement project.

Group Size: Up to 10 partleipants. .

'v‘b--’ .
Y] -2 .

Time Required: Worksheet I-— approxlmately 30 minutes

- Worksheet I — apprommately 60 minutes
- Worksheet III — approximately 60 minutes
Worksheet IV — approximately 30m1nutes

Worksheet V- approxﬂnately 90 minutes

°

4
Materials. Requlred One copy of gach worksheet (lilesources Kl K5) for each team mémber. p

Phystcal Settﬁg;\ ac_e for-the team to plan without outside interferences.

Directions: . ‘ -

» (3

Explain facilitator’s role. (Refer to Resm;roe D)
LY . v

Direct team members to idéntify a team leader and a recorder.

‘lemvsoIving/planning process, they wrll not have enough time to thoroughly comp].ete each of the

] ‘.

- <

five steps.
For Worksheet I, (Philosophy and Purpose) teamd should have conducted a prlor planning meeting
(see Step 5 in Training Manual} to review philosophy of school/public libraries, discuds services each

provides, and ghin somé ideas about their focus for the planning seminar. The facilitator leads the

" team to finalize phllosophy and purpose from the meeting for Worksheet 1. ‘-

&
On’ ‘Worksheet-II, Needs Assessment), team members ldentlfy th/&t%stramts andklnds of informa-
tion needed for planning. Even if the team has done some prior work in this area, they should work
through this process and reeord thelr decisions. v,

«
.
.- -
v
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Worksheet 111, (Goals and Objectives), is based on information from Worksheet II. Teams should

focus on concepts and not be concerned with semantics. (Statements can be reworded later.) The |

Force-Field Analysis is a problem -sqlving technique which should follow the Goals and ObJectlves
The fac1lltator should explain and préce®d through the steps of the Force- Fleld Analysis, as ex-
plained-in Resource L, . ] . .
;D ‘ - o
Wor ksheet 1V, (Resource Identlflcatlon) leads the t.gam to focus on lnternal or local resources. Exter-
nal 1 resources will be introduced later in the senﬁharcthrough large group pi‘esentatlons and hand-
outs. > . i vy ot
. e . A )

Off Worksheet V, (Actlvmes) the team develops specific activities and 1dentrf1es persons; resources, *
costs, timelines, and evaluation methods ‘for each ob}ectme on Worksheet 11I. Teams should select
an objective achievable during the first year, and develop activities for as many objectives as time
pErmits. The strate rom the Force-Field Analysis should'be helpful in idéntifying activities.
The facilitator may. n:ed to provide technical assistance to the team on evallmtlon stratégies. The
team should identify their next meeting date; when they will report, to admlmstratlon, ahd other
commifments They should also identify needed follow‘-up technical assmtance and report this to the
Seminar Coordmator (). . .

“r
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Planning Seminar

Worksheét I

.

Philosophy & Purpose Statemgnts

+ Stepl -
Local Board of Education goals Qr_p/hilosophy:

s

o

s
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i ) ) Worksheet IT .
. t A
. ’ o . Needs Asséssment ‘
> . 2 .

"& -~ i . . v

+ Identify needs or problems tha:‘, interfere with purpose (s), then prioritize using columr{ at left. ’ ’ -

-
~ .
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B 7 Planning Seminar S
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. Worksheet III
- Goals/Objectives Development
\ <
List gaps or weak-
nesses apparent from List goals tomeet ~ List obfectives for_
needs assessment. identiﬁ*i needs. each goal statement. g
/ ~ :
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MSemlnar
' Worksheet IV

Use this as a brainstorming aid. List specific names and expertise or-resources where appropriate. -~

Rgs‘ource Identification

»y

. " Public Librarians

-
.

L School Librarians

°

‘.

Public Librar)j
Board -

¢ &

.

) ‘ _., Library/Media
©  Professional
Organizatiqns

n

) AS—t:udéntsA

<

Student
" Organizations

B

R

Teachers (ist
subjept area if
appropriate)

. ;_Profeséional
~~ ~~  Educational
-* Organizationg

-
«

IRY

T
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Proposed Objective: _
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Force-Field,Analysis ' . ’ -

The Force-Field Analysis, a problem-solving technique 'derived by Kurt Lewin from the force-field
. theory in physics, studies the motion of forées-as a part of a complex system. A social situation is a result
of forces moving at a given time. If a situation is in a stage of equilibrium, negative and posmve forces
~  tend:to cancel each-other out ang‘ the situation remains unchanged. If an imbalance in the direction of .
the negative (blocking) or posmve (promoting) forces occurs, the situation changes in the du‘ectlon of
the greater forces. K * : _

- . . . '
> -

The Force-Field Analysis provides a process for identifying both negatlve and positiwe forces, removing
or reducing the negailve forces, and strengthening the positive forces. This process works well for
management and staff concerns in business and industry, in educational institutions, or wherever
«peoplg are workmg together. In order to effecttvely use the process, persons must make an accurate anal.

. ysis of the various forces and be committed to improving a situation. - - ,
— e & et —ra—*————»*~<~ T R - — ‘AA—fﬁi—’Aka — - - ——— —————— - — - e —— o
R Step One — Identxfy the problem. you wish to solve. Describe the problem as you rfaw see it. Whaswould

the situation be like if it were 1deal {.e. your goals)? '

Steg Two — Brainstorm the promotmg and blocking forces which affect the problem. (Promoting forces
are those forces which push’ tougds solution, and blocking forces are those forces whlch

“ work againstsolution.)
L3 ‘ ~
g Promoting Forces, - . Blocking Forcés
" . . s . ! A
. < 1. :. ; . v 1.
' ' -0 . :
o -
. . o 2 2 .
) ¢ . Y .
H a Al
p 3 . 3 ‘
‘ - o
‘ \
A ' 4 : .4 B
T . B : . 5.
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* L] » ’ ) 3 : L
° - - Set upt@e:Force-Field Analysis as follows:
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Step Three — Review your list, decide which two or three blocking forces are most important, and list
them below. - )

-~ . M
N .
—
o

Most Important Blocking Forces
L

2.

e ’ -

Step Four — For each blocking force from Step 3, list some possible action steps (strategies) which
: . might reduce the effect of the ferce or eliminate it completely.
Brainstorm — List as many strategies as possibleivﬂ' hquit worrying about how effective -
or practical they would be. You can later decide which ones are most
£ appropriate. B o t ‘

Blocking Force 1 o : 2

BN

-
-

Step Five — Apply these strategies when generating a\tivities for the team plan on Worksheet:V
(Resource K5)., . . '
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> Step 6

Training Seminar

v gl

‘Team Sharing
N L

2

It isimportant for individuals and teams to share wifh each other. The following (;?}ions are suggested
. . F S R ' '
\ -

-
& .
— Teams display their goals on newsprint in a designated area as completed-"The facilitator

» ““will explain this procedure at the staft of the training and lead the group throu h data
‘ display. Lo
o ‘ ® a .
. ' ' ) . » -
— Team xlnembers participate in a Job #Aflike Sharing Session in which they are grouped ac-
/ vording to their role G.e., all public librarians together, all teachers together). For this ses-
. sion facilitator(s): ) .
‘ . — arrange seating & appropnate for dlséwsmn, ) /
’ — ask the partlcxpants to introduce themselves and briefly (two to thtee*minutes) de-
. scribe their community plan, - . \
. — lead the group to:brainstorm any 1ssues/concerns they wish to address and record on
L newsprint, ~ -
— guidethegroupin dlscu7smg solutmns to identify issués.
‘ . . . & .
< G h
: | . - .
— Teams report their plans in the large group during the last afternoon of the seminar. The facilita-
A tor (s) will provide astructure for this by identifying criteria and indicating a report-out procedure
. \ . R > ‘0_ .
. v - : - LT R-3
* N Co i 3 i
These sharing activities should encoura;e teams to contmue'commumcatmn with each other followmg
the seminar. . . o . ‘
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‘ R Training Seminar J . '

- ~ Resource Awareness

& .

'

Iy 7 )

The-)(llowzgg material can serve as a basis for a brief presentation to provide partzczpants u)zth a common
background before presentations by individual resource agencies.

Effective use of resources occurs through: 1) awareness by clients of what the resources are and how to
access (acqulre) these resources; 2) awareness of resource provxders about their cllent’s needs, and 3)
ﬁooperatw&pmvxsxon of resources by resource-providing agencies to ehmmate_duphcatmn.ﬁnngm&the

“+ - .~ - — makeresource providers aware of their resource needs; . . 8 , ’,

resource provider and the resource user together at the seminar promotes resource awareness. Resource
providers have direct contact with their clients. Clients learn what is available and hpw to request ser-
vices. Resource providers fhteract and Learn about each other. s . R
. . ..
As a result of this session, resource provxders and users will acknowledge that each has;mresponsxblllty .
_in effective use of resources. oo
‘ . e ¥ 3
; :
Resource providers will realize the need to: . e e .
N - v : N - - ‘e
— promnote/advertise their services, , ¥ i
— diagnose needs through some systematic process, . . . N

— know and understand their client’s resource needs, ) R . . o

-

— acquire or develop resources based on client need, - - -, e s
— determine user policies that benefit both provider and client, - T
— ‘build relationships with other information networks to qxpand their resource 5ase and avoid du-
plicate efforts, . : ™ : ~ ' . . A
— maximize resource efforts through systematic dissemination, - ' ° '
— train their clients in making realistic resource requests, ' ‘ R
. — translate information into the client’s level of understandmg, . s N
- evaluate the impact of the resource services, . ) . e
— establish credibility for service through continual contatt with chen{s, e

— stimulate local client initiative to seek services. ' . . S ,

Resource users will realize theneedto: . . 7 ' hY . .
L ‘ - ’ . - $ .
A [

— famiiarize themselves with resource saurces; ~ s .

— comply with usex policies; . .

— sgelf-assess their néeds before approachmg the resource provider;

— make suggestions for planners and presenters; ’ - .

— - transmit requests for information in a clearly thought-out manner; W e

— acquire resources ffom all available sources; w "

=~ sgeek solutions from colleagues or other human resources, as well as from prmt material$;

— use resources as tools to decision making/problem golving, not asthe ultxmate solutign, RN )
.~ takeinitiative in 1ocatmg or developlng resources. . > | 2

. : -



Suggestions for Plannersand Presenters * g

, In preparation for this phase of training, seminar planners need to foek’at all resource ageneies that
potentlally serve the participants and invite the most appropriate and most geographically accessible “
ones. (A list of resource agencies appears in the back of this publlcatlon ) :

- N

Prospectlve preSenters should be briefed about who the audience is, the purpose of the overall seminaT,
and how the resource utilization segment fits into the planning process. Presenters structure their own

) presentatlons but’ they should be encouraged to cover these points? . /
’ . Lo P . ' -

- The philosophy andpurpose of their organization. —- ] ’
’ . — Theclient group(s) they serve. . oo
. — The types of services they provide. e , .
— How clients access services, user policies and costs (f any) - . -
- — =—Examples of resource products they develop (ifany). -~ — - T - ]

— Specific assistance they can provxde to the community prOJects planned by the teams at the
+ * seminar. ~

N Although resource awareness is the final phase of the seminar, representatives from the resource agen-
. cies should attend the other days of the seminar to understand the nature of the groups and the team
. ' plannlng process. Presenters can then possibly relate to thg sessxons and activities in explaining their
e resource capablhty _, * . .
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R s _ e o Ve
. Resource Availability in Illinois C -~

s Fg

Illmms has several resource networks whlch supply a variety of services to specific client groups. Includ-
ed in the following list are resource providers located in and/or serving Illinois. Segglces and staff may
change. Direct inquiry to the agency will provide the most accurate information about services. This is

. not intended to be a comprehensive listing. Some networks were omitted because of their limited policies ,
l or services; others were not known.

Adult Education Service Centers ’ GlftedArea Service Centers
« Illinois ESL/AE Service Center . o ‘Educational Innovation and Support Section
) //‘50 0South Dwyer Avenue —Illinois State Board of Education

. Arlington Heights, IL 60005 100 North First Street
312/870-4100 ‘ ., Springfield, IL 62777 ‘

. o L 2177823810 © .+~ __ - ¢
American Library Association T ‘ ' .
ggEast I-{uron, Street Illinois Career Guidance Centers

.Chicago, [L.60611 - Dy
319/944.6780 % Special Programs Sectiorr
: . ’ Illinois State Board of Education
100 North First Street

Career Educatlcn Serfice Centers . Springfield, IL 62777 -
c/o State Coordinator for Career Education s

. . Y -217/78%-5098 .
. Special Programs Sectjon

/ﬂkmﬁ State Board of Education o .
100 North First Street . Titls 1V ESEA

Springfield, IL.62777 Illinois Statk Board of Education
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. Louis, MO 63139 . -
314/781-2900 ° Title [IVESEA . .
Illinois State Board of Education
, . 4 100 North-First Street
Educational Service Regions ) Springfield, IL 62777
" Illinois State Begr% of Education , - . 217/ 782-3810
100 North First Street ’ '
Springfield, IL 62777 . oo Illinois Library and Informatmn Network lJ .
'+ 217/782-5418 L : Illinois-State Library .
. .t * Ilinois Secretary of State. .
ERIC Clearin .house on Elementary S::it;;g;?éﬁ?:g? 5.6 -
and Early Childhood Education - . 917/785-0318 .
Collgge of Education . .
, gmvermty of Illmo:s ‘ . Illinois Regource and.-Dissemination Network
rbana, IL 61801 / N %
217/333.1386 & . . Illinois State Board of Education
. . . . 100 North First.Street
o L . g , . , * Springfield, IL 62777 )
. ERIC Clearinghouse on Reading _ 217/782-0762 % T
and Communication Skills ¢ ) . _
National Council of Teachers-of Euglish . Illmo;ls Teacher Centers N
1111 Kenyon Road . . ;o Illinois St&téHodrd of Education
Urbana, IL 6180% ¢ T : 100 North Eirst Street,
L 217/328 3870 ) . C s Springfleld, IL 62777 ,;‘

217/:78 -3810
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National Diffusion Network )
Illinois Statewide Facilitator , o .
1105 East Fifth Street . ]
- tropolis,.IL 62960 . . L
) 18/524-2664 ) :
\Wation Service Centers ' =’ o
Depaftment of Specialized Educational Services N o
Illinois State Board of Education - . ‘ .
- 100 North First Street .o ¢ . 7
Springfield, JL 62777 . e
217/782-6601
| Technical Asgistance and Djssemination Network . o “:
Hlinois Special Needs Population . . .
Turner Hall 202C ) : .
- Ilinois State University ©
: Normal, IL 61761 : _ -
309/436-6022 : : .
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