HOME OF o
LAXEEI==
LAGER T

- .L-i JACOBR DREGE AND SoN |
ERITT STEEET

i - £ ’I.., BREWE H:‘f 1884 §

L _ : ciong r-r':chTl S~
B ' =Ll ] ]] e, w2
I A= l'_:'J]E‘H-‘E'u = h .r'_ll'.-._
el T i

i . , ,_ -H -
an Tl 'ur ”fm %L“*

JI:' T —



ORGANISE!

A guide to praclical politics for youth and community groups.

MAYC Publications



ACKNOWLEDGEMENTS

Cwer 40 poople have commented on aarlier drafis of Orgamise! and particular thanks
must be given 1o Elsa Bell, Keith Bell, Julie Crampton, Graham Joyee, Catherine
Kirkwaod, Hod Maare, Martin Notley. Alan Rogors. Gary Walker and Membaers of the
FPEP Advisory Group at NAYC, Also Lo the wirious central and local government
ollicers who gave their help, but for obvigus reasons cannat be named.

Lastly, special thanks to Janeat Willars lor organising and Ly ping successive drafls for
the handbook.



First published 1861

by MAYE Publications

T0 5t Micholas Circle, Leicaster LEY SNY
Designed by Mark Smith

Typesatling & Paste-up by R Barratt
Cesigns

llusirations by  Carl il
Bradley, Grog Waters

FProssér,

Printed by Salvo Print, Leaminglon Spa

Cower Caripon: Moel Ford

i National Association of Youlh Clubs
and Mark Smith 1881

Extracts from this book may be
reproduced by any local youth and
community group, project ar
organisation provided that tha following
statemant appears on all reproductions

Reproduced from Organisel by
Mark Smith

MAYC Publications, Leicester, 1981

This pefmission statement is limited to
partial  reproduction. Completea or
sySslematic or large-scale reproduction -
or inclusion of extracts in publications
for sale may be done only wilh prigr
parmission

ALL OTHER RIGHTS RESERVED
ISBM O 90T0AS OF O

While every elicrt has been made, in 50
tar as possible at the date of publication,
te ensure the acouracy of legal
information within this book, the
publishers strongly recommend thal
advice is sought on legal matters, Mo
responsibility for loss ocoasianed 1o any
person acting or refraining from action
as a result of any malerial can be
accepted by the awthor or the Mational
dgzociation of Youth Clubs

MNAYC Political Education Project
T 51 Nicholas Circla

Leicester LE1 SMY

Telephone Leicasier S8514

WHY
ORGANISE?

Feople g invaheed in community action and palitics 1or a whole ranga of reasons
Mostly what sparks pecple off is concern about something that has happenad or is
about to hagpen. 11 might be as simple as the fact thal you've grown tired of getting
wal waiting for buses and are trying 1o get a bus shelter at your stop, Or it might be
anger ai the continuing culbacks in government servicas or the high leval o
unamploymeant

As individuals we hawe, (or {eel we hava), little chance or powar 0 gel things
changed. Most peopie do not have any real power ower what happens in Sociely, they
can’t influence decision makers. To get power for yourselves, 10 be able 1o make
people listen to what you are saying involves organisation, information and acling
colkectively. Working together gives you sirength and makes morg things possible -
thi jobs can be shared, aims can be more ambitious and your Kknowledge greater.

Politics often involves onty small gains or fallure. In writing this book | spoke toa
wida wariely of people involved incommunity action and politics One of the
strongest feelings that came across was that whilst the odds are heavily stacked
against success, people felt it was still really important to work for the changes they
balievad in. Thare was always the hope of some success. Frequently people tlalked
about the parsonal things they got from faking aclion - a sense of grouwp salidarity
and frigendship whare none had existed, increased confidence in their views and
abilities and anjoyment in $oing somathing worthwhile.

The igeas and techniques talked about in Organise’ are concarnad with Row you can
get the power either 1o do things for yourselves or to make “decision-makers” lake
your views into account. | have tried to show a way of organising that is-

democratic - where jobs and leadarship are shared

personal - it isa’l just thal people’s feelings arg of grucial imporance in how
suceesaiul you are, bul also that political forces find expression in our parsonal
lives. for instance, in our own sexism and racism. | have therefore fried fo say a bit
a kot The way we can do things in growps that keeps our own lealings and prejudices
on the agenda

praciical - the book is basad on what people have actually done - there 5 nothing
untrigd or spetulative in these ideas and brchnigues

Lastly, | would be very pleased 1o hear from people with any
Ideas/commentasenticisms aboul the book, We have printad a fairly small number of
copies in the hope that peopla's further comments can be incorporaled into the
sacond adition

Mark Smith




How to use
Organise!

Organisal is a handbook - it is not maani
o Be rewd Trom cower [0 cover, but for
people 1o ook at the bil they need at (ha
morment

From the |list on this page you
will s2e the book s splil up into thres
main sections. Getting started looks al
the sort of things that make lor eflective
waorking groups

Information ks power cutlines the main
points aboul gelling informaticn fof
Your Cﬂl‘l":l:lﬂl-gl‘l

Taking action provides a step by step
guiche 10 the main technigues of political
achicen

T The end of &ach seclhion there 5 a
lesteng of useful resources.

In the main, the book has been armnged
so that yvou read first aboul the things
you need o know and do lirst Readers
are strongly recommended to look at
“Gealting started” and the opening part
of section 3 - A guestion of factics
Whilst people might find these parts a bit
heavy going, many of the essantial
points aboul organising ara in thesa
pilgEs

On page 71 there 5 a complete index to
the book

Why Organize? 2

Introducison 5
1. Ba clear about what the GQroup s
thera (o g0 &
2. Gef the right people T
4. Give yoursaives timea to become

& group 2
4. Flan your meelings 9
5. Get the right atmosphera 11
6. Make decisiong 12
£OWnie up and follow wp 13
8. Be careful with momey 14
. Agree guidelnes for e way

oL work 15
10 Vary your meatmgs 17
11. Keep your membership

Ivived i
12, Review whal you do ig
Rasources ]

INFORMATION IS

POWER

Intraducticn 21
The eight s1eps 1o getting
infarmation i

How 10 ask people forinformation 24
Whara to get the facts 26
Your own lacthank 27
Local gowernmend 28
Contral governmant 30
Firding out for yourseldf -

daing a survey 41
Filing a2
Hesoursas 33
Introduction 34
A guestion of tactics 35
1. Getling mambers a5
2. Using normal channads 40
3. Lobring 4z
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5. Mewshesats 48
6. Other lorms of publicity 52
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13. Fund raising G5
Regoudces T0
Indax T
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GETTING
STARTED

This first section is about working and making decisions in small groups. It
will ba of use to existing groups and committees and to people who are just
getting started. The way of working talked about here tries to be:

Democralic - leadership is shared amongst all members of the group.
The group as a8 whole s seen as being responsibla for what happens.

Practical - rather than starting with constitutions and structures we
begin with what you actually want to do and so0 let struciures etc grow
out of taking action.

Personal - feelings and emotions are a really important part of the way.ln
group works, Too many groups try 1o ignore them and fail as a resull.

Aclive - it's there 1o help you do things rather than sit around and just
talk about them.

There are twelve parts to this section, In each part you will find a short
axplanation of why the paint is important and ideas and hints about how you
can go about improving the way your group works. On page 19 there ana
details of books and people that can give you further help.

(%]



i i susees.

Be clear about
what the group
is there to do

You can waste a lot of time and enargy
by not having a clear idea of why tha
group has got together. Giving a group
only a hazy outline of their job is a
certain way of creatimg argumants and
bitterness. It isn't just that being unclear
slows you wp. It also stops pecple from
offering thelr help. People want to know
what they are letting themsalves in for.

Three “rules™
troubles:-

can halp you aveid

*  When starting have & clear idea of
the problem but not o detailed
plan

*  Know whal powers Ihe group has.

* Think aboul! what commitment
mambers will have to give.

A clear idea not a detailed plan

I you are trying 1o gl people 1o join &
group or 19 convince a8 commitiea that
ey should look at & particular protlem,
you arg morg likaly to bé swcoessiul f
thay wunderstand what you are
concarmad abouwt, On the other hand, i
you give (he impression that you know
all the answers, that you have scme
Grand Plan up your sleave, you have
also got problems as peophe:-

*  gont like ‘knows-it-alls’

*  might think that if you know the
answars you should Qo away and
sort things out yourself

could feel inadequate. As you hive
The answers what can (hey affer?

It's the diference belwean saying:

“I'm really worried aboul young kids
crossing Parkinscn Road. It has got so
buwsy that there’ll 2 a bad accrdent soon
unless sOMenns doEs something about
it

W Emaeng peOpe 10 poin & group you
shoukd explan what status the group
has. For instanoe is il

* Independent To what extent can
the group make and carry out
decisions without asking other
pacple and groups?

advisory, Does the group repor to
another parson or commities wiho
can  ihien fake or leave your
opinions?

* for show. Has the group got any
power a1 all7?

It eni group is just for show or has litthe
power (like some youth club members’
commiltaes) thén people may want to
give the whale thing up &5 a waste of
time or fight lor more power

Say what commitment Is
expected

Possible group membacs will want to
ko Row much tirme they' | be oxpaectoed
i give to the group. Try to be realistes =
remember o add on time spent -d-l;Hng
things oulzide maslings. Also say what
Yoposts” wall be involved, @ g
membearship fees, or less obvious things
ke unpopularity with other groups and
friends

A checklist
people’s help

for getting

People will respond bether if what
you are talking about i

Clear - try 10 put things n as
CONCIEDE AN COMmOnSEnes 4 Wiy
S D Dl
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‘J’m By can heip with -
FwDed IMINGS ADDBARNG 30 ready
mace thal thene @ NO room o
others hedp. Try Bsking Quesiuss
rather than making stalemants

"x smningtul - the group hasn 1o be
just for show.

"U’ Something they heve time for - the
time and cost involved are going to
B2 big factors.

Fun/exciling - you need 1o appeal
fo people’s imaginalions. People
nead to get eanjoyment autl of
higlping for them to kesp at it. That
enjoymint is often the satisfaction
of achieving somathing,




B Get the right
people

Getling the right people in tha right
numbers |8 crucial o the success of the
group. Whether it ks one or bwo people
recruiting an action group, or a large
association or club electing a
committes, thera are some basic things
to look out for in making your choica.

Size of the group

I your group oF commilies gets oo big
it g dithicult for everybody 1o have their
iy Of an issud and the discussion of
small details can be very awkward - wilh
everybody trying to chip in. Also a lod of
pecple are nervous of speaking in large
groups. On the other hand il the group s
too small you can lose out by not having
a wida range of opinions and skills on
tap. It also means that individual
membears are landed with more work.

When deciding a size for the group you
hawe to trade these things off. For a
group that has all its members highiy
invalved the best number seams to be
baefwean 5 and 7. If you need a wide
range of opinions and skills ar a full
representation af your membership you
may have 1o gel a few more people
Asmember though that bigger groups
will nead careful handling il everybody
is going to be able to contribute.

For very detailed bits of work such as
writing @ report or organising catering
for an @vent the best group size can be as
small a5 2 or 3

Who to look for

Remermbsgr you arg looking for a group,
nat ideal individeals, What one person
lacks can be¢ compensated for by
another mambar, [t s also easy 1o under-
estimate what people can give 1o the
group - i people are committed and leal
imvolved then It s surpriging how quickhy
things can be learnt or changed, These,
then, are some of the ihings to be leoked
far:

Broad agresment with your alms

A we 58w 1N the last section ihéreg nesds
fo be some broad agreemant lram ihe
start over the problem and whal you
want o do aboul 1. However Brodd
agraemeni doesn't mean [olal
agreament = it Is often very creative 1o
have differing opinions providing they
afrg mowing in the same general
giresction,

Readiness 1o work

it paopie aren't going o tum up o
meglings or be preparad to work on
batall of the group then it's best to avoid
thirrm, Thore are occasional excepliong

to this, for instance some groups will
include somaong who 5 well known or
has a lot of influence as a ligurehead so
as o gain credibility

Knowledge and skills you need

People with special knowledge and
gkills like book-keeping or building can
often be very uselul members. Howanis
dan Stop at HitH 'prnﬂﬂhﬂﬁah'- ook for
people who have direct experience. For
imslance the pﬂplﬂ wihd e in a block of
vandalized flais probably kKnow more
aboul the prc:mzms ol flals than 1he
council officials respgonsible for tham
Anyway If you are irying to change
something vou should always try 1o
involve the people who are affected
Secondly dont under-estimate your
own abilities - a lot of jobs, like book-
keeping or writing minutes which look
invalved, aré quile @asy 10 learn, (thare
are some guidelings in 1his secton)

Can work In a group

Some pecple jwel can’t work in Qroups -
LRy like 1o Q-:l-lt--ah:l-"l-l!' Whilst mamibers
ol a group have mot Qﬂl o be Q‘-'I':'M
friends they do have to be able to work
together - to be able to give and take
The otheér hait of working in Groups is
that members are therg not just for
themsaives, they are thare to 827 in tha
inlarasis of the Qroup or assoCialicn asa
whale, If you think someone is gaing to
put parsonal inlteresis first it is pmbahh.-
worth |l]ll:lhlﬂg for B-IL'I['I'l-'E'EII}H}' gleg

DANGER

Handle with care

Watch out for:

experis - they often mean well but they
can oflen take over, What you wani ig
advice nol a decision

commilies freaks - some pecple love
Eiiling on commifteas and playing
games with “Points of Order” and the
like

ego-trippers - pecple who put their own
neads well abowe that of the group ang
not likaly 1o give the group much

cant say no-ers - some people can't
refuse and end up with more work than
they can handie. Watch how much
people take on

JAMET HUNT




Give
yourselves
time to become

a group

Groups are not born overnight - they
have to be made and that takes tima
There is a real danger of jumping in at
the deap end by attempling oo much,
too soon. Most groups will have 19 go
through three stages bafore thay will
wiork well

In the beginning......

When the group lirst mests il i% nothing
more than a sel of individuals. 1t migh
be that everybody knows each other (ar
think they dal), or they may be stranger 3
to each other - whatever the case thay
are sirangers fo the group. The firsi
priority is tharafore to try and form a
group. A first meeting might therefore
ook somathing like this:

Welcome

Whare the people who have called the
"Tl‘JEltll'lg mniroduce  themsalaes  and
faxplan the purpose of tha meating

B miarubes

Introduclions

Where each membsr telks the growp a bit
about themselves eg nama‘what they do
for a living/how they see the problam
and 50 on

20 mingrbes

The purpose of the Group
Hare people need o

= gal 30me agresmsant over whal the
problam is.

* suggest some broad aims and
chjectives (for possible ways of
doing this se¢ page 12 ). By the
end of the discussion you should
try to have some broad statements
that everyone can agres to. Try to
ensure that evaryona contributes.

40 minutes

Plannlng tulure meetings

Whare dates are set, a rough plan of
whal nisds 1o be discussed I3 drawn up,
thé rascissary jobs are taken on by
pedople (e pages 13-18 ) and the sort of
commitment axpected from membars
shared

20 minutes

It i= vital that at your first meeting peocpla
are made 19 leal walsome and that tha
atmosphere 15 informal and Triendiy
Giv ng peopie a cup of collea'lea
oflan a good relaxer. However don'l go
too far overboard with the chit-chal as it
1% important thal people 0 away |EE'5I5'|§|
a start has been made. Be friendly and
bBursin@gslike

Getting some early
SUCCESS.

Il paople are 10 ramakn committed o the
Rroup hey nead o feel that the group Is
doing something and thal they can help
You should thoerelors am o do
somathing practical fairty early on
howawer small. 11 migh!l be gelting an
item in the lacal paper. renning a raflie
1o raise lunds, of making a wisil 1o ihe
local Citizens Advice Bureau to get
facts

Having an early success & also
imparant Tar another reason. Afper an
initial ‘noneymaoon” pericd many groups
go throwgh a bat of 8 stormy pateh when
some of the earler agresment |8
chalienged. Commaonly paople agree on
what the problem s but disagres on
whal to do about it. &lso al first peopie
are reluctant 1o lell people what they
ripally thenk, bul as they fesl more al
home in (e group they will open up
AlEo a5 the existence of he group gels
better Known, new members ange going
o be joinkng. These people may nol sea
thea things in guile ine same way as fhe
original group and all soris of conilict
can creap in, with the founder membars
af the growp resanting the “intresion™ af
the newcomers, If the group is
successiully invaolved in doing
sometning practical then this 18 ofien
mauch easeer 10 oeal with. Dont be
discouraged if things do gel a bit
argumeniative, as the oulcome is0iten a
more raalistic sef of aims and
rplalignshi s

Making yourselves
working guidelines.

Onece the growp has g-\:lt o know each
other, astablizhed an aimosphera ol
trust, and has got a good understanding
al its basic aims if can then sort oul and
establish an accepled way ol doing
ihings

AlE0, IF the group has grown, then ihe
ways ol working that were suitable for a
small group of neighbours or friends ane
nicd 50 likely 10 be able ta handle many of
the problems thal ariss in bigger groups
Il the group cannol ged through its
business ihen  people are likely 1o
become unhappy and leave

The sort ol things {hat will have (o e
sorted out are

now gecisions shoufd be lakes

how differences will be handle

*  how 10 make Sure work gets d
Many groups make the mistake of try
to do these things first and end up in
sorts of trouble,

Making rules and guidedines 15 deali »
on page 15

Getting on with the job.

Hawing got throwgh the first throo Stag
the group should Be working waell, ¥
will know This whén the members of
group

*  know and accept aach other
* leel they can achiewe somethir

*  agree on the main aims

¥ have rules aboul the way thay
should work
STEP S
Curtains or....... %

1T 1he group geis whal il wanis ien iy
have 1o decide whather to linish or go
to another issus. Similarly, if the gro
finds it isn't geiting anywhera, than it i
will have o make a choice betwe
grving up or finding anothar way
daing things

Many groups go on longer than th
meed 1@ and S0 gullive tThair uselulne
Thiz happens because people [Gathe
wind groups up that they have anjoy
and got something fram. The whi
process can be made a ot easser il 1
group

*  reviews progress reguiarty (See
page 18

*  has clear aims

onsures that its members goet
invalved in other 1hings

A lot of groups use the "end as an
opportunity for a party or evening o
which s often a good des &8 11 mak
the winding up of tha growp wery
clear

Should the group decide 1o go on the
are likely o bo changes and with ni
ideas and new peopke coming in il will
necessary o start the CYCHE Bgam

This way of lpoking al the way a grod
develops means thal you have 1o p
atlention to

® e lask or job thal the Qroup 12
there ta do;, and

*  maintaining the group by buildi
frusi, sorfing oul arguments
F'-E||:| ing commuricanon andsh o

Effective groups have lo do both



d Plan your
meetings

Al mewtings should have some kind of
miting plan or agenda. In some cases
the agenda or plan will have been
carefully thought out batorehand, in
othars the agenda % not mede until tha
siart of the mEﬂ‘l-l'Iﬂ Whatever the case
if you don't have a meating plan you can
end up with a 1ot of unfinshad besiness
at the «nd of the medting and
discussions thal go round and round in
CFCiEs

Your first stéep should be (o decide what
are ihe important isswes thal need
CISCUSEDN

Deciding what is important

Start by making a list of all the things
people have said they wani to talk abowul
If vou are doing your planning at the
beqinning of the meating it's a good idea
10 writé the ideas down on a big shest of
paper with a felt tip pen $0 that evaryone
Can 88 what's happening. Give peoplsa
bit af time (o think abowt what they'd like
o see discussean.

Then iyt pul each idea in one of the
five columns in the dlagram

Esay - This is for bits of business that are
straightforward and will only take a
shor time to make & decision on

Tricky - [tems to go in this column are
ones thal you know will invalve a lot of
talking or argument bafore the group
can maka 13 ming up

TRICKY

MEED MOHE
INFLORMATICN]

FOR
INFORMATION

MOT QLR
PROBLEM

Meed more Information - Lise this
column for items that you nead to know
more about befors you can lake a
decigion. Check if people in the group
hawa gof the infarmation needed befors
putting an itém hare as i1 could mean
thal nothing can be done until the next
mekting. Always make sure tha
SOME0ne agrees 1o gel the infarmation
naaded o the next time

Hot our problem - it islikely that some of
the iterms on your list are ihings you
cannot do anything about. When this
happens you should try 10 pass it on 1o
thi: peaple whaosa job it is to deal with the
problem. Again make sure a group
member takes this job on

For inlormation - These are ilems that do
nat need 8 decision but that people nsed
o know about.

Once you have got the items in the
polumns you can star (o get an idea of
what you can deal with in the meating

A further questhon you can ask &5 how
urgenl the issue iz, Does i1 nesd a
decision

* NOW?
® S00NT
* LATER?

In this way you Ccan |eave some
decisions to a fulure mast ng Howevear
don 't |D51 make decisions bacause They
are urgent - it s ofen betler 1o lalk about
whal |8 importan! relhar han whal &
urgent.

Once you have done this it is then
possibla to draw up your meating plan or
agenda




Making your agenda

===

l_.“.Ll- i

On the next page you will sge an
example of the sort of agenda that is sent
oul proir 1o the meeting. Belors lﬂnking
at whal aach item means it is worth
noting that

* a lot of thought has gone into tha

arder in which the items are
discussed - in this case the basic
business is done firsl, then the
straighforward items, followed by
the larger, tricky iems. & Space
has been leff a1 the end in case any
urgent of new business comes up
just betare ar during the mesting

* gach item has had a time limit put
on it so that the important
business gets enocugh discussion
and the minor business remaing
atla ol

" s@veral of the items have
rigminders of thair sTatus &g, “tor
information”™ or “lor decision’™.
-ﬁ.nlll'll‘t some of them are aiso the
initials of the people who have 1o
do things.

* A margin has been left on the right
hand side so that pecple can
record decisions and actions.
Whilst lcoking a bit untidy it is a
uzeful way of keeping tlabs onwho
does what

* those items that “need more
information” are shown as ilems
for report with peoples initials
after tham. This i because this
Iﬂﬂﬂdi i% sent oul belore ihe
meeling %o 1hal peocple are
reminded whal they have 1o do.

Apologies for Absence - the names of
e pecple who have said they could not
come 10 [he meeating, are noled

Agends Review - here the peopls who
made the meeting plan explain what
ihéy have done and the group makes
any changes i fesls necessary. For
FEIRACE. DUt M inlo " Any Ofher

FMonthly meeting of Char!sford Youwth Club

Mesbere! Commltbes,

To be held on Wadnosday 11 Jameacy 1981,

B p.m, AL

AGENDA

I, Apologles Foar absance

7. RgEnds Reylew

d. Confirmation af the
Ainutes of the last
maating

4, Matters
Minutes

&, Blackpool trip =

progress ceport {LM)

b; Pool tabla =

prbgeass rEpart [ﬂE-:I

5. Corresgpandance [TR)
£, Financial Beport (37)

tha Youth Club.

RCT TON
2 ming

£ mins

5 mins

Ariaing from those

? minm

= &
£ BANS

10 mins

> mEMS

# Spuings Aocount Trial =

for daciasian

« Disgo Dancing Cospetitiom—

Report (LM} 5 mina
-

B, Counbty LCouncfil Cutbecks =

tow will they affect the

club

Regoct (PG} 10 mina

Hetion to be taken 30 mina
F. Any Obhér Business 10 mina
I0.0ate of next meEeting Z mina
11.Mesting Aaviaw 10 mina

Ta Confirm the Minutes of the Lasi
Maeling - the notes of whal happened al
fhe last moeting are either read out or if
people have sach god a writlen copy a
check is made thal pacple have read
fhem, The group then has to agree tha
they are a true record of what happened
and check for any mistakes, It is a good
idéa to lef people have a written copy of
the minuies a weak or 50 before the
mealing as this can both save a lot of
lime in 1he mesting and rémind peoplhe
al the jobs they promised 1o do

Matters arlslng from the minules - this s
where you talk about the things in the
minules. For inglance you may have
decided o have a dayirp to Blackpool
and laft it to someone {LM) to organise -
it's & good idea to check up on how
things are going. Any big items like, for
example, the threatenad County
Council cutbacks should ba given an
apenda spot of theer own. It s helphul to
kst the things that are likely to arise on
T g DD

Corrmspondence - bhy STers he group
Fas recerved are read out Again if they
e mportent it o bedt in make tham a
sEpaTEle Egenda dem

Flnancial Repori - this i3 where (he
Treasured says how much Money you
have gol (oF haven't gott) and what the
future prospects are. In our example
there is alsc a matter for decision - how
much money 1o keep in & savings
account

Disce Dancing Competition - Repori -
an easy item that can be dealt with
quickly

County Councll Cutbacks - the main
item on the agenda has bBedn given
phienty of time (40 minukas) To halp thi
discussion somedne (PG) has agreed bo
gt all the information together and to
priss@nl it in & short report at the star

Any Other Business (A0B) - herg people
can raise any last minute or small items.

Date of next maeting - always try to
sal tha date of the naxt meating whilsi
ey Ong 4 1ogel R

Mesting Review - some groups leave five
af ten minuies ai the end of their
meslings 1o talk about how things weani -
did they keep to time, were the
discussions good and 5o on, This helps
tha growp 1o work better next time [sae
pags 18 §




IT possible people should have the
agenda (with a copy of the minutes) a
week or 50 bafore the mesling so that
ey kmow what is coming up and can
Giwe some hought 10 the iSswes. Also it
reminds ihem that there actually is a
meaimg Im thes case somedans has 1o
decide bpeforghand what is on ihe
agenda from the suggestions of jhe
committee membears. In Tormal
committess this jold B usually donea oy
the Secrefary and the Chairpersan - bul
thara is no reason why other meambars of
the group shouldn't do it

f the group is a club commitlos it is
harlptul 19 putl a copy of the agenda up on
the nolceboard $0 that athar members
can see what s going on and can
BEprEss IRer opinions 1o tha commillas

A checklist of things to do
before the meeting

l"”'ﬂﬂ-::-n- the mesting room  (check

naaling, seating. Eays/locking up
after use olc

‘!"f."'---k pacphe wrhal thay would like 1o
Nave Qiscussed and thaen préparg
the agenda

\/’.'-.._u':_: oul the agenda (to reming
pEOpie Of e placea’'subyects)

plus any other papers they need

Check members have dong the

v cn
\f o relreshments
V{-"'l GERY

tha nokice

b

:I.r- people can make

_~H Get the right

atmosphere.

Whaere yau hawe your mesting can have
a big effect on how produclive your
meling is. You need o create an
glmosphers thal makes people feal
comioriable and ready 1o work. Thase
are soma of the things 1o look out for:

Size

If the meeting room is big and echaoing.
pacpla can fesel a bif lost. A small room is
often quite good because it crowds
pecple together which makes the
atmosphere informal {if i too small
you've also gol problemsl)

Sealing

Some paople like the comiort of Gasy
chairs, ofher people feel that dining
ro0im chairs round 8 lable maka for a
more business-like meating (50 thal youw
have gol somewhera 1o pul your papers
and o maka notes). To EnCourage
partic: patian Hl'ﬁ'.:.l:f'ﬁ out the seats round
In & circle rather than n rows
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Temperaiure

Temperature is an Important factor in
the success of a meating - i it is tog cold
then people’s attention will wander, oo
hiot and they doze off, loo stufly and thay
start getting headachy and fouchy

Molss and Interruptions

It is not a good idea to hald your meating
next door to a disco - try o find
somawhara that is reasonably quiet and
fred from peocple coming in and
int@rrupling youw. For that reason try to
avoid rooms that have a telephone in

Relrashments

A cup of cofftes or féa can ba wvary
walcome during a long mesting - it can
make anice break and o réfresh people
for the fray. It is small touches like this
that make pecple teal maore welcomi
and at homa in a particular group,
Howaver don't rl":." o mix refreshmants
wilh business

Access

The meeating place has to ba somewheara
that people can get to easily. You also
have to get into it - don't forget to check
up abowl arrangements for coliecting
kiys



Make
decisions

Meking decizions in groups can often be

difficult as there are often a lot of
ditferant points of view to ba heard and
somehow broughl fogethar. On the
other hamd you usually get better
decisions because you have more
information avallable and more people
who feal invalved in the decision. This
last point is Important as it is often
forgotten that making decizions also
involves doing what you decided,

Action groups that don't ever seem able
to come to any conclusions will soon
fail, Often part of the problem is that
poeople simply don't know the basic 'do's’
and ‘don'ts’ of making decisions, On this
page wi have sot out the six basic stages
thal grouwps have to go throwgh when
making a decision,

Be clear what the problem |s

s all too easy 1o rush ahead and take a
declslon without fully understanding
what the guastion is. It therelore makes
good sense o spend some lime getling
clear on what ihe general alm or
problem ks and on it's important details.
If you can it can be very halgful to try to
write down the problem in 8 couple of
fings, For instance:-

“The British Legion isn't going to have
an old people's party this Christimas as
their hall is owt of action. Several
mambsErs of tha Pensioners’ Lunch Club
fave asked us 1o run something for them
this yadar, How should we respond 1o this
resguest 7"

STEPZ2

Decide what Information
you need and make sure
everyone Involved In the
decislon gets It

The bettar the quality of your
information - the better your decision,
Your first move Iz to decide whal
infarmation  you think you nead,
including the views and Interssts of
oihers. For instance, in the case of the
ald peopla’s party you might want to
KR

*  how many pagple usually gotothe
party?

* g there a big demand this year for
another party7?

12

*  are thare any otfer reasons for the
Britiah Legion pulling out?

who alse might put the parly on
Ingtead?

whal is invohwed? eg catering, cos1
and S0 om.

Zome bits of information will be more
impartant to get than other bits - for
ingtance at this stage you can probably
gel by with rgugh pslimates of cost and
whal % invalved in the catering. Don't
forget that pecples’ feslings are an
important piece af information,

If you hawen't got the information ihen
youwll have 1o go oul and get i,

List the possible solutions
to the problem and then
look at the arguments for
and against each course
of action

Ong of the most common misfakes
groups make is 1o start at this $lage
withouwt geiting <clear on what 1he
problem i3 orf having encugh
information 1o make & decision

There are two halves 10 this stage, The
first is the listing of possitle solutions. It
is best not to taflk abouwt the solutions
unthl you have a good list of alernatives
Chne way to do this is brainsiorming (see

page 17},

In our example you may have a list like
this:

*  Forget all abowt the party this year
= RHun il oursatvas

Y Approach another group 10 sea if
thay will run it - &g, the council,
WHYS, the Residents’ Association

Run a smaller evant like a sing-a=
lang

*  Ofer gur hall to the British Legion
and 5o on

The second hall is to organise the
intormatkon you have on each of the
possible alternatives, Az this s a fairly
detailed job a good idaa is 1o break the
Qroup up into smaller groups So as to get
the work done more gquickly [ses
page 17 . Try to organise the points into
three columns.
FOR: AGAINST: NEITHER

Choose a course of action
In some dec:sions, pﬂEE-IErIE' soluticns
are clear as s00On as Yo state the

preblem. In others you need to go
through all the steps, Many groups find

fhat this stage is the sasiest, 1T is olten
fairly simple 1o knock oul a good
number of the possible solutions and
leave yourselves with just two or thrise
alternatives which you then have o
waigh up

With ihe old people's parly one
paricular 2olution may sland oul as
A nga lot o “"III"Ilﬂ! for i1 and not much
against, Forinstance, if it was found that
iere was a big demand for the party and
that ihe reasons for the British Legion
pulling out was their lemparary lack of a
nall and a Ehﬁﬂag& of volunbesErs, than
You may wgdl agrea o offar WOur own
hall and some help on tha IZIB"' o tha
British Legion for the party. Beforehand
you will hkave needed to decide how you
make decisions, ie by simple majorily
'-'ﬂ[ﬂﬂ-l"ﬂl:rﬂE-EI"IE-UE."I:IEM'QH.'HE-FI [gaa
page 16 §

Carry it out

When you have completed your plan,
you can then start 1o put info practice
the various things that meed doing. To
do this in the old pecpla’s party exampla
you will need to know;

* wiho is going o approach the
British Lagion and when

* whal axactly is the group
going 1o oller

= what is the next slage if they
agres

and so on

STEPG

Look at what happened

This step is regularly forgotien, & lof can
ba& learnd from looking back at what tha
group decided and how il worked aul in
practice. I something didn't work you
will need to know what went wrong so
that you can do someihing about it (588
page 18

Checklist for a good decision

A goDd gecision

'Vf i= accepted by everyone
J makes things happan
Yf fils the facts/resources
Vf s mada at tha right timea

"\f' 1% mage by (e reghl peopla




Write up and
follow up

A lot of time and argument can be saved
by getting things written down. People’s
memaores play tricks on them and
groups cen easily find that members
have wvary different ideas ol what
happenad at a meeting and what things
they are supposed to be doing as a
AT

What minutes are

Writlen notes on what happened at a
mesling ane wsually called minutes
They should show

* where and when fihe maaling
happenad.

*  wheo was therg and who coukd not
ke it (apologies lor absence).

*  gach agenda [tem with a note of
any decisions taken and who was
going fo carry them oul. Also
noted are any commenis or
opinions  that members (hink
should be included

i you look through the minutes on the
right wou will see {hat

* the items are shorl and to the
point. If they are too long nobody
will read them. However they
should be uwnderstandable to
people who were not thera,

T fhe minutes follow the same
headings and numbess as |he
agenda (see pageidi. This saves a
ot of trouble.

* decisions are clearly marked -
Agreed.

*  ‘who does what' is easy 1o see. The
action eolumn means that people
can guickly sea what iy have 1o
di,

= thay should be fair and honest.

Minutes are usually signed at the nexi
meeting by the chairperson onoe
evaryana has agreed that thay are true
{item 3 on the agonda) and kept in a
special book so thal there can be no
argurmeni over what was declded.

Minuies of a meeting of the Chariadord Youlh Club Members’ Commities held on
Wednesday 11 January 1381, 8 pem af the Youlh Club,

Present  Alan Statham, Losraine Masch, Tarry Riggley, Jane Towers, Pauline

1.

7.

10

Gatting. John Green, PAul Raynas

Apalagles.
B pologies ware received from Jenny Taylor and Clive Knowles

Agenda Review

The Bgends was agraed providing an axirg 10 mingies was gaen to the cutbacks
CUECLIERION

Paul ggread 10 &5 the manuies and sang gul tha agenda far tha Aaxl mMealing
Pacilang weosibd chair 1hg migatsng

Hems heldover fo the nexl mesling.

1981/82 Sports Programma - soma fresh idaas neaded, Clogune of the Prasio
Cotles Bar - mare LACls needed omn reasons Wiy

Minuwles of the laad mesiing.

Thie minibtas o (he meating hadd on 10 Decambas 1880 ware agread

Maiters Ariging from the Minutes,
&, Blackpool frip

Lorraing reporied that 38 peoply sigrad wup Ior the trip and pakd thigar deposils
The ca&ch was booked From Townsons and wowld leave 1he club at T30 am on
Sunday 24 Jaruary, The commilbes was pleaded wilh the responas and thankad
LM for har work

b. Pgaold lable

The new cioth had bean grdared and Alan hopad 1o ft it in & couple of weeks

Correspondence,

The oniy latler received concemned the propoged gownty cutbacks and this
was a separate ibem

Finamcial Report

HJang gaid (hat they had 6841 o0 the gavings account and E1E2 in Ehem current
aocound = which was good for tha tima of year,

igreed - thal the savings sccount shouid be kepl. Thane Rad Deen no pRoGEm
el Py & G @ O Ll Susfanl accounl and [heé Bxiia interail wad walcoma

Bigga Dancing Compelition

Larraing reported that whilst the club leam did not get anywhere in (he Counly
Finals in Decembar they had all enjoyed themeshvas. Tha commiites askad
Larrainge bo thank Jean Rawls far all the work sha had dane wilh 1he beam

'f:l!lll.l'll[ Council Culbacks

Cowniy Masna said thal they would be reducing the grant to tha cleb from £1,200 to
EB00 naxt yaar [staring April 1881). PG explaned that this cul seemad 1o be the
same as what other clubs waere facing. &t the moament thay were Rot gaing 1o
change the number of paid ieaders they allowed the club.

Folipwing & long discussion i was agreed 1hat

. A ploa be made 1o th Courty Youth and Cammunity OMicer not te out the
grant in view of the spacial needs of tha club. .. the rebuilding work Thal was
Going an &nd the exira howrs it was open lor 1he unemployed during the day
Pauilung woqibd write

B Should e f local councdlars San 46 anylhing &n the cliegh's bahal? 7""‘.’1‘
ardd Paul will contac boih the Dislrct and County Counciligrs

¢ Startimg making plans in case wa 00 need 1o raise the monay oursalves. Look
ol raiseng subs, lund rassing avents #ic. Jang and Alan would repart 1o 1RE Aaxt
mesbing

Ary Qiber Busiress,
Mane

Diate of Maxl Mawiing
11 Febneary, B pm at (he club

Meating Reviaw

Good Moeting = kept Tairly wall to time and all tha things peopla had promised o
do hod been done. Discussson an culbacks went rownd n circles a bit - should
mave trigd 19 sorl oul postible acEons sarlier

Meeting clogsed at 945 p.m

ACTION

PRPG

PGJG

AT

LKA

PRTR

JTIAS

All please
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How to write minutes.

Mast minuies are wrilien up after the
meeting and this involves someons
taking notes whilst people ara speaking
One way of doing this is to:

1. Draw a ling trom the top to bottom of
your paper to divide it in hall, Write on
tha laft hand only

2. On each item make a nofte of he
speaker and the topic Nrsl;

3. Then wrile down key words or
phrases rathar than what is exactly said;

4, After the meating read through your
notes and pul down &ny exira points and
codmments intha ngm nand colwmn: and

5. Then write your minutes.

During tha mesting you will probably
hava 1o ask the group what thay want to
gaf mcorded &5 a risull of the
digcussion. The Secratary, particularly if
they are shy, can find this ditficult, but i
i3 worth doing, not just because you gel
chear minutes, but it often forces the
group 1o be clear about what it has just
Eaid

Another way of taking minutes i ta write
kay statements and words on a big sheet
ol papr with a falt tip pan as the group is
working Thiz means that PVEMYONE
becomes involved in making the
minutes. At the and of sach item it is up
1 the group to think of a short (2 lne)
staltemant thal sums up the discussion
and that the group can agrea o

Following up

Try to get your minutes writtén up and
gvan oul 1o group members as IIIIJIEU:,"
a8 possible =0 that people do the things
thay promisad - efficiency bresds
afficiency. A week or 50 belore the naxt
meating the person whao is doing the
sacratarial work should g-Ef'-tl'r' remindg
people that they promised 10 do certain
jobs - particularty if it meaans getting
information that the Qroup negds befors
Pt can rsach a decision on an issue

See saction on filing page 32

™

The Secretary

A lot of jobs and up with the Secretary as
s'he & the ‘anging of the group. For
instancea, thesa are some of the jobs the
Secrefary might have 1o do:

Before the meeting

* Book the meeting room (check
heating, seating, locking up aic)

* Ask people what they would like 1o
have discussed and then help
prepare the agenda (oftan with the
Chairperson)

* Send oul the agenda

* Check members have done the
jobs thay promised to do

*  Lay on refreshments.
*  Receive any letters

During the meeling
* Take notes for the minutas

* Have all the correspondance
ready for discussion

After the meeting
* Ensure the group chears up

&= Write up the minutes, circulate and

pul them in the minute book
*  Carry out any instruction - like
h'l'|1||'|-p lattars atc

Other jobs

* Keaping an up o date record ol
committee mémbers wilh  Ehaar
addrasses ol

* Looking after all
papers and files,

the group's

= Press and publicity

A% N job is 50 blg it makes sanse o
$hars the joids oul, eg. having a separate
Minutes Secretary., Membership
Secremr-,- Press and Publicity Officar
and 0 gn. Or take lurns to do the job
[3e& page 15 )

Be careful with h

money

HI:}I"IE:,' negds (o be looked after careful |!|-'
il a group is 1o work well. There ane two
DRSEC ||'IIF-QE- to ba gone

L Flan how Yo will spand and earn
WOLUr mongy

* Keep to some simple rules aboul
how money i handied 50 fhai
evaryana can undarstand and sea
what is going an

Plan what you spend and earn

You nead careful planning if you want
mgnay when you need it Some of the
mare important points to remember are
fo:

= Have a good idea of how much
mongy tha group is lEkaly Lo aarn
owver a particular period. (like 3
months or a year), and when i is
["-:'ll:ll:lli.:!E'd o come in. AS S00n A%
you kEnow when fhe money s
arriving you can plan your
spending to fit in

" Work out tha ¢os1 of the thin gs you
wanl 10 do well in advance, so that
you can either cut the less
imporiant ar urgent items ouwt if
you find you've not got enough
monay or go oul and raise fha
exira cash you nead

Keap an eye on price changes -
CORLS Can easily cragap u iy e T if
wou are nat caraful

*  Give individual activities bu dipels -
b"l-' F“U“lﬂu a limit on what tha
gfoup can spend on a partscular
thing. you won't lose controd of
spending




Simple rules for handling
money

People are pretty louchy where monsy
is concerned and in groups a lof of bad
feeling canm arise through petty
suspicions about the way a person is
handling the cash. On (op of people’s
suspiciousness there is the legal point
that commitiea membars can olten ba
parsonally liable tor any debts incurred.
For these reasons, groups shoulkd
always make an ellort fo deal with
moanay E-E‘l'lEltlr:f and hEII'IHS-H"' and be
seen 1o do 50, Seven 5-|I"I'I|'.'I‘|E' rules should
b followeasd:

* Always ksidp reconds (e " books™)
ol how the MOy has atluﬂ:;l'r'
bean samed and spent and make
them opan 1o Qroup mem bars

*  Always get receipts for any monay
you spend 5o that no one has any
doubt what the money has been
gpant on. Also give feceipls or
Money received

* Heep incoming and outgoing
money separale - this saves mix
ups

* Have a clear system for dealing
with money - appaint & Tréasurer
1o be responsible for looking after
the cash

* it you have & chegue book,
arrange  ihings so  thal iwo
signatures are neaded to spend
any money

*  Set budgets so that peogle kaow
how much they may spend

* lInsisi on regular financial
information al your meatings.

* Have your books Cchecked
(audsted) once & year by an
independent oulsider so  that
people see things are above board

* Pay surplus cash into the bank -
donl leave cash lying around

The Treasurer

The Treasurer's job is 1o

* Look after the group's monay (ges
tha list of jobs abowe)

*  Pay the bills

* Keap people in the piclure aboul
the state of the finances

* Help the group 1o plan s earning
and spanding activilies

= :F'J'E'I:Ial"‘E‘ accounts for the auditor
and Annual Gengral Megling

* Collect subscriptions (in small
organisatons)

The Treasurer is the person in louch
with monéy malters 80 8/he can. on
some commiileas, become (00
poveerful, H'\’ri}'i make clear o 1he
Treasurer that s'he ks there 10 hilp and
advize 1he aQroup not e make 1=
decisons for it

4% people get so towchy about money
matters, you need 1o look Tor someans
who

* |5 truesied enocugh to handle monay
honestly

* Can add up and lake away!
However, you don't need to be a
gienius with figures, book-ksEping
B Mimple when somazody snows
you Row

* 1% committed 1o what the group is
doing. Don't just get someons
becauss 1hey are QoDd  with
lrgures

* LUnderstands the ob and has lime
1o do it

Far growps and Treasurars who ane naw
1o handling money in & 'business’ way it
15 a good idaea 1o 1alk io other community
groups aboul how they do things. As wa
nave airgady %aid, accounis can ook &
it 'ﬂalJl""“ﬂ'i;l at first ‘E-Il;l'l'. and hall an
mour talking to an experienced
Treasurer 5 tima wall spent

Agree
guidelines for
the way you
work

Thare are four Main reasons why you
should agree on some rules to guide the
way the group works. Rules

Help manage the work - who does what,
when, why, where and how

Protect the less powerful - they ensure
that everyone has cartain rights

Depersonallze things - rules help 1o
maka ErgUmE‘I’I‘I‘E:L‘ES P reznal and mone
abaut e issuas

Are expected of groups - ey Show e
oulside world 1hat you are “responsible’

Groups commoanly maks the misiake of
frying to adop! rules tog early in thair
file. Onme result of this is to break the
main rale aboul rules

Hawe as few rules s possible - tThosa you
do have should be practical and eagy to
LI-"'EIBFE_E_E“'J

One 2ol of rules thal groups olen have s
a constitutlon. This 5 a formal
document which states (ha
-Elrgin-E-HIl':ll'l'S

* Mame

*  Objecls - what the group is thare ta
do

" Moambership - wha can (oin, how
much it costs, what rights
mimibers have

* Manpgemeni - how officars!
commiitess are olected and
should work

What & constituticn does |5 to give the
group a legal status - for instance you
will probably have difficulty opaning a
bank account for tha group withoul one

Many groups do not find constitutions
necessary and they ane usually not that
haelpful in the day to day running of tha
group. for this you need some working
guidelines. (In formal organisations
these are often Enown as ‘standing
ardgrs’ examples of which are Qiven i
'‘Effecilive communscalion - S8 [he
resource section on page 18 |




Guidelines
you will need

Some of the more common problems
thal need sorting oul are as follows:

How the group makes
decisions

¥ou will need (o decide betwian making
decisions by

" majority vole
*  Qroup consensus

*  leaving them 19 a particular sulb-
giroaup or mambar

It is common for groups to leave smaller,
detailled decisions 1o individuals or sub-
groups. having first given them broad
guidelines or limits about what thay can
do. Howawver, ihe main choice is going to
lie betwesn making decisions by
majority vote (whese the thing with tha
mog! Yoles wins) and group consensus
(whera all decisions are made and
agréed by the total group).

When making decisions by consensus
this does not necessarily mean
unanimity - that evaryane thinks alike. In
B CONSENsUS everyona has a say bui
there has o be a fair bit of give and lake.
A consansus is reached whan everyone
feels able to say, “Whilst this is notwhat |
personally wani, for the group’s sake |
am willing to suppart and carry out the
decision”. If people canno! agree o this
extent, a consensus has not been
reachad and ihe group will have 1o
continue looking for a course of action
that peoplke can agres 1o,

Tha sirengih of conseénsus decisions is
that all paints of view have 1o be listened
o and taken into Accountl However,
where there arg major  differences
between members, 1 B somelimes
difficult to deal with them. For this
FRESON SOME Groups use amixture of tha
technigues - taking a wote when people
fail to agres after some pericd of
diSCuUsSsIon

Thera are further ways of making
desisions that are very common, but are
1o be avoided - declsions by lack of
response. This s where someone
suggesis an idea, and before anyone
alsa has said anyining about it, someons
alse suggests anather idea wntil the
group finds one it will act on. All ihe
ideas fthat have been forgoiten have
therafore had a decision made upon
them, but nol in & considered way

The method, declslon by authority rule,
means thal somecne in authority, like
the chalrperson, is left to make ihe
deciseon. Whilst this can be a wary

atficiant way of making a decision, it ¢an
lead o very big probleams in democratic
groups. A3 people haven't been involved
in making the decision. thay are not 50
likely to e interested in carmying it out,

How the jobs are shared out

Most formal  commitiesas Lo e b il
peopie’s jobs inlo categories like these

%

* chairparson
*  secrelary
®  IrgASUnEr

®*  prass and publicity ofcer
membears with special responsibilities,
ag social secretary, membarship
secretary and 5o on
Such an approach has the advantage of
bieing relatively parmanent, o peopla
know whare they are, and it means
people can specialize and develop thair
abilities. Against this has 1o be g2 the
fact that the workload falls wery
unegually and that siruciured
committess can be vary undemocratic
with the three main oflicers having a lod
ol power,
An alternative is to let different members
take the chair, do the secretarial jobs,
contact the press elc., at each meeting
This does mean thal the group as a
whole has to lake responsibility for
getting things done and it ensures a
more active involvemant of membars, It
can also make the group more slable, for
inglance when a key person like the
chairperson leaves tha group i can
lgave a wacuum and the group can
collapse. However, thera are problems
with some of the jobs = [ike the treasuns
- where there are distinct advantages to
having one parson doing it owvar a pariod
ol lirme

A mixture of the two approaches can get
ithe best of both worlds. The group
needs 1o list whal jobs benefit from
being laity permanant - like a contact
address for the group, looking after the
books and keeping in touch with the
press and 1hen share these jobs arownd,
&g, One pErson par newspapar, Other
jobs, like taking the chair, belng
sécrotary, can then be swapped at each
meating

How to settle differences

In any group there are bound to be
disagreaments which if not sorted out
can bead to wasiaed time and warfare. Far
this rgason some groups have an agread
way of sorting things out, perhaps by
having an cutside person or spacial sub-
group to listen to the arguments and
Halits] suggeest possible compromises of
alternatives. In meetings this is oftan
segn as one of the main jobs of the
chairpesson,

How to make sure that
work is done

One of tha maln problems in working
groups is the annoyance and wasied
time when people fail 1o do the jobs they
agreed 19, The sort of guideling that i
useful here s that no one should be
given & job if they know they havent the
time or inclination 1o do it For this 1o
wirrk (and for people not 1o fesl ripped
off when someone refuses a job) the
group members will have o go through
theé bullding stages talked about on
page 8 . Inother words there will havs
fo be a good deal of frust about

Diner aids 1o getting the work Sons are
good mingies and someons iolowng
[hings UD betwess mESlag  (SES
gl 13-18 |

The Chairperson

In tormal groups the Chairpersan is tha
cenfral person, These are some of the
jobs sfhe would e expected to do;

* help ihe secretary prepa.ra- ihe
agenda

* chivwy people up to do the jobs
they promised

= starl and run the mesting
gccording to the agenda and 1o
tirri

*  handle dizagreamenis

* make sure peopla get a chance 1o
pul their views

*  keap peopia 10 the rules

* gee thal decisions are faken and
agread

= nelp share oul the wWork

= mepresent ihe group 1o the owtskda

The way of working suggested here
would do things differantiy

The ﬂal‘lgﬂ'r i% that the morg that ong
parscn Joes, the less and less others
tend 1o do and that power is in the hands
of the chair rather than tha Group as a
whali, For these réasons many groups
have thalir membears taks ot in Turms 10 do
the job - or split the job up into smaller
parts. Heve it is suggested that tha group
A% a whole takes TEEE}DIIEI'DI!"IE:" lar the
way il works. Group mambers need (o be

* fair - swverybody 8 her'his own
el ese

firm = tha Broup has ag;rvaal:l rubes
and should kesp them

* gngiliee - 588 who wants (o spaak
ol canl get & word in. ook for
figoen Qisagreemenis and
I Ty

* commed - 00 both the group's
Seas and o the (dea of the growp,
i respect the group’s authority).




m Vary your
meetings

Your mestings need wvariely nob just
because it stops people getling Borad
but because differeni jobs will nead
difterent ways of working, In this section
you'll find a8 number of fairly simpla
technigues thal can help groups o do
heir wark Baitlar

Brainstorming

Brainstorming is a way of getting alolof
ideas about a subject in a short period of
time and is mod as painful as it sounds!
Pacple are encouraged 1o Say whalever
idias comes info their head - it doesn'
matter how sillyfunny/odd the ideas
are, The purposa is to get as many ndeas
as possible. Each person should only
speak a couple of senlences or words on
aach idea All the ideas ane writien up on
a big sheat of paper with a felt tip pen $0
that all the group can sese thea
suggestions, o nol al this stage
criticiga the ideas

After five minutes or so, (when the idaas
have stopped fNowing). you will end up
wilh & liEl lo star! work On

There aré Tour rales thal make for

productive brainstorming:

*  List all the ideas anyone has,
* Do nol discuss.

* Do not jedge = all ideas ara ok!

* Repetitions are fing (just write up
the idea again)

Yau then group logether the ideas (hat
seem similar and then try o say how
good the ideas are:

-what enafit/value is thera to the graup
- whether they are "do-able’

= whatl resources are needed for tha
idea.

Using small groups

Whare you need people to do fairly
detailed work or if you are wanting
people to sharg (heir ideas, a way of
doing this is8 to split up into smaller
Qroups,

Buzz groups - this is whera 2 or 3 paople
“"buzz®. They simply talk for a few
minutes on something lika

*  igeas on helping the group 1o wark
batiar

* any questions on whal has just
been heard

They then repord back to the main
Group.

Small work groups - heqe 3 10 7 people
are askad 1o do a particular job. They
should be given clear insiructions about
thieir task and the timae they have 1o
compliete their work

Reporting back

When groups have been split up to get
on with bits of work there is normally a
need for the smaller groups 10 ropor
back on what they have been doing.
These are soma different ways of doing
this:

* Members simply speak theer
rapors with someona recording
thair ideas on a big sheet Of paper
80 thal everyone can see the main
points,

* Reports are written up onto big
bits of paper and pinned on th

wall for people 10 read.
Alternatively they could be
duplicated/phoiocopind

® The repors are given 1o a group
whose job it is to bring together
and summansea all the deas info
one report,

When reporting back it is important 10 be
brief, stimulating and consiructive.

Active listening

One of the biggest problems in groups
and committess is thal pecple simply
don? listen to what other people ara
gaying. Listéning s hard work., Actvg
listening also shows other people that
you respect and value their ideas

To ba a good listenar it is halpful to try to
undersiand tha olher FI'ETHEH‘I'E- Wl
without clutering it up with your own
opiniong 0o soon. Ueselul [E’C‘hl‘llqut$
B

Checking: “Can | repeal what you said
%0 | can check my own understanding ™

Clarifylng: "It seems to me that this is
what yvou mean.....”

Bullding: “Taking what you have jusl
said, | would add...."”

Showing support: “| agres with that, go
an....”

Paraphrasing
In many ways this overlaps with active
listenming. All if invalves is repeatihg in

your own words what you heard the first
pErson or group say and then checking
with them wheatiher they fell it was
actually what they sald. This technigue
can often help tha group come fo an
agresment [as wall as help 1o write the
minutas!)

Keeping time

Groups and committess are normally
pretly bad at keeping 1o lime - poople
speak 100 much or talk about things fhat
are not on the paint. It's usually up iothe
chalrpgrson to iry and keep things on
time, but people often find it difficult 1o
interrupd peopie, 1o tell them 1o hurry up,
e, It's useful to have rules about the
maxirmum lime amyone can speak for,
say wo of three minutes

When fheir time i3 up they have o ask
the group for permission to carry on
speaking, Similarly it's a good idea at the
star of the mesting o pul limes on each
agenda item

I people tind 11 difficull 1o intarrupt o
say “lime is up"” then use somathing like
A kitchen timer - & bell is a lot more
impersonal and people don't take
alfence af il

Breaks

Feople find it ditficull 1o work lor a lang
poricd of fimae, 50 try and pat a colles or
similar break into tha proceedings o
that people can come back refreshed 1o
the meeting. Also. if people are getting
too heated in thair argumeants oF appaear
to be getting bored or not listening, you
might try 8 break of move 1o Anoihes
subject and then come back to the issue
whan things have calmed down alc.
-
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[d Keep your
membership
involved

come o General
Mastings or put themsslves forward for
sbaciion to the committes. Intarest in the
work of the committes will vary as time
goes by - #very 50 often things "blow ugp’
owver particular lssues bul for most of the
time the membership will propably e
“Quiet” wunless you encourage it to be
olFerwiss

Secondly, committess are  uwsually
elacted for & year and in that time big
thungu—s Can oCour i ihe meambership
{particularty in groups like youth clubs),
The people alecied at the start of tha
year can often ba way cut of touch by tha

Thirdly, thare 5 & tendency far
commitiees 1o ‘get on with the job' and
o become wrapped up in, say, the
intricacies of arganising and wrrting a
report about the lack of shops on the
estatle, without noticing thal members of
the Residents’ Associalon have besome
risally comncermned about how busy the
roads are

Lastl ¥. becausse the commities has 1o do
a fair amouwnt of wark (opether there 5 a
danger of cligues - the commiligs
mambers  will often  stick  together
oulside the I"I"-E‘E"I:I'Ig. This makes it Wery
difficult for cutsiders (thé mambarahip)
o break inlo the innar circle.

IT these are some of the problems with
club and asscciation committess Than
thare s an added danger whera he
‘commites’ g sat up by a small group ol
pacple who themselves then are the
commilied. As this is a sali appoinied
committess 11 means that there s no
formal mathod for outsiders, (such as
4L pﬂl:lr.ilﬁ thair work affects), o
commeant on what they aredoing. Thus a
group campaigning “on bBehall™ of a
I:ll:ll'l"lmul"llt].' lar adequate nursary
provision showld ook al ways in whiich
thary can fruly speak “on behall” of thal
GGP’ITI"ILII'IIT}'. or make clear that i Is
acting alona [(or on its own behall).

A normal way of working is for the largar
group ta make the broad decisions (in
things like club, branch or
neighbourhood mestings) and for (he
cammittes 1o fill in the gaps and then
carry out decisions. To avoid problems
and mistrust yvou should follow thesa
rubes:

‘/ Always consult the full group over
Dig IESuUES

Kaap people in the picture about
what is going on via mestings
newsiatters. chatting anownd

! J Leindd 10 wihll DSODaWE e SAyRg
N T

Tey o umep your group as
mrekeniatned B posSible - gat A
pood cross-section of the
community,/association involved.

I|J"J-"n'.'l' Avilié Somedng Lo |n'2li|"| thg
committes withoul l:l:ll'lﬂl..l'ull'lg the
full group at the sarlies! possible
mcmsant.

Be open about money and the way
You work,

Always remember thal you are
there o makes decisions in the
interest of the membership as a
whialié nol just as an individual

Lasily, if you hear vourself or commiiles
T i Slvin

They're just not interested in
what the commitlee does

—

then remermber thal the committes itself
is often the main cause of Bﬂ»ﬂ.‘lh:f'

and.
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amongst the membarship

Review what
you do

Successiul groups Eeep B close watch
on

*  the way they are working

= thadr concratde achidvamaents

Th[l:,' dio this 5o a8 10 -H!H‘E.yﬂ make bast
use of the regourcas 1hB:|l' have and tha
situation thay find themsslees in

The agenda on page 10 shows how
groups can do this @n a mesting to
misaling basis

Mesting Review. At the end of the
meeting the group talks for a few
minutas an what has happenad

*  did thay keap o time?
* ware all the subjects distussed?

* whal was ihe gquality of the

digcussion?

* was the aimosphend friendly Tlp-
fulfbusinessiika/stormy. destruc-
liva'?

* what did group members
en|oy/dislikefearn?

*  was everybody involved?
and 50 on.

Tha review is important becausa it gives
all members of the group the chance to
influence the way in which the group
works and makas 'Ihing: moara
democratic. It also gives people the
chance 1o talk about their hﬂhg:nhi:.ls
crucial o the success of the group.

Matters Arising/Reporis eic. These are
meihods of keeping in touch with
whathar the group is actually dolng what
it 2ot out 1o do, To be able 1o proparly
resnien the work the group mbLst have &
clear idea of s aims (see page 8 |
DI"E‘IEI"B.N‘:' written down 50 thal therg 15
no room for dispute. Their progress s
ihen companed with these aims, and any
-EJ"BI'IQ“E'! necessary in @itheEr the aims, or
the way they are 1f!|l'iﬂﬂ 1o achiava tha
HimMS, ang workpd oul

Cecasionally it will be necassary to sat
up a spacial mesling or 1o devole a large
chunk of the agenda o a review 58ssion
SOMme organisations wse the wrlling al
thair Annual Repor as an opportunity to
examing whether they have achieved
their aims. Others call in an ocutside
‘consultant” to help tham look at things
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In Gelling Started we have suggesied
that you need to do bwalve things far the
group 10 work well:

"l‘/ Be clear aboul what the group s
thara to do.

Get the right people.

Give yourselves time 1o become a
group.

Plan your meetings and get the
right information,

Think about place and space.
""df Make decisions,

Write up and follow up

Be careful with money.

Agree guidelines for the way you
WaOrk

"/ Vary your mestings
Keap your membership invalved.

Review what you do

This way of working tries 10 b parsonal,
praciical and democrabic. Aememier
that people’'s fealings arg a raally
Impariant par of the way agmupwnrk&
so0 whatever you do try to make it
parsonally rewarding,

RESOURCES

In ‘information is Power' we have
suggested some of the places whaere you
can get halp. One of the bast bats for
halp is other sympathetic groups and
ihese can usually be confacted thraugh
your local Council of Voluntary
Crganisations {or Council of Social
Service). Youlh groups should find their
local Association of Youth Clubs can
help. Qtherwise you may find the
following books and pamphlets uesalul:

Tony Gibson, Getting Sall Propelied,
Mnu:nghum. Education aof Meighbour-
hood Change, 1878,

A neal litthe guide o how sell-help
groups cen get started. See also their
Meighbourheod Action Packs (available
from Education for Meighbourhood
Change, School of Education,
University of Motlingham, Mottingham
HGT 2A0).

The Communlty Workers Skills Manual,
London, Association of Community
Workers, 1979

The manual contains a wide range of
personal, organisational and
community akills (availabla from ACW,
Colombo Street Sports and Commiumnity
Centra, Colombo Streel, Blackiriars,
London SE1.)

Steve Clark. Working on a Commities,
London, Community Projects
Foundation, 1978

This bookiet = an introduction 1o
commitbes work Ior community groups.
it looks at the reasons for commitieas,
why people join and how they work. The
appendices contain specimen notices, a
conatituthon, annual repart and Hinancial
documenis, (Available from Community
Projects Foundation, T Leonard Streat,
London EC2A 4A0).

Michas! Locke, How te Run Commitbess
and Meatings, London, Macmillan 1880

Michaal Locke has wrilten a readable
handbook for formal committeas wheara
Frﬂtﬂdufﬂ! and paints of order arg
imporiant

Janet Hunt, Poinis of Order, Leicester,
MAYC Publications, 1977.

Point of Order provides a shon
introduction on how more formal
committees and meetings work,
together with a useful glossary and and
appendi  on  woling and  alection
procedures. (Available from MNAYC
Publications, 70 St Michalas Circla,
Leicaster LET1 SMY).

Derek  Hayoes, Meeping Accounts: A
Handbook for Yoluntary Organisations,
London, Bedford Square Press, 1274,

A practical introduction 1o book-
keeping and the role of the Treasurer,
{Available from Bediord Sguare Press,
Mational Council of Veluntary Organis-
aticns, London WE1EB 3HU).

Directory of Soclal Change, Accounting
and Financlal Management for
Charitles, London, 1878,

The handbook is tor people in charities
and voluntary organisations. It is writien
in stralghtforward language and is
particularly suitable for non-
accounfanis. 11 s divided into 4 seclions
keeping accounts, financial manage-
menl, understanding olher people's
accounis and a briel gulde to VAT.
(Available from Directory of Social
Change Publications, B Mansfiald Place,
Landon NW2T.)

Donald Cousins, Book-kesplng.
Londom, Teach Yoursell Books

This book gives the basics of double
antry book-keaping.

E.C. Eyle, EHective Communications,
London, Made Simple Books, 1880,

Has a usaful section on meetings and

minute taking plus & basic example of
standing orders,

Feaders wanling a gulde to more
specialist books abowl non-formal
aspacts of groups should look at:

park Smith, Socisl G = Books
for Workers, Leicester, MAYC, 1881

which is a short bibliography.

ACCOUNTING

and

FINANCIAL
MANAGEMENT

for
CHARITIES
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INFORMATION
IS POWER

The better your information, the better yvour chance of getting what you
wanl. Getling good information takes a lof of time and a lot of digging -
particularly if you are not sure what you are looking for and where 1o find it

This part of Organise is about how to find information. Thare are many

benehits from doing this ina group and you will find it useful to look through
ihe provious section for ideas on this way of working.

21
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The eight
steps to
getting
information

Before you start looking, work
out roughly what you want to
know and why you need to
know it

It iz important to have a reascnable idea
af what you are looking for before you
start wading through council minutes or
sepking the advice of an expert
Diherwiss you are likedhy to end up with a
104 of useless intermation and youw will
have wasted both your own and other
people’s ime. You also neaed 10 be claar
aboul why youw want a particular place of
information. The sort of questions you
sNouid ask are

- how important & thes snfarmation
1o the wark of the group?

* what will happen if we don't get
ihis information?

If the information is of little iImportance
vou may want fo think again abodt
spending your time searching it out

A useful way of thinking about tha
information you need invalves asking:

What is thé problem?
Who wall it affect?

Wherne will it affect?
When will things happen?
Why arg they happening?
And

How willl they happen’

In saeking oul information you should
akso bear in mind who 5 going 1o take
e dacision YOU ang CoOmCermea W th and
whal pressure can be broughl on them
o388 [hiNgs your way. (Sae page 33 |

Foeep awrnitten record of your guastions -
you will meed them later




STEP 2

STEP 4

Find out who or what can tell
you the answers

There are & ol of differen! sources of
imformation so that it s often dillicult 1o
know wheré 1o start, Over he naxt fivw
pages you will find a list of some af the
more usefull sources. These arg likaly 10
be most helpful when trying o find out
things about whal local councils and
groups are up to. If you don't know
anyoné parsonally who can help, the
bast place 1o starl is either your local
Cilizens Advice Bureau [(or Welfare
Righis Centra) or the local library. If they
haven't got the information you nead,
thiy can wsudlly point you in the right
directian

I, ai this stage, yau find the information
ywou need 15 gaing 19 be really difficult
to gel. then you should weigh this up
aganst the informalion’s imporiancs
You may wanil 1o Lry anather tack

Having found ouwt whao or what can tell
you the answars you will akso nesd 1o
know a liftke aboutl them so that you can
approach them in (e way (hat is likedy 19
gel the bist response

Decide how you are going to
do the asking

Tha anawar you get aften depands on
who peaple think you ane and what thoy
think wou will do wath the inlormalion
Sometimes it is better to say you are
reprase nrl"-g a group at othar timeas it 1%
besl to say s for individual Interast
Just what mathod you choose is going
lo himge upon how muoch you Keow
aboul the organisation of individual you
are approaching. If in doubl, do what
you are most comtortable with.

E'E'ECII'Iﬂl'l'. you should decide wihal sort
of manner o adopl whén r:lr:-|r'|g i
asking. For instance, should you sound
knﬂ-‘ﬂ’BUﬂ:E‘iD'E‘ or play the innocant? It
very miuch depands on the person you're
:l-'ll"-lﬁg. s0 there are no fized rules here
entdpt don sound angry. Anger makes
pecple deflensive and unlikaly to share
much inlarmation. A good principle is 1o
ask lor “advice”, particularly if il is
young people daing the asking

Thirdly, you need to think carefully
iabowt who is the best person (o do the
azking. If you think that a councillor or,
say, social worker will get a betler reply,
and you know somecne suitable, (iewho
15 on your $ide and can be frusted), ask
im0 do il for you

Listen, look and learn

Owver the next few i badit there is advics
about doing the actual “asking’. Also
don’t forgat to consult the pecpbe who
are, or witl ba affeciad, El:.r 1he 1=8ue you
are concerngd with, abouwt what theay
think and will do

When you don't seem to be
getting very far - don't give up

Bacause accurate information ghves you
strengilh people are oflen unwilling 19
tell yvou whal you wani {0 know as il
might wseaken their own position, Alsa
the sar of information aclivisis require
often lakes a kol of flinding as it i fairy
specialisad. This meght maan ploughing
1|'l|'ﬂlul;|'| I3 o1 council minutes o
commercial directories, It mrghl meaan
you have to get a bit of extra technical
knowledge bafore you can undarstand
wihal you arg reading or learning, |f one
person oOr GEpartmanl reluses 1o Qi
you Ehe information you nesd - donl
give up - Iry someonsg else or anathar
department. And then another, uniil you
ﬂE‘[ somewhera. In tha end s worth
the effort, especially if it makes the
difference betweean kosing and winning

Having got the information,
organise it

Some of the headings you could use 1o
organise your informatian are

Histary - what has happenad so far,
when did things occur,why has the issua
beCome impariant mow 7

The nature of the problem - what s tha
actual problém, what suffering/results
does the problem cause, who does it
affect., .7

Who can influence declslons on the
issue? - who are the people and/or
groups whao can do something about ihe
issue = who can influence them, (see "A
CQuestion of Tactics™). and what will
infugnce them?

Where do the various people/groups
stand - what position do the varnous
pecple who can influgnce & decision
have? Can they be moved? What about
otbvEr communily groups - will thay get
ireglviesd 7

Your solullon - wihal do Vol think at this
stage is the a newer/answers? What does
thas maan in gracioes - who wall be
aftecied and when?

Cne way of organising information ista
write & report, (see page 54 )
Whatever you do, it is best o get things
down on paper 50 that you can ses the
gaps or connections betwesn your facts

Even when you think you've
got the answer - check il out

is the information accurale? Sor out the
facts you are cartain of from those yvou
are nod 5o sure about - check both. Quite
Gften you will find youw hang only got part
of the story. When yvou use information
13 support a case it is important that it is
cormecl S0 hat you don’l get shat down

Is the answer really what you wanled? |1
is comimon far the information you get lo
change ihe guestion you have been
trging fo get answered. Lock back al
your original guestions. And if
necessary start againl

A niote of cautbon - walch who you show
thimngs 1o = you dont want bo give your
opponenis unnecessary warning of
what you know and intend o da. Also M
you have writben something thal 18
unirug aboul somebody you could get
g hol water with the libsl |aws

STEP 8

Use or store for further use

When making decisions aboul ihe
ustfulness of information you should
bear b mind the fufure work of the group
- fgb just the current work and
campaigng. Il the inlormation you have
could be of wse o fuiure work than keep
i1 and make sure i1 is Easy I gE"I al {seg
page 32 ). This iz particularly
wmpgomant tor any gﬂ{ld CDRACIE Yo
have made or people thal owe you a
Favour. However, b salechive aboul
what you keep
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How to ask
people for
information

In person

Betong going 160 inleniew” Someona you
should have done steps 1 - 3 on the
previous page. This involves

& Working oul your questions =
whilst you are talking you'll
probably think of mose guestions
but you should mot go unprepared,

= checking who is the right persan
Bo S,

* thinking wikat they might want
from you in exchange for inform-
ation,

*  preparing yoursalf - if you are nof
used b interviewing, practice with
a Trignd or group mamber before-
hand, letling thism play the role of
the expert.

& sorting out how much fime you
rieed

& rmaking an appoiniment - ehoosa a
time and place thal's convenient
far the person - you'll get baiier
results if they are comforiable.

Some basic rules aboul the interviaw:

*  Start by explaining who you are
and why you wanl their help
Prazent yourseall in such a way as
to get the best results. Mannars
and appearance can be crucial
hera.

*  Ask if ihe person minds you laking
natas or fape recording what thay
say. It is easy to forget whal has
b aid il you don't take notes
HawirvEr 2ame people may nat $ay
a5 much as you wani if thiy See
you nating things down. Tape
recording can be & touchy area

* It's them you have gons to hear so
iry to avoid doing too much speak-
ing yoursalf, After the intro-
duciions stick o asking guestions

*  Listen - it is often difficult (0 keep
yoaur full attention on what the
PErSon IS saying - it sometimes
helps 1o take briel noles,

24
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Can have oach «ookT

Yours mircarels
3

Eotonbury Holidsy Ployescheses Associstion

ECTORBURY
Hartahire
25 January 1381
Oirector of Lelsuce Services
Eetanbupy Diatelet Courcil
Towen Hall
LT O ELEY
HTY 71X
Oear Mr Jocnaw
e «ore concernad fp heap thet the District Council Entendd ta cuk tho
mecont af mamey [ [ntends Lo apend an moliday playsohamas 1n Che next
Fimancial year. Could you plesse tell us how Ehess cutbacke will
affect wun, [0 pactleulaf wé would [ike @fndediEs ta tha Mol loweing

1, HLE1 tha euts affact the susbor of sart=tless pald playlosders wo

8 dhak gEramt @E11 Ehe District Council giue us For sculpment? This
yoar Lt was L5506,

3. Will the Publicifty Section contlnes toadvertise kEhe schemes on bhe
Cowncll motlceboards and in the local papers?

L, Mew will the Councll run scheses at Portlsnd Lelsurs Centra oDe L]
i Tecbad?

o Mope you can help od wlbh bhess gquasblona. [E woaild be & greak

heln to us 1T we could hawe this inForaetion Fof gur et Cxecutive

Masbimg on 14 Febisuasy.

17 Wubbard Sireet

* Try to shape the guestions you
have prepared according to whait
thi person is saying. This involves
picking up on some of the points
s/he is making, and even ihe kind
of words s/he (s using

* If thare s something you don't
undarstand get them 1o edplain it

* Af the end it is often profitable to
suymmarize what has been said

Dant forget 19 thank tha parsan
and praopare (he ground in cass
YOu want 1o use them again

After the inlerview Write WP Your notes
and check any poinis that are nof clear
of are unanswered (ses page 14 for
detaits of nole aking)

This type of interviewing can be a bt
formal - quite often you g8l good bits of
information socially - when you bump
into someone at the shops or inthe club.

The letter

If you cam't speak fo the 'expert’ in
perscn or don't fesl confident anough,
then write to them. There are timas when
it's best 1o 'gat things inwriting' - with an
interview pecple can deny they said
something

The key to letker wriling i% 10 paut the
‘anpart in lhe position of h.hing (¥a]
answar your ponks - S0 make your
guestions clear. Try 10 be precise and
polite - abusive letlers won't get you
much anlarmaton. In The ﬂ-:l!al"l'lpll}. WL
will see a deadline for getling
InFormation - El'\'!ﬂ.'ﬁ'a maks sure ihal tha
racaivar will hawe Enaught LT I:ﬁ
coupbe of weeks) to reply. Be careful not
Lo sound 100 pushy

Dier letter was iyped - yping does maka
the better ook more official and eagiar o
read. Howewer, handwriting - the
‘parsonal’ touch - can ofien gel good
results. Using headed paper (and
therefore showing wou are an
organisation) is offen best lor dealing




wilh other organisations. However
whien approaching Counciliors or MPs it
can be battor initially 1o write to them
personally - especially if your address
makes you a potential vote for them

You should always keep a copy of what
you send S0 you know soactly what's
bean zaid and 1o remind you 1o wrile
again if you don't geat a reply. 1S a good
dea to send copies of your lefters to
pEople you want 10 keep informed of
your actions (like your local Councillar)

you don't get & reply or if the lather you
receive = nol satisfactory then lake it
lurther. Try going furiher up the ling i
you think that the parson you Rav
writien to can't or won Thelp further, (1o
instanca write to the Chairperson of the
=ocial Services Committes if you have
been wriling to the Director of Social
SEMVEOHE)

A checklist for letter writing.

J-".I'ﬁ'.‘:l'r'.‘i maks surg the address and
wiho 15 ::-e:"r.hn-:J o letiar are
crystal claar

JDate the letter

"fﬁfen sentences and paragraphs
shiort

o Bea ciear - work ot exacily what
you want to say before actually
writing the better

"’fﬁr concise - keap your hetters
shorl by not so short as 10 sound
rueda

"/Wnen geaking information, ask
Questions

",LIEE the right words - &void
anything that might have a double
miining or is unclear

J.-’w-.'.ll-;_: slang and technical jangon
unléass you arg sura that both ;'u:u-,-
Aand e recaiver understand what
15 Deing sa d

v you nidsd an early raply - sk Tor
i

"{J{eep & copy of the letles

A good dictionary and a copy of Roged's
Thesaurus ang usaiul

The telephone.

Fhones are ideal for getting gquick
rephes and getting through work, You
can probably make ten calls in the birme il
takes 1o interdiew one parson, However
phone calls are best left for “quickies" - if
you wani lengthy or detailed
information it is best Eo go for an
interview or wrile a lettar

Telephoning large organisations like
companigs and councils can prove
frustraling - it can often take a long time
to gel through 10 the right paecson in (e
right depariment - 0 be prepared o
hang on and kesp explaining what you
wanl. il you can't gel through and hawe
to leave a message or are promised (hal
the parson will ring you back, chack you
get a reply. Hing up again il you don’i

If you are nervous aboul phoning
someona up, practice Your ‘spaach a
CoOupla of times before YOU PICY wp the
phang. In any case you should always
waork out what you want 1o know before
you phone, 11 s a good idea 1o use a
writlan checklist/shopping list like tha
one below S0 thal you dont forge
auashions

Lasty, you should keep noles on what is
said (and pul a date on the n[ote).
Sometimes it is a8 l:'l-"_‘-l:ln"_" rdaa 1o el what
hEs e sakd on the phone In wrting &0
that it can be wsed in reporia ete. This
can e dons whan I:l"':II"lﬂﬂ. by E.S.hl"ll;
far confirmation in writing. or by writing
fo the person listing the points of the
conversation and when it ok place

A checklist for using the
telephone.

"/'-‘r'!.'li"- out belorehand what yiou
need o say. Make a list of your
quastions (o remingd you

l‘,F:;I:H‘\-I-s- who you are talking o
and ideniify yoursalf early an (you
don’t wani 1o waste lime talking (o
e wrong person)

‘/EIE' freendiy Bnd Courteous - A8 you
are at a deslanse and you Can'l e
the other |'.|E'I'5l'.!|'l.5 reactions, It is
gasy Lo give the wrong improssion
ar sound rude [In 5ome casas his
can ba an advaniage’)

‘{Sp["il'ﬂ chaarky telephones do
funny things ta your voica 5o iry o
spaak a lrttle more showly and say
e words cargfully

Jﬂﬁlr“ difficull words or mameEs o

e infarmation 5 rmportant

I'Ji"ﬂl'.-l':l'.l a nobte of whai is said, and
e it

A parsonal telephona book can Save a
I of bothar - whan you Rave phaned
somebody make a noté af their nember
and iheir exiension if the organisation s

big

ar

5



INFORMATION IS

POWER

Where to get
facts.

Citizens' Advice Bureaux/
Neighbourhood Advice
Centres.

The peophe who run them can uswally
affer expart advice aboul awide range o
problems. | they dontt know (e angwear
thiey can normally put you on 1o
somabody who does. In some Bureauws
the atmosphers is a bit tormal and frosty
but on the whole they are a good starting
paint. {Look in the telephone direciory
for youf local cenire)

Libraries.
In the library you wall uswally fimd

& community information service. Maost
lisraries keep detailz of local
organisations and clubs. They will also
aften have files on various local isswes
which include press cuflings, reports
eic. Lipraries sometimes have copies of
local organisations” newsheets and
magazines They nearly always hawve
copies of council minutes

Refarence books, The number and size
of referance books aften puls pacple afl
= bt dan 't give up bacawse if you gat ihe
righl @nd il can Save you a lot of iime and
#flar. Soma I:"::ll.:'ln'“||'.'|||".'-'$ of what Wl il
fingd ara:-

+ Direclories - like the Municipal
Year Book, Social Services Year
Book, Who's Who, These are good
far giving you the namas and
addresses vou nead and somea
basic infonmation

» Handbooks - like Civil Libarty -
The MCCGL Guide to Your Rights
and the Walfare Benefits
Handbook

These are basic guides writtan oy
exparts 8o that crdinary peopla
can wndersiand the iaw, thar
rights eic

» Textbooks - these are mare
general books on (he 1opic. Ask
the librarian 1or advisd about
where to ook and whal book 1o
[y alu 10

Newspapers and Magazines, Specialist
magazings are often a great help for
instance inf you wani to know what's
happening in eaducation lsok al the
Times Educalional Supplement
Libraries also tend to keep back copies
af newspapers and magazines if you
want to &0 someE rasearch
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Papers/television/radio.

Local papers are an axcellent source of
information, Aside from the normal
newspages, ook for the special leatures
and items like the-

*  business page - [Gcal firms often
have arficles wrilten aboul hem
and thew products

* ‘“around the clubs’ - many local
papers have a special column for
association and club news

* planning applications - have o be
higted 5o look 10 ses il any attect
o

* farthcoming evenls - vou can learm
a lot by going to other people’s
reetings

*  gossip columns and reports of
social events - it's valuable 1o know
who knows who, For instance a
lat of national pressure groups
look at ‘The Cowrt Cirgular in The
Times, as it gives a list of the
parcaphe who dine with The Frime
Minister. If the same names appaar
regularly then inese people are
poasible targets o influence. Look
for “targets” locally

In the newspages ook oul for policy
statemeants by local political parties -
they canm be wery useful latéer when
comparing their promises with thair
pzrformancs.

If you know a reporier you may be able
o gl a lot of useful background
infermation - bul be careful, thay may
want 1o make & story about what you are
daing belore you're ready. (See Talking
to Journalists page 45 )

1§ ywouw aré interested in local Issues don't
slop with the local rag - a lot of
ocrganisations such as political parties
union branches and churches have ther

own newsletiers and magazines, They
can be a real mine of information,
provided you remember that they are
likely to be pushing one viewpoint,

Mational newspapers, television and
radic are obviously useful in gaining
information but waich out:

*  Matignal newspapers are olten
Bagsed in favour ol one side |50
can local papers)

* Newspapers have to sell - so tha
facts are often twisted to make a
good story

You need 10 sort oul what 15 fact and
what 5 opinion.

Follow up storigs - approach ihe group
ar individuals who are guoted if you
think they are gaing to ba sympaihatic,

Experts

Many professionals will help voluntary
groups for free. The sort of peoplie with
knowladge 1hat could be useful to you
are¢ accountants, archilecis, building
contractors. busSinEssmen and women,
health  workers, local governmen|
workers, social workars, sales people,
teachars, youlh and community workers
and many more. If vou approach peopla
like solicitors and accountants in a
normal commearcial way the cost can be
really hlgh

When wusing experts you should have
thought ouwt carefully beforehand what
wou want o know:

* iy o make clear thal whal you
witnl 1% information, not od tham
to fake the desision Tor you As
|.|'IE].' are 'expert ||'IE':|I' nave a tend-
BNCY [ 1aKe ovar

« don't e blinded by science -
waigh up what I!hq_r',- 24y dgang]
wour own lecal knowledge




* il you don't understand, ask hem
1o explain - many professicnals
usa lechnical jargon that anty they
know the meaning of.

Lastly. don™ forged that members of tha
group may wall ba axperis

Other pressure groups and
associations

Other groups ara often interestad in the
same thing Bs you and can probabdy
hadp you with information, contacts etc
For instance, it you are trying to stop
small village schools from being closad
it would be good to talk 10 a group in
anather area thal has had Some SUCCass
0f Edperience in opposing ihis sort of
action. The uniens can frequenily help a
group fhai is campaigning aboul a
problem that inwolves a local firm or
council. Local members of the political
parties are also worth approaching
providged you know that they will ba
sympathetic

A list of local groups can usually be
found in the lbrary and your local
Council of Voluntary Organisations or
Youth Association may also be able 1o
help

From the horses’ mouth

Cn i et three pages are soma hints
about how ta get information direct from
lacal and central goivernmant.
Approaching private crganisations. like
companies and unions, can be a bit
mare of a problem. If you contact thair
public relations’prass officer you can
aften get a kot of information - for
insgtance annual reports., press
statements, publicity material - but it
mnt necéssarily what you wanf, You
may have 1o think up a gooed story 1o get
anything more. For books about
investigating companies and unions,
se¢ the Resource saction.

Finding out for yourself

Often the information you need doesn't
exist and i1 i necassary 10 go oul to find
it yoursell, On page 31 we ook af
ane method - doing a survey

Your own fact bank

Ag groups grow and get mora
exparienced they tend to colles! books
and reporis that give them the answears
they need without having the trouble of
going to the library eic

A uselul &id lor goups is the
Meighbourhood Fact Bank {see the right
hand column). This & a cheap card
index system which can provide the
group with basic starter information on a
with wariely of topics. The system can
be oxténded with your own local
intormation. There are also a number of
general books and guides that youlih
and community groups will find useful
and ihesa arg akso listed on the right

Your own fact
bank

. Listed below are details of some of the

main handoooks thal youlth and
community groups may find helpful. For
an excellent guide to the sort of material
available see

Grainne Morby Knowhow London,
Community Information Project 1979
A comprehensive guide 19 information,
training and campaining materials o
informalion and advice workers
(Availala from Fublications, Thea
British Library Ressarch and
Development Depariment. Sheralon
Housa, Great Chapel Siresl, London
W1V 4BH)

A gotd starting point is:

Education for Meighbourhood Change,
The Neighbourhood Factbank

The Factbank is a set of 300+ cards
which give basic information on a wide
range of issues. There s also an
updating service. For a shortened
vergion of ihe factbank and casa studias
sge Tony Gibson People Powesr,
London, Penguin 1979

{Avallable from Education far
Meighbourhood Chamge, University of
Mottingham, Mattingham NGT 2R0)

or

Raobart Leach Coplng with the System,
Cambridge, Mational Extension
College/Intar Action, 1880

Subntitled “& Briel Citizens Manual. this
book = exactly what i says. On tha
whole preity wsaiul but occasionally the
tecct is 100 Briel,

{Available from Inter Action Inprint, 18
Wilkim Streel, London MWS 3MNGE).

Books about the law include

Civil Liberty - The NCCL Guide to Your
Righis, London, Penguin 1978
This guide has become something of a
classic and s a must for any group, It
Covers a iremendous range of lopics ans
is clearty and concisaly writlen

Maggie Ras, Pat Hewill, Barrie Hugil
First Rights London, NCGL 1578

An excellent guide to the hegal rights o
children and young peophe.

{Available from the National Council fo
Civil Liberties, 186 Kings Cross Roac
London WC1X SDE).

Trouble with the law: The Aelease Bus!
Book London, Release 1979

A working guide 1o police practice
givimg all the detaiis neaded when being
in trouble with the law

{Available from Releass Publications. 1
Elgin Avenue, London W3 I3PR)

Two books on womans rights

Direciory of Social Change, Women,
London, Wildweod House 1978

This is volume Nl of the directory and
covers a broad range of subjects
including legal rights. health, rape and
publications.

Anna Coole and Tess Gill Womens
Righis: A Practical Guide, London,
Penguin 1877

Again a wide range of 1opics,

Assoried "rights” books include:

Auth Lister Mational Wellare Bénefils
Handbook, London CPAG

An excellant annual guide to wallare
rights.

(Available from The Child Poverty
Action Group, 1 Macklin Strest, London
WC2ZB SNH)

Marion Cutting & Housing Righis
Handbook, London, Penguin 1979

Written for tenants, this is a good basic
handbook on tenanis righls, repairs eic.

Caral and Gerry Stimson Health Righis
Handbook, London, Frism Press 1078
A gulde 1o health righis including mental
health.

Lastly an work issuas:

Joremy MchMullen Rights ai Work: A
workers guide to employment law,
Londan, Plulg Press 1979

Clearly wrillan, sasy 1o use handbook
providing & summary of employmeani
law. A follow-up publication with all the
changes brought about by the receni
lagislation s to be publishad

Patrick Kinnersley The Hazards of Work
and How to Fight Them, Londan, Plutc
Press 1978

In the same seres a5 Mchbiulien,
‘Hazards' provides a mass of practical
information on occupational health
1S5RS

Educaftion for Meighbourhood Change
Workbank, London, Inler Action 1970
Similar 1o the Factbank except that the
theme is work issues. The range is broad
and confributicns are brial

{Available from Inter Action Inprint, 15
Wilkin Street, London NWS 3NG)

Diher books that community and youwth
Qroups gahould take a look at are listed on
pages 19,33 & 70
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Local
Government

Local government is a8 maze |f you look
gt the flable on the right you will see
some of the main jobs differant councits
do

There are ihree types of local councils:-

County and Metropolitan County
Councils

These deal with long term planning and
with a lol of the main services. They
usually cover quite a large area like Kaont
Lancashirg and Merseyside,

District and Meiropolitan District
Councils

Counties are divided up into smaller
districts. District Councils look after tha
more local sarvices. Malropolitan
District Councils also have
responsibility 1or 1he major services like
education and social services.

Parish/Town/'Community Councils

These are the small local councils that
ara for villages, small townz and
neighbourhoods. They run some
smaller local services like allotmeants
and somd parks and playing lields (1hera
5 some overap with the District
Councils here), They also keep an aya
on what the other councils are doing and
are usuglly consulied By ihem ower
things like planning applications.

Landan doas not have the sama system.
It has the Greater London Council (tha
GLC) and 32 London Boroughs. The
GLC looks after major planning
matters, ranspor, co-ordinaling howsao
building and Sewage and -dr.l.inugu
Many of the jobs thai are done by
Matropolitan Districts are also done by
London Borowghs, The major difference
is education, (which also covers careers
and youth work), where it i3 run by a
special authority - The Inner Londan
Education Authority or by the Borougns
in owter London.

To use the table you need to know
whether you live in a Malropolitan
County. These are authorities based
around the bigger cities. If you live in:

Gireater Manchesier
South Yorkshing
Mrsgy siche

Tyne & Wear

Waest Midlands
Waest Yorkshing

you should use column B. Otheraise
use column & {unless you live in London
where column B will be a rough guide].

It it appears thal more than one council
provides the sarvice you ane concermasd
with = like playing fields and car parks,
then start with the fevel of council thal is
closest to the community, le. parish of
disirict
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A Non Metropolitan | B Meiropolitan
LOCAL AUTHORITY = = - = =
SERVICE PROVIDED = = [ € 5
[=] n ] o =
L] - i ] (m |
Alloimenis and small haldings - - * - -
Ambulance - .
Carsars Service - .
Cemaleries . ] L
Consumer Protection " *
Educatinn - "
Electoral Registration - -
Fire 3Ervices - &
Housing - councilfimprowement
granis/clearance programme - -
Inspection of food and drugs - L
Inspaction of Shops and other
préamises " ®
Libsraries " -
L 4
Museums and Arls - ] - *
Parks, Gardens. Open Spaces - * . - *
Planning # * * &
Police " "
Public Haalth - =
Recreation . . . " .
Refuss Collection " *
Sanitation, Cleansing, Drainage . -
Social Services - Social Workess)
Homa Helps stc. . -
Swimming Bathe/'Sporns Centres)
Playing Fields " * . * *
Tramspor - Highways # &
Transpor - Minor urban roads * "
Transpor - Parking on sireats s =
Transport - Car Parks . . . " "
Transporl - Co-ordinate public
transport * -
Water supply/sewers (local) - *
Youth Clubs * -

How councils work

Two groups of people decide and
onganise the work of local councils:
Coauncillors

They are elected by local voters [ people

ower 18 who liva in the council's area),
and are supposed to represent thair

areas views on what is best for the local
commumnity.

Councillors generally do the work in
thair spare time. They are not paid a
wage bul they can claim expanses

It is the counciliors who are supposed to

dacide the main points of council palicy




Oificers and Stall

The day to day work of the council is
done by Tull time officers and workers
within the guidelines laxd down by ihe
councillors. Officers have quite a lot of
influence on decizions takenm by
councillors, especially where the matter
s quite fechnical

Where decisions are made

Most council decisions are not made by
tha main council meeting but in smaller
committees, such 25 the education
cammittes or the highways committes
These usually deal with specialist areas
of work and if the matter = impoartant
ihey then make recommendations 1o the
full council. However, many of the
decisions taken in committess are tied
up beforehand.

Mosl councillors belong to one of the
major poliical parties, Some  are
associated with local groups like a
ARatepayers’ Aszociation. Councils are
nearly always controlied by one of the
bkig parties and the decisions a council
fmakes ang ugually in line with party
palicy, ‘Party groups’ of councillors look
at the Bsues belore committes and
council meatings and decide on & 'party
line. This means that allthough
counGillors are supposed 1o represent
you, thay have great difficulty in
Supparting your views if the party thinks
differentiy

Where the money comes from

Local government gels ils money from
three main sources:

Government Granis - The main gran
eentral government gives local counciis
iz caled the Rate Support Grant. Theres
are also specilic granis for special
schemes and housing subsidies. These
arg paid for by national faxes like
Income Tax and VAT Governmen
grants make up arcund 50 par cant of the
income of local govarnment

Rates - rales ane a local 1ax on proparty
and are collected by District Councils on
bahaif of the Parish, District and Gounty
Ciouncils

Criher local sources ol income - this
varies a kol from council to council and
comes from things like rents, admission
charges, school meals and 20 on

Getting information from
councils

These are the main sources of

information:

Councll Meetings - Anybody can go toa
meating of the council and it can bavery
useful if there is someathing being falked
about that inferesis you. Going along
gan give you a‘feal” of what is happaning
as well &s showing wherg differant
councillors stand on the isswe. Minutes
(see balow) only tell you & part of what
happened. Sometimes committees of
the councll - llke the Education
Committes are also open 1o the public,

Councll Minules, Reports and Agendas -
Tha minutes el you whal happened in
council melings and i1 s sometimes
possible 1o gel on the mailing list for
them if you can make a good case. Some
af the more uselul papers such as
commities reporis are mona difficull o
get hold of and getting a sight of those
might invalve chatting up a friendly
councillor. Agendas are good things o
walch out for 50 fhat you can see in
advance what the coungil or commities
is going 1o talk aboul. Thers is sometime
a small charge for looking at papers or
receiving them through the posl.

Local Council Yearbook and Handbook
= This ks &8 must for anyone wanting to
influence council policy. The handbook
or the sort of information usually found
in handbooks can normally be got from
the Chisl Executive's Deparimen or
Town Clerk's Department of your
council, The sar ol thing it can tell you
are;

« Names, addresses, telephone
numbers of councillors, when and
where hey were eleciad

+  [hetanls of eoundcll commitieas -
who 8118 on them, who is the chair-

person

+ MNames of the main council
officiaks.

« [etails of what the council depart-
menis are and how they relate to
each olher

¢«  Dates of mestings

They will also quite often give detalls of
the jobs councillors do, the oulside
bodies they sit on

Some councils also have a register of
councillor interests, (ie. whather they
havee shares in building companias or
are mémbers of a trade union which
negoliates with council), which can be
seen at the Town Hall,

Council Newspaper/Information Sheels
- Many councils publish free their own
paper or inlormation sheets and these
can be good for giving background
information aboul what they are up to

Specialized Intarmaltion - T8 possibleto
gel more detalled informaticn fromeach
of the departments involved. For
instance if you are concermed aboul a
proposal by a company 1o build a lactory
closa to where you live you can ask 1o
look atl the Planning Register - wihich will
give you details of who ks wanting to
bulld, & deseription of what they wish to
build, plans and 50 on.

Councillors - A friendly councillor can
e one of the bast means of getting the
information you need. However do not
assume that they will be on your side
wnless you know a greal deal abowt
ihem. This sort of information can b got
from local papers, attending meetings
and $0 on

The sarl of the thing they can do for you
is 1o

*= lgl you See minules, reports and
agendas.

* F8k Quesiions af council or comm-
ittea meetings - thus making your
issue public.

s a5k questions direcily of the
officers
L |
*=  faise maters within their pamy
Groups

Asking Questions doesn’t guaraniee
answers, particularty il o s :sn-mmhinq
that the afficer o the councillors wanl to
keep quigl! (See ‘Lobbying’
page 42 |

Coauneil aficers - I! you want 18 kaow
aboul the details of a council policy or
the way i1 is being carried oul inpractice
than council officars are probably the
berst source of information. It is their job
to prepare the inlcrmation and defakls of
palicy that cowncillors make thir
decisions on. For this reason they can
als0 be very Enowledgeable aboul the
plans and policies that are still baimg
developad

it iz imporiant the get the nght personin
the right depariment [see page 40 -
Using HNormal Channeis), GCouncil
officers aré supposed to be nauiral and
nal take part in politics, when in reality
they influence quite a lof of council
policy. Thus a straightiorward open
approach, whilst always worth a iy,
doesn't necessarily bring the results you
wanl {Couwncil officers have a natural
tendency o secracy wharevar
information about policy is concarnad).
However, they are sometimes willing fo
talk in ¢confidence and you should be
viary careful how vyou use this
information o as 1o both protect them
and 1o mainfain your own access 1o
‘ingide’  Iinformation. When you gl
information ‘in confidence’ aklways try 1o
double check it - more than one
communily group has been led up 1he
garden path by scheming officers!
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Public service unions - Unions ke
MALGO (the white collar workears' union
which also has social workers as
membears), NUPE, GMWLU and UCATT
[{who have most of the technical and
manual workers employed by counciis)
and MNUT (the teachers’ union} can
someiimes ba in & position (o know what
is happening inside the couwngi,
although they are often as much in the
dark as the ganeral public

The Political Parties - Local meambars of
the parties are frequently very
knowledgeable abouwt curreént Ssues
and are therglone worth !!'IEll.i-l"lg L TH |
provided ihat they are sympalhetic
Theare iz, however, El'l'iﬂ'rﬂ- 43L:] ﬂEﬂﬁEr of
tha parises 151':=I'II} the initeatiee B ay
from you. 50 be wery carelul how you do
your asking

General relerence books - There are &
number of raference books, that bigger
Hporaries normally have, which give
details of all councils in England and
Wales:

Municipal Yearbook is published
annually and give delails of
councils’ services (under similar
headings to ihe table on ihe
previous page) and their members
and officers. There iz also a usaiul
saction on central governmeni
{Annual].

Educaltion Yearbook - gives details
and addresses of all Education
Aythorities, secondary, furiher
education and higher education
aslablishmants plus a bewildering
range of edecation connected
organisations. (Annual)

The Educalion Authoriiies
Direclory and Annual - Similar 1o
abowe but onby limited listing of
‘oulside’ organsations, (Annual)

Soclal Services Yearbook - Does
similar job for Social Services as the
Education Yearbook, plus a limited
digest of statistics. (Annual).

Local Geovernmeni Financial
Statistics (HMS0) - gives total
income and expenditure for each
sarylice councils provide.

Alsg look in the library for
govarnment magazines like

local

Municipal Jourmnal

Local Government Chronicle

or specialist magazines and papers lika
Mew Society

Community Care

Social Work Today

Tirmes Educational Supplement

Town and Country Planning
18]
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INFORMATION 1S
POWER

Getting

information
from central
government

COin soma issues like social security you
may be able to get information dinsc
from local or regional olfices. Howaver,
it is likely that mast of your infarmation
neads will involve Departments based in
London, The main Departments youth
and community groups are concernid
with are as follows

Department of Education and Sclence
Elizabgth House, York Road, London
SE1 TPH. Tel: 01-928 9222 whose job s
pratty obvious

Departmaent of the Environmeni

Department ol Transporl
2 Marsham Sireel, London SWIP IEB
Ted: 01-212 3434

They deal with housing, planning, local
governmant finances, public transport,
roads and building

Depariment
Securily
Alaxandar Flaming House, Elaphant and
Castle. London SE1 6BY Tel 01-407
S22

Responsible for administration of the
Mational Health Service, oversaeing the
personal social services provided by
local Authorities and social security
services like supplementiary benafit and
and national ingurance.

of Health and Social

Manpower Services Commissian
Selkirk Howse, 188 High Holbom,
London WCH1V GFBE Tal: 01-836 1213
which handles unemployment and
raining schemes,

A Tull list of depariménts and their jobs
can be found in Whilaker's Almanack
{published annually)

Approaching government
departments direct

Wriling 1o cenlral government
departments can involve @ wiery long wait
for replies even whare a policy or details
are astablished. Things bacome éven
slowar whan your guastion ralers 1o a
local situatian, particularly it it involves a
local MAuthority. In Such cases thay
g-n-m:rarl-,- have o check oul the facts
with the Auwthority in guestion
Depariments will nod normally give you
an interpretation of the taw and how it
should affect Your area and council

Telephoning, providing you get through
o the right porson, can gel you better
rasults - howawver, it is often the case that
thr wary things you ned ‘in writing ang
the masi difficull 1o get.

Approaching Members of
Parliament

Membars of Parliament will generally
gel guicker answers from the GCivil
Sarvice when they approach them
Many groups ask MPs 1o raise thair
guestion In Parliament. This is
Iraquently done through the
Parliamentary Cuastion(PQ). Thesa
guesiions lake up the lirst hour of Howse
of Commeons business each day and arg
aften reporisd 10 e press. Minislers
also answer guestions from MFS In
writing and these are printéed in Hansard
- the daily record of parliameniary
bUSiness

MPa don't have 1o ask your Questions so
you may have 1o find one who is
sympathetic (by waiching the papers
alc). In this respect youwr local MP is nod
necessarily ihe best person 1o ask. For
instanca, if your local MP is a member of
the same party as the group controlling
the local councils vou are campaigning
against, you may not get a great deal of
help

Hemembar thal MPs usually receivwe
over 300 letlers a week, 50 make life easy
lor them by:

* praparing the guastion (look in
Hansard for tha way quastions are
asked

- kc-c-pmg th:ngs short and o theé
posnd

*  producing & cléar and accurate
ArgLUIMmen

Il is aksg worth btﬁl"ll'lg I mand [l
many |local MPs will respond belter 1o
indiwiduals 'A'I'Itiﬂg Lo them &g |:lI:I-1-E'l"|[i!|
volers rather than as représenialives of
préssure groups (do some homework
flirst on this). Also bear in mind fhel
mgsmbars of thiy House of Lords can also
raige matters in Parliament. Their delails
can e found n Dods F‘ﬂl‘llﬂr‘l‘lﬁﬁ'llr‘!,r
Eﬂl’r’lp&r’llﬂlﬁ -E.Fl'lll'lgﬂldl‘.' thosa of
meEmbears of the Houwse of 'E:ﬂl‘ﬁr'ﬁﬂn-i




if a MP does ask a question for you s/ha
willl generally laf you have a copy of the
raply received. However, should you nod
get a raply look in Hansard, as all
questions - written and verbal - arg
printed thare.

Government Publications

A ot of information is already available,
il you can find il. in warious
Parliamentary and Governmani reports
and regulations. These are published by
Haer Majesty's Stationery Office
(HMSO). Ask your local library for help
in finding tha right sources.

The Government Statistical Service
publishes a wsolul free booklel that
explaing how o find what official
statistics you need - “Gowvernmen
Statistics - a bried guide to sources"
This is available from

The Press and information service
The Central Statistical Office, Greal
George Street, London SWI1P 3A0

For general statistical information see
Social Trends and The Annual Abstract
of Stalistics. Both are published
annually and can be found in most local
hEsraries

Other Publications

Whitaker's Almanack - contains a wide
range of details about governmeant and
lacal governmant, other countries’
govarnmeni, a reveiw afl tha I r
events of the previous wear, lists of
voluniary organisations and so on
{Anmualiy)

Drod's Parliamentary Companion - gives
pin picture of all Meambers of Parliament
plus details of Governmant Depart-
mants atc, (Anneally)

Vachers Parliamentary Companion
this pocke! book 15 published quarterly
and therefore gives up 1o dale
information on the membership of
various governmeni and parky
commitieas, ministers’ responsibility
and detaits ol the Givil Service.

Ciwll Service Yearbook (HMSO) - gives
details of Governmeni Departmenis and
lisis tha Senior Stall

Ksesing's Contemporary Archives
Koasing's is a digest of workd affaics and
i5 updated weakly, Maosi larger librarnes
hee @& Sob

Mational Newspapers - in particuiar
kegp an eye on the Parlamentary
coluimng

You shoubd be able to Hind all of thass in
your local library,

Finding out for
yourself -
doing a survey

When there is litthe known or wriflen
about an s il 5 Somalimes NeCcEssiry
to gel the evidence for yourselves
Howewer, collecting information takes a
lat of thme and afion and you need to be
sure that you really need the results you
are likely o gel. Also the results of your
work ara  lkaly 19 be guestioned
because youhave A vesied nlerest in
tham. People will suspect il's a case of

g'he who pays

the pipar calls
e fune

In this sacion we are gomg to look at
wo types ol survey;

« opinion survey which might ask a
question fike

“If there was & generel election
tomorrow  which paolitical party
would you vote for -Conservative’
LabourLiberal/SODPOthar Party’
Mo cna?

v iact survey with guestons like

“Ig there & cOmMmunity centre inihe
witlage?”

When doing & survey 1hese are the basic
steps you s=houlkd take:

STEP ]

Be clear what you aretrying to
find oul

You may b slarting from a 1|;r|;|||r'|g E
“thare ign't much to do for the kKids on the
estate”, or & hunch, "I'm Sure plhl:lpdﬂ
would support a playgroup”. These
ideas nead 1o ba gorad out il FIE{HN'E' arg
to take your survey serioushy. Some of
the guestons you will nead to answer
surrcund the 1ﬂ||fl'|||'|ﬁg SELISS

+ definfion - does everyone underd-
sland the words used? For
instance what a ‘playgroup is

» wigibility - can we actually survey
the thing wa wani? For instanca,
it might be somathing that people
know nathing aboul

»  reliabilily - are people likely 1o @l
the truth in answer (o your
question? &g, “How much do you
aarn?”’

Design the questionnaire

When working out the questions you
wani 1o ask, you need 1o avoid asking
leading guestions ag

"Dt you think it is a wiry bad idea to
have a youth club in this street”

This sort of qguesilion doesn'l presant the
mgue fairly so the results will be
guestioned

Decide on the way you wanl 1o ask
questions. Cuestions can be ‘open’, g
“What do you think of the council's pian
o sell council housas?™

or closed. eg "D ywou think it is a good
idea for the councll 1o sell coumcil
houses? - Yes/MNoDon't Know™ %

O pan questions sllow pacple to express
what they feel and can often produce
unexpected replies and views. Howaver,
the varety of replies often makes the
angwers difficult to analyse. They can be
useful 1o test ideas earfy on and the
answers used to produce a closed
guestionnaire. Closed gquestionnairas
have the sdvantage of being easy io
analyse. Cuestions can be answered
using & threa or five point scabe lik:

Yes/MNa/Don't Know

or

wary importantlimparant’ neutral’iun-
impariant/very unimporiant

They can also be answered by people
having to choose one of & number of
statements

Make gqueslions so thatl they will be
answered as honestly as possible - avoid
if possible very personal or
emparrassing questions

Heep the questionnaire to a sensible
length - so that people wont be pul off

Keep questions clear and simple. Avoid
jargon and long senfences

Avoid questions thal ute negatives. For
InSLENCE;

“How strongly do you lesd thal mo social
worker should b Hi'![:lﬂ-il"l‘lud whio has not
completed two years full-time training?”

Pul them in the Fghtl order - 1ry 1o pul
easier, faciual quesiwons firsl

When the guestions have been sorted
oul get them typed and remember to
lsave plenty of space so that people can
fill in their answars

-



STEP 3

Test your guestionnaire

Try il out before yvou inflict it on tha
goneral public just o check that it =
understandable and works. Whan this is
dona the final guesticnnaire can be
made

STEP 4

Choose who you are going to
ask

Who answers (he questions is an

nnp@oriant facior in how Senausly your

survey will be taken. For nslancs you

may want 1o have a8

« random sample - this is whera the
questioner simply [Akes a chanoe
and asks the firgl 50 or $0 paophs
that CD"FE"EI'CII'H} T gireel efe, A il
15 chancy if can produce miglaad-
ing results
& gusta l-ll'l'lﬂ'ﬂ = hare you Ty (o gl B

Qroup of paopke thal s represant
ative of the population according
to age, sex, class and 0 an

You also need to decide how many

gueslionnaires you wan! answarsd, The

smaller the number you have, the more

inaccurate your Ssurveéy will be. 5o

always gl af least 30 completed opinian

guasticnnaires, More il poszible

Use the questionnaire

I you nase nevar used a quesiionnaire
batore wou may hind it halplul to praci:ce
interviewing first Some points o
remamber gra:
* el pecple Enow whal the intarysens
s for
*  always be polite. Don't be pul off
by refusals - a lot of peopke don’
11 BN IniErvEwid
= don't as the surndey by your iniro-
ducison = try o be nautral
" put the gquasionnairas on a clip
board 5o thal they arg easy 10 Hill
in. Carry plenty of spare pancils
PG
& wrily 2own answers slraight away
= &0 you don't forgel thoem

EP 6

Analyse the results

First you will have 1o resd through all the
guisticnnairgs o sed whal sor ol
angwers people have giver. With open
guesiions this can lake guite & tame In
dl:lll'lq this YL nead 1o kesd an By pen
for whether the guashionnare 9

+  gompleied - have all the guesiions
bBeeen ansgwaered. Will missing
answers aflec! the questionnaira

+ mocurate - aré all ihe answars
chearly undersiandabde

Secondly, the answers have o be
brought ogether, For instance, how
many people answered Yes/MNo/Don'd
know 1o gquestion 1 and =0 on. Thesa
risults are olten shown in tables or a3 8
graph

STEP 7

Write the results up

See Writing a Report pages 54-55
Amenity Surveys

Facl o amenity Surveys are a bn
different - here wvou might be trying o
gel a piciure of ihe prices local shops
charge or the facilities thal axssi Focally
The !-'-'--c'lm"_.{'i- are broadly the same &g
abowe. If, for instance WO arg 'CIDEIHQ-EI'.
the tacilities that exist on a local estate to
¢ whather they are adequate you
migh! draw up a chacklist like e onean
the bollom of this page

Be careful to keep to a cloar arga or
districl

Dna good way of sesing how things are
1% 1o mark gach of the Tacilities on 8 map

Having dong e survey and s8en what
you think is missing, it 18 8 good idea 1o
do an opinion survey of people living on
tha astala to saa Which things ihey use
what thay think is missing, whetkher they
have any complainis abowl (he éxisting

facilitex

AMENITY O THE ESTATE

MNOT FAHR AWAY

LONG WAY AWAY

Shops

Posi Oflica

Bank

Chig Shop

Youlh Club

[ 1] [t

make Lhe

Many community gQroups
mistake of nat kesping thedr records and

mformation n & sensible crder. A B
resull they oflen spend a lot of time
having to find owl mformation that =
under thelir noses. In addition, the
thought of getting that information can
be zo off-putiing that they don't bother
thus making thelr campaigns evan mons
ineffective. This short section looks ai
ways in which groups can keap Bheir
nformation so that it can be usad whan
it is meaded

Types of filing systems

Address/Telephone Books. Simple but
efficient - if youw are contacting someonsa
you or the group arg lik &y o use
acghin then the 1hirty Seoonds or 50 1Ml
il tmkes to jof the details in &8n address
ook CAM SAWE L in the futlura

Card index System. On page 27 we
lookad a1 one example of & card Ingdax -
The Neighbourhood Fact Bank = which
can b axtended o keep brat delals of
ocal organisations and kssues. Exira
cards and boxes can ba got from olhice
suppliers and shops ke W.H Smiths

vy arg Qood for |'i‘.”.'$."|"'_2| basic bils of
nfgrmatian and have the advantage af
DENG easy 10wk

Box liles and léver arch files. Box hiles
are simply a box with a spring Ioaded
clip 10 keep matérial in glace, Lellers
reports, leallets alc. are just clipped into
e file. Laver arch fles keep elters alc
rathar mora salfely than box tiles and
they can be rather more easily removed
by jusl openang thie lile &t the rnight placs

Filing Cabinets. These can range from a
cardboard box filed with files through
milty files the size of a large briefcase fo
4 drawes cabingls, (Like the ond at the
top of the page) and lateral filing
cabineis the size of a wardrobe




What every good filing system
should be

5““‘ to use. Hemembear thal it is not
just you fhat has (o use the fles but other
members of the group and the people
who may come after you,

Crne of the easiest ways 1o arrange files
ks alphabetically. Allernatively, you may
want ta have them in special sections,

1o 8
financs

minubes

newsletlors 1o membiers
Tund-raising

and 8o on

Kesp an index of the files you have so
tnat it is casy to see the tithes at a glance

Emall bat full, Kesp paper o
manageable proportions - every so often
go through the files and throw oul
anything that you are not likely to use.
Howevar you should hold onto things
lika the group's minutes and main pioces
of correspondence for a few years
Avold having wo copies of things or
duplicate files wniess [t i3 really
MECesEAry.

Qpen. Make sure that group membess
can get to use the files = in 5o0me groups
the secralary seems to guard them with
hiEsfner lite. Keap a note of who borrows
which file so that things don't go
missing.

Up-to-date, Filing can be a real chora
but it 5 on such chores that successiul
organisation is buill. Don lat the filing
build wp - try to put thing-.; WAy as
quickly n% possible. In the files
thamselves arrange materinl by dsto -
wiih the older stufl at the bottom of tha
file and the new stulf on top. This makes
for easy filing and easy access,

RESOURCES

Your greatest alles  in l;IE'HIl'l‘EI
information are the stafl in the library
Books about information getting
I uge:

'CDI'"""ILII'Ill'p' Action |I'i'|'!'!-"nl.|ﬂt'!-
Handbook, London 1875

This is & guide for tenanis, workers and
BCHOn Qroups on now o =|'l'.l'ﬂ'5.t|'gEtE'
Companies. DH;E“IE-EI“:D"S and
individuals. Further updates in 1978 in
issues 33, 34, 35, 38 of the magazine
[Available as a package from
Community Action, P.O.Box &65,
London SW1X BDI)

Agsociation of Community Workers The
Community Workers" Skills Manual,
London 1978

Thé manudl inclhudes
intarmation toalks,
{Awaitable from ACW, Colombo Streel
Sports and Community Centre,
Colombo Streel, Blackfriars, London
5E1)

Bpimir  USEMul

Bichael Barratt Brown Informalion Al
Waork, London, Arrgw, 19TE.

The aim of this book & to help pecple
make effective use ol the information
they can get at work. Parl of the Trade
Union Studies Seres which has some
athar useful books including

Karl Moeddearwick Slalistics lar
Bargalnors
Joyea and Bill Hutlon - Caleulating.

For books on specilic areas

Gilynis Cooke - Studying - a practical
guide for students of all ages, Leicoster,
NYB 1578

This brief! guide pravides an
introducton [0 studying., taking in
infarmation and expressing ldeas
(Available from the Mational Youth
Bureau. 17-23 Alplon Street, Leicester
LE1 BGD)

Tony Buzan - Use Your Head Londan
BBC Publicationg 1974

F’Er'lltuiarl!.l nelpiul on IMprovimg
reamng ANd memaory pOwWers

E.C. Eyra - Effective Communication
London, Made Simple Books 18759
Written Tor F.E.Siedéanis, this bodk
covers many aspacis of communication
- conversalions., telephones.
infarmation gefting, letberwriting and 55
alj

Darrell Hufl - How to Lie with Slatistics
London, Penguin, 1978,

A lght hearted guide 1o statistics for
baginnars.

Derak Rowntree - Stalistics wihout
Tears - & prime for non-mathematicians.
Loendon, Pelican, 1981

A good introduction to statistics

David Jenkins - Enguiring about Soclely
London, Longman Social Science
Studies 1974

A basic introduction to the “how' of
gocial research

For defailz aboul how local government
works, we lound the best Books to be:

The Labour Parly Gavernment
Handbook, London 1881 which is &
comprehensive guide to the dulies and
porerars of local councils.

.5V, Local Governmenl, Londaon 1978,
This pack is aimed at teachers and
rupils in  secondary schools and
outhngs wha does whal in  local
government. I has inflormation and
action sheeats on the major aspects o
local governmant work

{Available from Community Service
Voluntesrs, Z37  Penfonville Road,
Landon N1 M)

& new bBook worth looking af is:

Tom Byrne Lecal Government in Britain
- Everyone's Guide to How it All Works,
London, Penguin 1981

This book gives datails of the history,
structure, financing and working of logal
government, which also includes
Scotland and Northarn [reland.
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TAKING ACTION

This part of Organise! is about campaigning. The first part, ‘A Question of
Tactics’, axplains the basics of planning your campaign and should be
read by anyonewanting to take action. It is followed by a practical guide to
the main ways of taking action. Each of the methods described has points
for and against its use and these need to be carefully weighed up. Attheend
of each section there is a brief guide to resources and on page 70 you
will find a longer and more general list of what is helpful and available.



A question of
tactics.

The next few pages are a step by slep
guide to campalgning. Mo two
campaigns are the same. The order of
stages suggested hera will be probably
fit most of the actions you ara lkaly 1o
take, but mol all. Whan mading this
suggested plan of campaign it is worlh
baaring in mind that successbul actions
are usually based on:

« a clear idea of what you want fo
achigve

*  s@fting realistic objectives

A pood knowledge of your largots
#  Jdelermination and persistancea

« fhe use of 8 number of tactics.

& careful organisation

+ gefting acoess 10 the résources
WO nead

L] mah::ng allies

* doing the unexpectod/keaping the
mrtiEL e,

It s alzo worth remembaring thal n
politics campaigns are not necessanly
wWon because they are right or fair, bul
through getting the right iriends and
GF‘B‘H'I"'lﬂ situations where decision-
makars 588 it 18 in their own inlerest to
support your case. In other words, if you
hava no chance of getting power for
YOUrsalves, you arganisg U'I'-l'"_IIE s that
it is embarrassing or harmful forthasain
power 10 Oppose you

Anlicipate

One of the ironies of politics is that the
time when you are most likely to
succeed |z also the time when you are
least likaly fo act. This may be because
the imporfance of the issue is nod
reglisad or simply that you are nodt
arganised. Successiul groups are otfen
active belore issues surlface, Thay have
DiEEn:

bullding up goodwll - getting the
respect of decision-makers as a
voice/iorce to be listened to, making
links with possible allies and building a
public image thal paople sympathize
wilh:

mainlaining their organisation - their
members have been kepl invalved and
active, paople know their jobs and they
have the resources - cash, access o
prinling &ic - they nesd to Starl a
campaign; and

waiching developmenis - he group is
always looking for indicators of whal
I:I-I'-."I:I-Flll! and declision-makers are
thinkimg. They do not wail for firm
statemants and stories before they Bt

STEP Z

Getting clear on the issue

Ag we gaw in “Information 8 Power
HE“IHH Q{Il}ﬂ. hard informatson about an
Isgue I vital EI:I'..I-B""' important s e
grganisalion of thal information So that
you pré clear about what Theissue is and
why you want lo change things. The
main things are to know as much as
possile aboul:

The history of the lssue - whal has
happengd in the pasi, why has the Sue
become imporiant eic

The IEsue HEell - [hé Iacls, neads, who
s a&n intereést b

Your solullonis - what solutions are
possible - what will happen In each of
tihve solutions - which is your favourite al
this stage

STEP 3

Know what your membership
thinks.

You must keep in step with what your
mmarmbsirsfip thinks - not just in the early
stages butl as the campaign progresses
The views of The members arg oftén nol
tully thought abouwt - with the result that
the active group can be carmpaigning for
gquite different things to what the

members want. Similarly whare the
group does nof have a formal
membarship, but is acting on bebalf of a
particular community, the views of ihe
actual people affected by 1he 1SS0S MUst
be soughi

If the group has not got a large
membership and it looks like the Eaue
needs a bigger or more  formal
organisation then now 8 the fime (o stan
building. (See page 38 )

Know your targets.

When you want to make a change you
musl know where the power lies,

= Who lakes the decisions on the
issua?

= Who influences those decision-
makers?

= What will make them see things
your way 7

in the prévious seclion there ane somg
notes about who the right body might be
in the case of local issues and in the
seclions on lobbying and nepgoiiating
There ard some deas aboul wha the r|ghl:
pople arg in the body

However decigion-makars are
influenced by what other people and
organisations think and part of
campaigning is to get them onto your
side. Ona of the major difficulties with
this is knowing who thess people and
urganis.m";ms are. As a quick checklslit
i worth laoking al the lollowing groups.

Other decision makers: | the matter is
being dealt with by a Discirict Council
then also consider County and Parish
Councillors, the local MP

Other Interesied organisations: I tha
matter is (o Jo with the envirgnment, 1or
axample, then try the specialist groups
likg The Cvie Trust, local consarvation
groups and so on

The decision maker's own group
Councillors and MPs belong to parties
and their |ecal branches are an obvious
starling point. But they can also belang
to unions, chambers of commarce,
churchas otc. who may &l20 have a
vidrrpoant.

Advisers: Councillors and MPs take
adwice from officials and from people
wilh special lechnical knowledge

Newspapers and the media: Can have a
big influanca on the way decisions turn
out,

The General Public: Fublic opinian can
be an important consideration

a5




OPINION MAP
County Conservative Labour Local Parish Local
Council Party Party Secondary Council Sports
= * School i Llubs
District Staff Sports *
Council * Council
£l
actively - = . mot interestad e - actively
ek hostile wnfriendly sithas uay riendly aympathatic R

especially near to alection fimes, {in the
case of councillors and MPs), and whars
AN Organisaeon S e ﬂEEi.EH].' dependant
on the public - like 8 chanty or &
COompany wanimng 1o gell vts product

Having got an idea of who your largets
ara, you then have to know whare thay
sland

One way of pulling this infermation
together so that the group can see how
successful they might be, = o put the
different groupsfindividuals on  an
opinion map as in ihe example wiere a
group was campaigning for a new
Sporis Cenire.

STEP 5

Test your thinking

Having goi 1he issues siraight in your
own minds it S (hen ecessary 0 Sao
wheather your view of things fits the Tacls
in practice. ¥ ou can iy your ideas out on
olher people who ame in general
sympalhy with your group's thinking
Another way is o pul logether a fairly
simple statament of Your viewpoint

whal ihe issues are
the changes that need to be made

why they need io be made

and Iy 1t out on Some of ihe Sylﬂpa[heﬂ:r
peopgla/groups on yowr opinion map
Altarnativaly you can test yaour th II'IEII'IQ
oul at the ﬁEgl:lllEl‘lll:H'I [Tnormal
channels"} stage. However you should
mod give the game away by including all
your -E.TQUFDE”!EEKE'# facts and so0 on -
you naad (o save these for later in the
campaign. You then fesd tha answers
you gef back into the next stage -
planning your campaign

Il surprise I8 going 10 be important in
your campaign you might leave oul this
stage - bt e sure of your Tacis if you do
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STEP 6

Plan your campaign

This is the momanl when ywou put
together the various bits of action that
look possiple and work oul when and
how vou wish to usa them. There are
sme fairty obvious rules about this:

Mever rely on one lactic alone -
successiul campaigns usually nvolbee
several of the methods suggested i this
handbaok

Stlay within your means - don’t do
anything thal you ara nol capable of
fullillimg, for instance because of not
having encugh mMomney of mambers

Only use taclics which will help your
cafe - this sounds obvious bul GrOUpeS
fraquantly do I_hmgs that turn public

apinion  or  decision-makers  againg
ERm
Never presume agreement - whan

tilking to people outside ihe group
nEvar assume thay agres with you, This
particularly applies o your dealings
with the press and politicians. If you
think someons agress you ara lkely o
say mare (han you intend

Plan but be flexible - you noed to ba able
o react quickly 1o evenis and as things
devalop you will often find that you will
nave to alter you' plan of action

Don'l disclose rour next mowve until you
are sure of support - i's very sasy o
sound grand and important - it's anothar
thing (o be able 1o carry things oul

Match your taclics with needs - don't fall
inta the trap of using asledgehammer io
crack a nuf. Small issues may only need
small actions, Also try to use methods
thal are in fune with your alms. For
instance il you ang compakgning against
vandalism  you donl go  Spraying
slegans on walls!

Keep some cards up your sleeve - don’
give all your best srguments away ai
the first maeting - keep some stuff back
50 that you can “surprise’ peopla’kespin
thir driving sem

Try to get and keep the initiative - 20 1hat
pecple aré having 1o answer your
questions rather than puiling you on the
dafenszive

Be on the lpokoul for possibie allies -
other local organisations may have
similar views

STEP7

Get the resources you need

I your group is vwell preparad than ot wall
Already have a cerfaim amaunt of cash
put assde in a ‘highting fund’, but almost
cerfainly you will need more. (See
pages 65-9 ). Equally the group will
need the use ol mngs likg Ey‘p&'l'll'l'.ﬂr's_
duplicators, felephones and =0 on. Don'
laave the mal-crng o Erl'EI'Ig'E'I'r'IEl"IIIE like
thiz until the last moment.




Using “normal channels”

MOost cam paigns siarl with megonanons
IT wou arg ‘il':'|1l|'|; Up & playgroup, fior
instance, and ara |G-:Ihl-"g ror funds yiou
should try the “proper channels” first
Conlact the ralgvant local aulhority
deparfment and talk 1o the officer
concerngd, Whilst ‘normal channeis’ are
useful they should never be rélied upon
Walch your issue doesn't gel lost in the
bureausracy - keep asking lor answeang
and when dealing with local and ceniral

government Keap the “politicians
informed so0 a8 to prompl oificials Into
action, Don't get bogged down in

delakls, kKeep attention 1ocused on the

main issues. The who B 1ning bacomeas a

bat of a chain, a6 wou will nesd 10 prompt

politicians 1o prompt officials. This s

dona by lobbying and/or mobilizing

[Sea section on Mormal
40 )

public suppor
Channals, page

Lobbying/Mobilizing public
support

Think carefully about the relation of
lobbying 1o getting public support
Somatimes it is best o lobby on the
gislet, olher times to e it i with the
demonsiration of public concarn. It wary
much dapends on the peopla you are
approaching and the issua you are
campaining an, Kéep in touch with ather
lacal organisations thal have an inferest

i the isswe, (See Lobbying page 42
and Making Mews page 44 |

STEPF 1O

Review

A1 this stage it is important to fake a
goad look al the campaign 50 thal you
can decide whal 10 do next

Take further action

The key 10 successiul campaignbng is 10
Keap &8 many oplions open a8 possible
When mowing on to further forms of
action do not give up using ‘normal
channeds' and lobbying politicians etc
inless these tactics look really
hopelass

Look at what has happened

Whaether you fail or Suctesd il is a great
nelp for lulure campaigns 1o lOCK
carefully at what has happéned, Y ou wil
get an 1dea of what you ara Qa0 atl, the
sort of tactics that seem 10 work no
Work with pamicular councils O gan-
I=ations and the areas you naed (o ook
al in your own organisatson. I you have
failed to get what you want, you are
faced with the choice of giving up and
going onto somathing new or starting
agam perhaps with a different way of
working

Association of Community Workers
The Community Workers Skills Manuwal,
London ACW 1973

This :
agrganisation of a direct action
MDA n

maneal has a guige ia tha

Antony Jay, The Householders’ Guide
la Communily Defence agaimsi
Bureaucralic Aggression London
Jonathan Cape 1972

Jay oullines fhe main siages of
CAampaigning 10 stop/change  major
bldivg progosals ke moloraays
pylon rowutes etc. Now oul of print

Michael Winwood, The Activisis
Dilomma, Local Governmeni decision-
making and how to Influence it Swindon
Thamesdown Volunlary Service
Coumncil 1977

Th Activisis Dilermmaé includes a brigf
guide 1o the choice ol siralegies
[Availabbe from TWVSL, Farmngdon
House, Farringdon Road, Swindon SM1
SAH|

Tony Gibson. People Power | ofdon
Panaguin 1979

This book has eight shorl accounts of
CAMpPRigns

Communily Aclion Magazine T b
Magazrine regularly features community
campagns. | Available rom Communsby
Action, P.O, Box 665 London SWIX
anz)




d Getting
Members

Bafore gatting invalved in a recruitmeant
dirivie Tar fiew mambers you should ask
wivikiher you actually nesd or wani them.
The main reasons for groups I'IBE'ﬂH"IQ
12 increass their mambership are:

Humbers give you slrength - the largar
the group,the more chance you have of
people taking notice of what you say

More members, more money -
membership subscriplions are a useful
and steady way of raising money

More members, more aclivitles, more
knowledge - the greater the number of
paople involved, the wider the range of
skills and knowledge opan 10 you. Also
the ingreased number of helpers means
thatl more activities can be pul on.

Membership increases people’s
commilment - by geiting people
ivedved M & group you Improve your
chance of educating them [o think your
way aboul the issues and it helps to
keep people intaresiad in the issues

An increased membership can make the
group more representative - a larger
range of apinions can ba heard and you
hawe the chance of being, and belng
seen o be, representative of a particular
area or group of people

However, you may wani to guestion
whather thase are all advantages (o your
group. For instance:

Will increased numbers equal increased
strength? The efforts involved in getting
mniw members may be quite oul of
proportion o the imporance of the
imgue. If the change you want s small,
the chances of attracting people and
using them are lkely to be slim. Also
quantity is not the anly way of gaining
strengkh, gquallty ie. the right people,
also gives you muscia

Can you handle more people? The job
e group is involved in may only nead a
small pumbar - like wriling a repori.
There B the danges of a larger
membership making the group
inefficliant.

Will a larger membership divert you from
the issue® As the group gets biggas
morg anergy will have 1o be pul inta
simply keaping the group going and this
may diverl people’s attention lrom the
actual purpose of (he group.

Planning your membership
drive

The warious stages Imiolved in the
recruitment of members are wery similar
to those involved In the other activities
described in Organisal Perhaps the
clpsest example i in fund raising (sea
page B85 ). The sort of decisions thal
will nead o be made ang

= How many people is i aimed to
recrfl?

= ‘Who does the group want to give
membearship to, for instance is
thera a particular age ranga or
naighbourhood thal the group
wants to appeal ta?

« Whao doas the group nol wani o
give mambarship 107

= How is the group going to handlie
the new members, what services
can they expect?

and 30 on.

One of the main qustions neaw groups
willl have 1o answer is aboul the nature of
membership, Is the group 1o have formal
mgmbership - constiiution/rubkes/mem-
bership cards’subs and 50 on?

Many groups find it helpful to sel up a
small sub group o organise
recrultment. It is certainly an advantage
io have a clear contact address and
telephone number so that new and
potential members can find out mon
about the group

Recruitment afforts can be congent-
rated, for one week or month, or
organised owver a much longer period,
canvassing forinslance, one day aweak.
The advaniage of the intense burst is
that It is over quickly, however you are
teft with the problem of handling all the
new members, A moré graduoal
approach makes this easier.

Lasthy it is worth baaring in mind the sort
of things thal encourage people to join
groups - a clear message, significant
isSuds, practical demands, someathing
that paaple wanl to feel part of - and 80
on (see the checklist on page 6 ).

Recruitment Methods

Thare are four miin ways of attraciing
new mémbers, Undoubtedly the most
successful ane based on diract personal
inwitation - people are much mone happy
o join something i they know the
people Involved or are able to ask
someonea diractly abouwt it. Anything that
involves potential members in having to
make an affort brings poorer results




The door lo door canvass. This mathod
is cerfainly seen as the most effectiva
mathod by the political parties.
Canvassing involves gaing fram house
1o house asking people if they would be
intergsted in joining the group. Many
groups combine this method of
recruitmant with  warious forms  of
campaigning - like collecting signatures
for s pll'-h[ir:-n - &0 hlring b Birds wath
one slone

Ilis a good idea for canvassers o work in
pairs (more than two, and people feel
threatenad) particularly if people are
mew  to the activity. H possible,
inaxporienced canvassers should be
puvirgdd with ald hands

A beiter response 5 usually fownd if the
households beimg visited have had a
leaflet or newsheel delivered o them
peforahand explaining about the group
and giving notice that someone is lkely
o call. Howewer, don't fall into the trap ol
putting out leafiets to more howses than
you have got lime o call on. When first
slarting it is probably worth nzl;li.u:lning
on aach 'team’ making between 20 and
30 calls in an éwening

To do the job really professionally you
should gel hold of an electoral register
for the area so that you can greet peogle
by their name. (Local libraries have
ciopias of the register but anly to ook af
as do the paolitical partles and the
councillors fogr the area - otherwise
approach tha Eblectoral Raegistration
Crifice at the District Council)

Whaan canvassing a note should be kept
af the responsas received 50 as 19, Tor
insgtance, avold going back o hostile
welcomes or 1o pin poinl possible
sources of help. It is also a good idea ta
note down any houses where you dan'l
get a reply so that you can call back
tater, Canvassers should also have
further details of the group and its
activities to leave with people who join
or arg undecidad

The Chain Method - all that is involved
Feieria i5 that gach group member is asked
o récrusl ane éxira membar or 10 give
e name and address of someone they
think could be parsuaded to join. Thassa
people are then visited or senl a leiter
requeasting them to join.

The Event - Many community groups
start with a public meeting or wae their
events and mestings to attract new
members (see page 58  for defails)
The adva mtage of this method is that the
people that make the effort (o comefoa
meeting ane likely to be well motivated to
ecome more aclively involved in the
group. Social events offer a differan
form of attraction but you are then laced
with the problem of having to make a
hard soll when people have their mind
an alther (hings

Newspapers and Publicity - Straight
appeals for membearship using the news
pages of local papsrs of a leallet

dropped through Ilstterboxes are
unlikely to have 8 good responsa unlass
they are followed up by personal visits
However, items in local papaers and on
local radio are important in creating a
climate of opinicn (at least people have
heard of the group when you call)

Following up

11 & impartant (9 quickly make new
members feel part of the group - ey
should be invited to mealings, ged
newsketters and be visited by other
members. When they firsi come o
maalings, make sure they get a friandly
walcome and that they are pul in the
picture aboul whal is happening. Il there
has been a special membearship drive
then you might think of puthing on 8
special social evenl 80 that new
members can meet other group
mambsars in a frigndly aimosphere

Keeping your members

Getling new members is the easy par of
ther jok, keaping them s usually morea
ditficull. ¥ou are bound tolose membears
trrough things like mowing away from
the area or from the pressura of other
things like work or family problems,
Howevar, too many groups make new
mambers feel unwelcome. They do this
in a number of ways, perhaps the mosi
significant of which is 1o simply ignore
ar farget them once they have paid their
dues

Thia mast impartant step the group can
make in keeping members s also the
mosi  boring - the kesping of a
memberahip book which gives deails of
peocples nmameas, addresses and
tefephone numbers. An added exira o
such a list Is if they have any special
inlarests or sKills eic that they want (o
offer the group. Once you know who
Your members are, you can

Keap pecple In louch. The normal
mathods of keeping the groups'
mambership informed is through
regular mesatings and newsletiers
Howavar, not everyone feals at homse at
mibilings and newslatiers are really only
A O waly communicalion = you 1o thaem
Undoubtedly the best way is through
parsonal contact. This ¢an be achigved
threugh things like the regular
callection of subscriptions Alternatively
some community groups hasve a system
ol street or naighbourhood reps whose
job it is to kesp in contact with members.

Gel people involved. A 1ot of paopie join
gclion groups because they want to do
gomething - 30 don'l disappoini them,
Othars are less sure bul can becomea
very committed il they are given the
chance to contribute T the work of the
group. However, don't fall into the trap
ol scaring people off by immediately
loading greal chunks of work anto them.

Do the job you promised. The group was
formed 1o do a job - 50 do itl People will
5000 leave i they fesl that nothing is
happaning.

RESOURCES

Most of the political parties and their
youlh wings produce malerial aboul
Qetting and kesping members. Other
uselul sources are

Community Action Magazine Issue 2B,
Mo /Daet: 1976

This has Part 7 of their action noles
“Mambarzhip - getting peopbe involved”.

Tony Gibson, Gelling Sell Propelled
Mottingham EMNC 1979
which is a basic guide lor self f‘IrEI:E

groups

Warren Hedman Help! Geltlng and
Keeping Volunieers for the Youth Club
Leicester MAY S Publications 1981
Alihough this book Is  particutarly
applicakble to getting voluntary and part-
time help in youth clubs, it has a lot o
gay to othar community groups

Addrassas for all these publications can
be found on page 70




B Using ‘Normal

Channels’

“Mormal channels™ arg whal Councils or
organisalions wiould hike Yo 10 use 10
ged your voice heard. Commonly this
muEans you first have 16 Fired out wha the
council or body would hke you o
contact with your complamnt/suggest-

ian. It then involves writing or goang Lo
e ihe person or body followed by a
long wall whilslt your ideas get

processed or fongotlan. Lisad on its own
It i3 unlikaly 1o get you very lar bul if &
usially seen &3 an imporiant first step in
a campaign. One way of looking at
‘marmal channels s to view them as a
naegotiating stage,

What using “normal
channels” is for

Making usa of normal channels can:

get you aliles. Councll officers and
people whio work ‘lower down' in tha
organisations you are irying o influence
have thair own ideas about things. Thay
themsalves often want (o sea changesin
e way things are run and might ba ablae
o give some supparl 10 your case

get you more infermalion. In putiing
your case you may well gel answers o
gpacific paints and argumenis,

lest your thinking. You can Ery oul your
HleEs On SOomacn e wha knows abaul the
imaua - bul you should be cautious - I
alficial might nol b as sympathelic as
a'ne makes oul

get you whal you wanl Sometimeas you
can actually get what you are asking for
i you ara only asking for a ‘small
change, cne that the person you are
seaing has responsibility for, then you
might be |ucky., Far instance (ei's
SUppOsE you wanied an exira piece of
eguipment lor a playground, this is not
likaly to cost very much or cause amy
problems. 80 a decision can e made
“guickly” and easily - or 30 you would
k!

But, on the other hand, wusing "normal
channels

I8 often slow. Your iug-ﬂE‘i'lll:IﬁE-"El:lr'l'll:l-
lants can easily g-E't lost within the
'El:f'E-‘IEI"l"l" THE}' kg around in pacples
fiing ftrays and get comaniently
forgotten or passed from person 1o
parson, Becausa fthings tend fo go
slowly and your membership is not
invadved in doing anything, people S00n0
become impatient with this way of
warking

can rob you of the “surprise” alemant.
I surprise is gaing o be an important
part of your campaign you will not wani
> give 0@ much Warming ol your
intentions

is not very successtul [ used on iis own.
Many people don't like change and civil
garvanis and local I;C-UErI'II'T'IE'Fﬂ atlicers
are wall kngwin Tor thetr wish not to alter
comioriable ways of l.\'Ell'hII'I-F MNonmal
channels should not on the whole be
used on thelr own. Officials will
fraquanily need a bit of pressure from
58y, councillors o come 1D 8 Spesady
dacision

How to use “normal channels”™

JUSt RoW mMUch iImparfancs you put on
using narmal channels and how you use
tham will depand on whother you think
your afforts are going 1o be successiul
Far a numbar of reasans. the getting of
allies and their information and tha
possibility of success for example, It =
usual for campaigna 19 use ‘normal
channals’, Also |l makes redundant the
“if only you had gone through the proper
chamnals” argumant used by opponents
when rapacting your ideas. However you
should normally use this method
E'DHQSFUE soma of the othar tactics
falked about I thig sacion I:BE-IZIE'CI-H“].'
fobbying)

1 & important 1o Slart with the right
BEFEGN Gr SoOmmitted whén .':p-prl:}m:hlng
councils ar arganisations. |1 you are in
any doubt ring up e organisation and
ask who you should approach. The
ather crucial IHII"I-;E o fing owt arg:

How normal channals work - do you
have o make a written resguest thal goes
1o a committea? Are there special lorms
13 Fill km and 8o on'T

What is the timeseale - is there a closing
date for applications? How lang = the
whole thing likely to take?

From other grougs who hawe used
normal channels it 12 worlh finding oul
e sutcess rale of this sor of approach
If the otficials you are about totalk 1o are
sympathetic they may give you soms
sort of indication.

Always e polite o “lower stafl” - el
therm ["IH[[I-'-Q as Yyou can often pick up
usaful bits of information, but never raly
on them. nkess the matter s really
trivial try [0 keep peopla higher up the
line (like councillors) in the picture so
ihal thay can put préessune on. in tuen pud
pressure on them tnmugh thmgs. lika
stories in the local paper |(se Lobbying
and Making Mews)

The problem with puiling pressure on
from the top is that it can rub up the
wiong way ihe olfkcials you are
dealing with and 50 lose you possibie
allies and help. However, it is worlh
bearing in mind that you ane after resulls
not relationships. Be pragmalic - if you
thilnk going 1o the Lop will do mone hanm
than good then don't do it




How to present your case

¥our proposal or question will either and
up on someone’'s desk for 8 decision or
go to a committes, It might be that all
you have to do is to make a written
application or you may have to see an
official or 8 committes o explain your
case. Whalever the case there ang somag
basic rules 1o follow:

Always pul things in wriling - 5o that you
and the people you are Ibrying 0
infiuence have a record of your views
and they canl ‘lorgei. A wrillen
statement also helps you i you ame
having to talk agout a proposal - it can
jog your memaory over tha main poinis
that nesd ralsing. If you are asked 1o
maka a written application it is a good
idea 1o have a separabe application that
can be copied for the relevant
commitiea’person and a covering letter,
rather than having both rolled into one
[se0 Writing Leiters page 24 and
Writing a Report page 54 ).

Know who makes decisions/who you
are meeting - sorl out beforahand who
exaclly makes the decisions you are
interesiad in and put your energy inlo
trying bo inflience them. Know what
thair job i3 and where they siand on the
igsue. Wou may have 1o bend your
grgument a litile lo make them happy.

Gel your flacts straight and your
questions ready - tho need for good
infarmation has already baen
amphasised - remembar that big
arganisations can normally “out-
infarmation” you. If you are having to
meke & personal appearance make suro
you have prepared your ‘speech’and gol
the questions you fsed Ell'l:hu'&ring clear
in your mind. Better still get them writlen
down (o remind you In the maating (S
Public Speaking page 58 ).

Gel your Uming right - I you are
applying lor money make sure it's the
right time in the fimancial year (ie. when
thay'va got the money). Also walch that
the timing of ‘normal chanmels® fits in
with the rest of your campaign.

Create ihe righl climale outside the
maating - this is done by lobbying the
right peopla, (those who can influence
the decision), end by using the other
mathods of campaigning, especially
using the media 1o arcuse public
opinion. (See the next two sections on
Lobbying and Making Mews). One
simple way of keeping peopds informead
i 1o send them copies of the
repart/letiers you writa for the officials.
Pul a note on the letler/report saying
wio il has bien $enl to, so thal the
people handling your application/prop-
osal can ses thal other ‘inlluential
people  are interested in what s
happening. thus keaping them on their
loas.

It you make a concession - show it -
should you have 1o give way on a
particular point than make a great show

af doing s0 - it plays up 10 the
opponant’s sense of salf importanceand
may make them overlook othir peints,

These rules not onby Bring mone
pressure on decision-makaers, I
fallowed (hay also demonsirale thal you
and your group know what you are
doing and S0 iNCFrEASE Your influancea.

Following up

Cion't kel things drop after your case has
bean heard:

| you don’t hear anything within a
lew weiks, gél back 1o the people
invalved and see whal has happ-
ened. Keaep on phoning/writing
until you geta salisfaciony answar

#  Follow up any mew points.

* Should your proposal be rejected
try putting il in a different form.

=  ‘Whare people have been friendly
and sympathefic keep in louch
wilh 1hem Tar Turtier nformation
and advice. Alsa el them know
whal you are daing. (It can also be
in your interesis o keep the un-
friendly informed!].

ol caﬂ”"p' on wilh other [aclics.

RESOURCES

Some organisations and councils
produce bookista/infarmation shesls
about how to wse particular bits of theair
machinery. Otherwise see the resource
lists on pages 43 and TO
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s Lobbying

Lobbying is about trying to influence
peopla who have power 50 thal Ehey will
suppeor your ideas and plans. The word
labbying is often used to mean directly
talking fo peocple rather than, say,
axchanging letiers or items in the press.
It is this form of influsnce we are golng
o concentrate on in this secthon

What lobbying is for
It can be used 1o

*  jnifluence a decision aboul o be
made (by a council, a company, a
union and 50 on)

*  genarally prepare people aboul
e group and 1% thinking for
future campaigns

*  gel adecision-maker 1o shy wiharg
She stands on an isSue.

1 Inbb',rlnq 15 basically a conversation i
has Many ol e 51I'-EI"IQ1‘|"I$- and
wigknasaag of I:a.ll-:ing O the one hand
It

* makes decision-makers realise
thai issues are about real people

* can show the strengih of feeling
on an Esus far more -E-11EE1!I.IEL:|I'
than, say, wriling letters

* i5 more [exible - you ask &
guestion and (hopefully?) get an
immediate reply.

* lobbying is normally done on the
eouncilors o oMfficeal’'s lErI'Il-L'II'}' =
“'lll".":.r ara hkely o have mora
conirol over what happsans 1o you

* it Is more individual, 50 that you
may find the person that yvou are
lobbying takes a poersonal dislike
o you and it colowrs Risier
attitude to your case

*  wou can lind yoursell drawn into
their way of working - you can end
up committed to things that if you
had time to think, (as with writing
lattars). you wouldn't have agreed
ta

* i1 is ollen easy 10 gel sidetracked
away Irom your issues onto whal
the prson you are lobbying wants
to 1alk abowl.

Whilst reports and lelters are often
about tacts, lobbying is often concerned
with leglings. Oflen one ol the masl
significant feslings to get across is the
groups determination 1o get what they
want.

It i3 also concarngd with (he things that
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can’t be written down or madée pubkic:
wihry it migh!l B in SOMEOnes OF Some
proup’s interest 1o support a particular
issun, the making of bargains - if you
supparl us on this, we can haelp you with
that and so on. To be successhul it
therefore needs careful thought and
preparation.

Who to lobby

In this sechon we concantrate on local
councids The main “largeds’ are

Councillars for the area concerned

Once you have found out which council
makes [he dacision conitaclt the
councillor(s) who represent the area
concerned. Try to Sée them individually
- axplaln your case and if ihey appsar o
agres try fo build up a workimg
redatipnship, Your local councillor can
often be very uselul - gelting the
information you need, presaniing your
case (o olher councillors, putting you in
touch with other people who can help
Yau and 5o on

Equally they can be a real probdem -
particularly if they say one ihing and do
anolbiEr

If ihe eouncillor dossn't agres with you -
don't give up. Get people 1o wrile 19
himsher, sand them newsheols elc 50
that s'he are ‘aware’ of local pecples
fealings.

&iso ry flalking o local councillors an
the ofher councils (1 the decision is
made by the Counly Council then also
falk 1o Disirict Councillors) Thair
support could easily halp your case
Many councillors have ‘surgeries’ whare
people can go akong and meast them
Otharwise you can try them at home, al
the Town Hall gr at meetings

Members of Key Commitiees

Often the most poweriul membears of
commiiteas and sub committess are the
Chalrman/woman and his‘har depuly
Try fo get 10 sea ihem as early as
possible

Also wirite toor phone all mambers of the
commities discussing the issug you ang
intargsted in, Do this 7-14 days belore
the meating. {(1f you ane writing, 1o Save
maney you can write to the Town Hall,
as councillors go there regularly and
pick wp their mail)

To find out who the key peopla are look
in the Councils® Yearbook (see
"Information (s Powar”)

Oificlals

Councillors wery often depend on
advice from senior officers of the
deparimants involved - like the Chief
Education Officer. or the building
surveyor, Try o meat them. Invite Hhem
to your mestings

Members ol Parliament

& petter from an MP to a local coundcil can

somelimes do wondars. EqQually they
can often pul pressure on bahind the
gcenes. Most MPs hold regular
‘surgeries’ where members of the public
can go along and maet tham (they are
usually advertized in tha papir)
Otharwise write to them ait the House of
Commons, Westminster, London SWA
and ask lor a meeting

Political Parties

Most councillors balong (o one of tha
majar political parties - they vote glong
party lines. If one side is in favour of an
idea s quiia hkely that the othaer party
will vote against them. Try to make
friends in all the major politecal groups
(i the issud allows 17). The [aeal party
mombsers, parficularly if they are on 8
parly committea, canoften influence the
way coundcillors work.

When approaching local partigs 160K
back at their election manifésios and the
various policy statements ihey nave
made aboul the igsee (these are usually
raporied al some lengih in the local
pressh. Il they are in power, [of have
by 0 poweer recently), compare their
profmses with ther record. Claiming
thal parties are mol sticking fo thadr
prommses 15 a tachc that they arg very
sansitive 1o, Analther importani
approach s to Slreas [hal  your
proposal/view of the isSue is in ling with
their stated policy - and therefors
shouldn't they support it?

Lobbying is nof & tactsc just 1o be used in
the heat of the campaign. Often your
SuUCCess is dependent on who 15 lobipied
before 1he campaign staris, You naad (o
get p&ﬂ-pllﬂ"& commiitmeant to your idgas
lar e fulure The Ky peopla 10
-EI:IFI-I'I:IEII:H arg the wp and CEFTHNGG
politicians and officials and the prabdem
i to identify tham. dentification will
invodve a careful aye on the newWspapers.
an analysis of the membership and
oificors of commiltess and. mosl
mparia |'|l|'.' thia CAnyASsNG ol paopiein
the know" within the organisation you
ar@ interasted i, Anothear WY af ﬂBttlﬂ-E
prodmesas for the Tuture with councils is
o get the opposition spokesperson lor
your issue, eg. the parson thal normaltly
speaks on education mattérs, Lo suppon
your wiew publicly, This B usaful

ammunition for wihen they get into
powaer




Preparation
The main paints are fo;

Know who you are meating, Do your
hamevwark, i1 il 18 a councillor sea what
commitiees s/he isa member of, fing oul
whal thelr attitude has been on similar
issees, see what they do lor a living and
50 on [(see “Information s Power™).

Gel your facts straighl and your
questions ready. Peopla will want to
know facts and nothing looks worse
than you getting simple things wrong
Also make a list of the things you wanl
answears 1o - in thede $0rs of sifuations il
is very easy Lo lorget or get side fracked

Qrganise. i1 you are making a
presentation make sufe &verybody
knows who 8 doing whal, Make sure
thatl yvou have suitable material on hand
o support your case - repons ele. Leave
a written stalament of your view of the
isswiEs with the councillor so that they
have a record of what you think. Ona
way of organising presentations is to
use slides or visual aids. For instance i
you are complaining about the state of a
playground fake some pictures and
show them. The piclureés ane a good aid
1o your memary, they rémind you of the
points you want 10 make.

Another tip s f you are mesting
gomeond as a group then have
individual mambers of the group take
responsibility for ensuring fhat the
differanl guestions gel answened. |(Soe
pages 16

it is always a good idea o rehearse your
arguments beforehand. Try 1o work oul
whal guestions you are Hkely to gel
askad.

Gat your Uming righl. Get in early
enough to make your efforis worthwhile
= donl leave everything to the last
moment {(although lobbying immed-
watedy before an important mealing can
gomatimas be succassiul)

Think aboul the size of your delegation -
gomenmes i1 is batler il an indvidual
lobbys & couwncillar, (if they know tham
atch, but thers are dangers in this - your
message might not gel asross. Pairs are
probably best Otherwise iry 1o Iobby as
& group - it means you can give each
other suppori and lel the councillor
wnow that there are a number of people
with strong fealings on the issue

Connect the labby up with other paris of
your campalgn. You could use it o
presont a pelition or reporl. hawe a
demaonstration beforehand (il labbying
&1 the Town Hall) and 80 on

Think aboul where to lobby - if you can
gl people on lo your home ground it is
an advantiage. Betier still try to take them
o fhe ‘problem’. 50, SUpPPOSE Your
problem s the lack of telephone boxes
on your estate - if yvou can gt a Post
Office Official and a local district
councillor on fo the estate not only doos
it giva them a feel of the probleam - it can
algo make a good news story.

Issue & press releass - gel an fem in the
paper bafore you meel the people = if it IS
something you want to ba seen dokng.
This has the advantage of ‘doubling’ the
priss coverage - bafora and afler - and
of putting the parson or group you are
mesting on their toes. If an item has
already appearad in the paper or on the
radio, the issue becomes, in lheir eyes,
of publie importance - 30 they will have
to be seen 1o ba doing something.

On the day

* Before you go check you have all
the information/leaflets aic you
naied

* Remamber you are (hera to win
friencdds and influence pacple, I
Yo ang boo ‘heeavy’ the paerson you
are lobbying can easidly become
hiostile, Be friendly, fair and firm

= Try not to let the person you ara
lobbying dictate the conversation
- you are thera to convince
himdhr, nol them you

*  Take noles of ihe key points of tha
mealing S0 you have a record of
whal has baen said

* Think about how you present
yourselves - Bppearances can ba
very impariant.

Follow up

# | the porson you have lobkied has
baen friandly - then kesp in towch
with them. In any case it is often a
good idea fo send them a latter
after thia meaating saying what you
understood to have baen said and
promised

*  Kaap your members informed via
ml!-liﬁg!."ﬁﬂ'ﬂ&htﬂ!ﬁ."thl!

= Carry on with other tactics.

% |gzue A& press statemant on the
I'T'IE'E'[Il"I-g. Watch out if a jint
stalemenl s suggested - the
WDFﬂlﬂﬂ must rellect YOur
position. There are four thing s 1o
wiatch for:

Headlineg - 15 i fair to Yiour poant of
Wigw T

Firstline - make sure it is clearly
slated that this is a josni siatement

Teaxl - are your points {hera?

Contacl - thers will normally be a
contact telephone number fof
furiher datails - ses thal one of the
groups numbers is also included

*  Don't lake no Tor an answer - Coma
back 1o them and carry on with
athear tactics

Writing letters

Letters are a good way of backing up or
getting personal interviews. Local

councillors receive very faw latiors so
inatl gening 12 or 15 kethers on a single
issue will seem like a mammoth amoun
af public interest (or evidence of a well
crganised campaign!] It is important
that the letiers ara:

Different - 30 identical letters will have
the same effect as one. Avoid jargon and
catch phrases

Personal - they should be written and
signed individualky

Spread over Hme - avoid having ihem all
appear on the sama day

Related 1o things they have done {or not

done) - letflers ihat start, 1 was
interested to read whal you said
about.....” have a batter chance of

getling read

Similarly whilst MPa recabve hundreds of
lefters a weak, a8 mamber who recaives
15 or so letters from hig/her constiliuanis
on the same issua will lake notics

See page 24 for notes on how 10

wirthie & lattar

RESODURCES

Community Action Magazine issue 24
Feb/March 1976

Includes a uselul but short intraduction
1o lobbying

Community Workers Skills Handbook
ACW

Christophar Hall How to run a pressure
group London, J M Dent and Son Lid.,
1974

This book has seclions on lobbying
lacal and central govarnment

Diractory of Social Change
Campaigning and Lobbying London
1978

This & the edited transcript of some
SEMminars on 'umpaigm ng' and includes
sections on parllamentary and company
campalgns.

Dwedailzs of all these publications can be
found on page 70

43



TAKING

ACTION

g Making News

Making news 18 imparfant. If can

* Help you aducate pacple about
the issuBes

* Gel you money, membears and
nedpars

* PFut the pressure on decision
makiera

Attract more peaple to the evenis
Yo organise

Butl some news can b bad news. The
things yvou 4o and the way thay gel
reparied _might make you wnpopular
with the peopla you are firying o
influance, ¥ou tharelore nead 1o o vory
caraful aboul the way you use the prass
and how (e Dress uses you

What is news?

Il you look he word “news up in a
diclionary the deflinition will be
B-ﬂl'lTlE'ThiI'lg likes  “imformation  about
impartant or unuswal h-apn-en-ngs'

Howevar whatl we ﬂ'l-ghl. hink is mews is
not nacessarily whal journalisis see as
nows. It YOU want [0 see your achivilses
writheén aboul or mentionsed on local
radia il i impartant 1o Isok at whal sort
of inings journalists call “newsworihy
Five povnts are often manticned

CONFLICT

HARDSHIP AMD DAMNGER TO THE
COMMLUIMNITY

SCAMDAL
UMUSUALNESS
IMDIVIDUALISM

Mewspapers are in business o make a
profit = thay hawe to sell. Mews has 1o be
gntertaining as well as informative -
thére has o be a ‘human nterest’
drama. A quick glance at the headlings
N any paper will show these values al
work. For instance

PARENTS FIGHT FOR SCHOOL OF
THEIR CHOICE (Conflict)

WILL YOUR CHILDREM STARVE?
{Hardship)

AOLLS ROYCE BRIBES. CLAIM
{Scandal)

MAN CROSSES CHAMNEL - 1M A
BATH! (LInuswalness)

HEART QPERATION MAN LEADS NEW
FOOTBALL TEAM {Individualism]

Differant papers and programmes have
differant ideas aboul what (= imporiant,
50 you need to angle your siory to
appeal to the peopla you are confacting
and this invdlves canstantly looking at
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what your group 8 dosing with an aye to
newsworhiness

How to make news

STEP |

Appoint a Press Officer

The first sltep 15 o make somMEonsa
mesponsible for publicity and relations
with the press This is 50 that all tha
publicity for the goup is co-ordinated
and because journalists like o know
who they have 1o contact for a story
This EBrson I1s -JE-..-E.":.' known as a
Publicity or Prass Officer

Groups who want fo have such an
important jab shared can organise
things so thal a difterent member of tha
growp (& allocated A particular paped of
say, radio station, However, problems
can arise if you want ihe coverage o ba
co-ordinated. It is vital thal everybody is
putling across a consistent story

Prass Oficers need 10 be able towritein
clear English and be able 10 recogn:sa
thia sort of stones or -Eﬁg'E'E that ara
newsworthy, They also nead 1o bo good
at talking to and meating people, as
thare ss likaly 10 be a fair bat of ‘selling” 1o
be done

Get prepared

Presg officers: noad 1o b prepared, 5/ R
MUsSE

*  Hnow whal the group wanis 10
achieve and now they intend 1o do
it = =0 that when the nghl momeni
COmEs & i can make a story

" Know thié markef -
siyles of the papers and
programmes, 1heir Spécial
intergsis and =0 on. This maans
l“!EI.'.‘I”Q up o date details of

1 chilfarent

= lpcal and FE'?".'.“'IE' papears and
radia {1he talephana numbar of tha
news desk i5 always uselul - ook

in (ke Yelow Pages wunder
‘Mewspaper and Periodical
Publishers")

= jocal reporters - wherg [I'Iﬁ].' Can
be contacied, thair special
mnkerests and 50 On

= mewslellers and mggadines af
ather ':Il'l;i-l'llﬂﬁl‘.:ll'li

= Ny othar usaful contacts like
reporters lor the national press
agencies {look sn Yeliow Pagoes
under ‘Newspaper Corrésp-
ondants and Hepresaniainves and
"dournglasis )

* Know what papers paopis g
and whal programmas thay liston
to. For instance most  local
councillors read the [ocal \’I'\E'E'H'p'

papers fairly carafully and will
odian listen (o local garly moarming
radin shows

= Maka har/himsel! known 10
reporters - iU's often helpful fo
know ‘personally’ the reporters
you have to deal with. Journalists
an local papers can often be
‘buttered uwp' to wrile you a
favourable story

STEP 3

Watch out for the Main
Chance.

You must Keap your aye on Hyt H press
and be aware of the bes! moment to
braak” your story. The more iopical your
siory 15, 1he greater the prominance 11 5
likedy to galn

& useful ploy is to try and connac! your
message up with other news stones and
evenis. If. for instance., wyou ara
campaigning for battar facilities for tha
disabled vou could use the fact thal The
International Year ol the Disabled has
jusi been launched or the coverage ol
sporting avants for the disabled I;"‘l'n':lu"l
ngd 10 b an athleis 1o get up the steps
to ik Past Office” and 30 ond

There is, however, a lamptation 1o ged
yiour Erones ko the press rather too
early il you think anly of connecting up
with other events. ¥You nead to bear in
mind he timing of the rest af your
campaign and tie publicity in with that

Get your news in on time

Tha press works 1o & wery strict
timetable. Stories nead to be in on time
t gt a reasonable coserags. As & rough
guide the deadlines ang as 1ollows: -

Weskly newspapers - 2-3 days before
publication. If the paper is due oul on
Friday, then news should be in on
Mionday/ Tuesday

Morning papers - up 1o 300 pm he
vening before - but earlier (allernoon)
I8 Datter

Evening papers - 11 am lor the same day.

Local radio - lor news programmaes,
Abcwt an Rowur Delore Droadcast

Weekly magazines - at least 3-4 days
belore publication (a week to be sale)

Monthly magazines - af least two weehks
ahaad of publication 9 wgwal

These deadlines apply to news ilems
wiu supply. I yau want to get a reporter
o covar an ewent i1 is vilal 1o give guite a
iot of notce jup to 3 wesks), One ol the
major reasons lor evenls notl getting
covered i nod enough notice is given o
e press




Take action.

The three basic ways ol 1aking action are
o

* falk to ppurnalists
® ISELE A press reeass
* wrile a latlar to thae aditor

Talking to journalists

When wou talk fo journalists be claar
aboul what you wanl o say - don't say
anything you don't mean. Basic things
to walch ar

Don’t be rushed - if you are unsure abowt
samething., call back later. Write down
the main points you want made before
phoning, o you don’ ferget anything
and can say exacily whal yvou wani o
sag reported

Try o plciure how your words will be
Lgad - always give an gxplanation if Wil
hawve nothing 1o say or are denying
something. Be positive

Be friendly - ramember thal reporiers
can often do you a favour

Walch oul lor "summaries’ - a common
technigue uwed by journalisis is o put a
lzng question [hal needs only i yés or no
answer. By answering yes or ng you
might be agreaing to Somelning the
jeurnmlisi has said which you didn't
AohicE

Listen for “Buzby” - most of he
reporters work is done on ihe
telephone. Rermembar that peophe talk
mare on the phona than 1ace (o face. ITs
easiar 1o say more than you meaant

Be carglul with ‘ol the record -
Lomelimes g group OF individual wants
inlarmation 10 beacome pubbhc bul
dogsn i wanl their name wused as the
source. If this is the case you musi 1ell
the journalist right from the start that
this infermation 14 given "ol the record’
Homaeyer "olf the reacord” requiesis will ba
SUspacied E-:.' reporiers unkess they are
of real news value. On the whole it is
usually bast to avonrd Eham

Gel back to the reparter if you have mone
to say - if you have lorgotten samething
ar you higve lurthes information or neéws
rimg the reporier back - it 15 well
worthwhile if the points are imparant

If the paper has specialist reportars try
o get tha right ome. Remamber 10 make
a note af the main pgints of the
conversation allerwards

The press releass

Reporters like press releases DECAUSE
they make [ife easier. 11 maansthat news
i5 coming o them rather than their
having o go loocking for il

Press releases are also good for the
group because it generally means that
the words used have a lot more thowght
hathind tham that whan you simply talk
Also bacause you arg having 1o write
things down you are mong likgly o be
abie 1o make the poinks you want than in
imberview - things dont gét forgoilen or
crowded oul. Lastly a press releass ‘s a
record of what you say - so remember to
keep 8 copy for wour files

O the naxt two pages we explain how to
wribe and iSSue 8 préass rodease

Letiers to the editor.

Tha letlers columns of newspapers ane
usually well read and can be &8 good
place 1o put an opinion across. For
instance they can bé used

# fo comment on something that has
already bien written in the paper
of magazing or that has happanad

# @S5 a way of ralsing 1ssuUes

* A8 a method of thanking pedple
thar inslance, Yor supporting an
gvant)

Letters showld be short - if they get too
long the adifor 18 lkely (o cul them ar
leave them oul. I possible by pe tham. IE's
often a good idea to get a Il of
signaturas on it. Remamber to print your
name after your signature so that tha
letters aditor can read i

Always keop a8 copy of whal you send

Follow up

You should always Keap a record 01 what
the press or radio did with ihe story
Check whathar it was fair and got across
the o is you waniad, 1T dida’t hen do
someEthi nga bowt -t-ger a Tollow up story
to et the record Efrﬁll'.]ht b mrkarly it 18
aklso important 1o check whether Byane
nas ean any reaction to the story

DANGER

Mgedia coverage can become a drug -
you can come to want it for its own sake
mol for whal il can achieve in the
Campaign.

Denis MacShane Using the Media,
London, Plula Priess 1879

An axcellent '!'_,"II=!'.|E Lo ﬂl"'i'ﬂ-l"lll_: with the
presg, television and radio, espacially
writlen for workers and Community
aclivisis

Diractory of Social Change Dealing with
thé Media, London 1978

This s a public redations and publicity kit
lor charities and voluntary organisa
lions

The books by Christopher Hall Antony
Jay and Bob Houlton all have sections
on how to use tha press (See Resource
Section page T0 )

B
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The Press
Release

Fress releases can:

#  give background mformation

« give notice of 8 coming avent

« baa report of a meeting event!
speech

« provide detaiks of a campaign

¢ be the basis for an interview

How to write a press
release.

Is il news?

The first question 1o ask S does your
news hawe the human inlerest or he
wnusualness that journalisis like? If not,
then do something about it For
instance, rather than meraky saying that
you disagres with the council cutting the
amount of money being spent on
pensicnars clubs, give human examples
af effect - the danger io health because
af heating being furmed down, the
dizappointment because a trip has to bea
cancelled and so on.

The right style

Look at how nows is writhen in the
paper/media you are contacting. Try to
writé in 8 similar style - Bul only @t i
rakes you news sound (nleresting.
Many local papears are written in a pretty
baring way - tha mora imaginative your
article, the more likely people are to read
it

Who, whal, where, when, why.

Every press release should contain the s
Ws,

What iz happening
Whao is doing it
Where it is happening
Whan is it happening
Why is it happening

Use simple words and short senlences

You must try to make your news easy 1o
read. Avoid jargon and be careful about
uging abbreviations.

Concentraie on facts.

If you want to gel your stufl régularly
published you must take greal cane over
facts, particularly names and initials
Donl say anything you do not mean or
that you are unable to prove.

Afler the first paragraph of youritem you
shouwld try to put the facls in descending
grder of imporiance (Star with major
thinga firat). Usa the five Wa
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Using quotes

Every press release should include a
guote - thay make stores come alive
bechuse they personalize what is baing
said. The quote can be quite ordinary:
“Getting throwgh 1o the next round is a
great boost for the lads. We will be
putting in plenty of training for that
match®,

Cluotes can also be used for getting
across opinions that might look oul of
place, as news is suppasaed 10 be aboul
facts. A senténce thal reads -

Budworth residents are writing 1o
complain  aboul the extraordinary
amount of monay the council is
spending on useless roads, -
sounds wrong - it's got 100 much
opinion where we expect lacis, But -
Budworth residenis are complaining
abouwt the amount of money tha cowncil
are spanding on the road. “The roads
don't lead anywhere” sald residents'
leader John Smith, “the money would be
batter spent an improving the houses in
the area”

golnds much batter and more positive,
{it offers an allernative wsé for the

mioney).

Try 1o get at least a couple ol quotes inio
your stofles and get ona in early (in tha
firgt four or five sentences). Watch your
punciuation - guotes can be messy!

What the press release should
look like.

Size/lengih

Try to keep the release to one shesat of
paper. If you use more than that, make
sure the other pages are firmby staphed
to the top page. Only use ona side of a
piece of paper

Always Use a standand paper - "Ad’ is the
best (the same size &s this page).

Headed paper

If you can, use headed paper. If you
haven'l got headed paper then make
surg the name of the organisation is
elearly printed al the top. Many groups
have apecial press release nole paperso
that iheir item slands oul

Always put when the naws ralease has
been issued.

Embargo

This iells the préss when the story can
be published. It means you can send
news 1o the press well before you want it
to be publishad It is often used for
things like surprise avenis, like
demonstrations, that nesad naws
coverage. On the whaole it is best 1o avoid
embargos - if you use ona, make 1he
reason choar

Headline
Make hesdlines simple. They should

give an idea of the content. OMen a
shorienaed varsion of the first sentence
will do. ¥ou can leave it up to tha press to
think up a catchy ling, {if you think you
can trust theml]. Tyvpe it in capitals,
Leave plenty of space at the fop for the
aditor to wrile instructions on.

Tha lirst paragraph

Tha first p]r.a.graph Is crucial - it
datarmings whethar the reader reads on
ar not, Mever make i longer than two
senlencss, the lirst sentence should
contain four Ws,

“Members of Farthing

Youth Club Whao
arg holding a sponsorad

silence What
nexi Monday When
at the Club Where

Then go on to the Why

“Tha money |s baing ralsed o halp
research into the cause of dealness™

Wiy
Mote: This story is a winner bacause the
action being taken (silence) dramatizes
the issue (deafness).

Further paragraphs

Keap paragraphs short and sasy 10 néad, )
Always siart them a couple ol spaces
down from the previous paragraph.
HKeep on using the 5 W's

Typing

Always try to gel your releass typed - il
stands a much better chance of baing
raad. Lédwe 3% cms Space aither side of
the typing, Lise double spacing between
the lings (50 the journalists can alter ihe
texi), Four spaces should be uwsed
betweer paragraphs. Mever underline
anything as this ks & sign to the printar o
use italics.

i using more than one page.

Mumbar your pages with a caich line in
the top I‘Iﬂﬂ'[ hand cormer.

&g Silence for deafness 1
Silence for deafness 2
and 50 omn,

Ends

At the end of the last paragraph write -
ENDS -

Mame and telephons numbser,

The press mighi want to confact you
aboutl the story - make sure you are
available.

Piciure ideas

If you have pictures, say they are
awpilable. 1 you supply photographs
always altach a piece of paper giving a
caption and other defails. Mewspapers
are often a kit wary of action piciures
you supply - thay prefer (o usa thair own
photographers for this sort of thing (1o
avoid fakes elc) - 30 if you think you are
going to do something that will make a
Qood piciune, sy S0,




FARTHING YOUTH CLUB

3 Rambling Terrace
Budworth

PRESS RELEASE For immediate use

Issued 27 MNovember 1980

FARTHING YOUTH CLUE SILENT FOR THE DERF

Members of Farthing Youth Club are holding a sponsored silence
next Monday (4 December) 2t the club in Farthing Lane. The
moneéy is being raised to help research into the causea of

deafness.

¥Several members heve been helping with & special club for kids
with heering difficulties", eszplained Dave Green, Chairperson of
the Club Members' Committee, "and we wanted to do something to
stop more people going deaf", Seo far twenty Five members have
signed up For the two hour silence and several more are

gxpected to join in.

"We are trying to raise £100 and we need people to sponsor us
to keep our mouths shut", commented Jenny Knoule= one of the
organisers, "0On Saturday we will be setting up a stall outside

the Post Office so that people can put their names doun For
sponsorship”.,

= ENOS -

For further information contact Sandy Daniels Tel.,Budworth
12347 (home ) or 34512, (work)
Note to Picture Editor.

We can arrange for severzl of those takin-~ part to be

pictured "organising" the silence next Monday (27th) evening.
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ACTION

TAKING

ﬁ Newsheets

Cuite a few groups produce thekr own
newsheais. They can be put together
cheaply and easily and are a good way of
getting information across to people

What newsheets can do
They can

* publicise something you are
doing, like a special event

+ pducate people, lat peopbe Know
what you think

® BnCourage participation | paople
will get Involvad in things if they
know more about it)

*  gEpep peophe interested inwhal you
arg doing

# influence public openon/decision
makars,

What to put in a newsheet

The first thing you have to decide is what
kind of newsheol you wani o produce
Someé newshesls are on single issues
Dthers carry a lat of diferant pieces of
news, like details of coming evwents,
raporis on pasi onez and so on. s
usually bast to work on newsheets in a
group 50 that no one s landed with oo
much work. Also the more people - the
more ideas and skills vou have, One way
of gatting clear on vyour ideas s
brainstorming. All that brainstorming
invalves 5 the group spending threa or
four minutes suggesting ideas with one
membar writing them down. [See

page 17 )

Another way of getting clear on content
is for the group to talk together about the
things they think are imporiant or
should be included whilst one member
writes down the odd word or phrasa that
sums up what sach person is talking
about (a bit like brainstorming). After a
tima the group then looks at tha lisi

IT vou are writing a newsheat that covers
& numbear ol things the group s daing.
hare are poasible items to Include:

= ‘What's happening over the nexi
manth or 50

=  Mews of necent evenis

= Some idea of the range of things
et normally happens in the
group

= Other local communily news

= Who does whal in the group - who
to contact il you are interesied

Writing it up

Some groups find the writing the most
difficult part - others find it the easiest, It
often depends on whethar you are usad
to writing news items. Four hints on
writing:

Use the five W's, Journalists wihen thay
are trained are told that each piece of
news has o include

‘Whal is happaning
‘Wha is doing it
Whare i1 is happaning
When it is happaning
and

‘Why is it happening

Keep sentences shorl and simple, Don't
have leng paragraphs

Walch lor the lone ol your lenguage - try
and sound active. For instance don'l
write “A maeting will ba hald naxt
Tuesday by members..”. do wrile
“Members will mest nexi Tussday”™

Gel your facis stralghi - if you are not
sure of somathing - check it over or leave
It out

So that tha job is not too big for one ar
twio pacple, try to split the writing up
betwean a number of peopla. Someona
can take responsibility for news, another
porson for getling the coming events
straighl, and 5o on. When all the items
are writhén, the group or aditar will hive
o read through them and cut oul
anyihing thal isn'l necessary.

Anoiher way of doing il is to lape record
what the group of individuals are saying.
Then listen 1o the lape and pick out the
main points or santences that you like

Headings

Stories need interesting headlings to
aftraci people to read what follows. Try
to make them short and punchy. Bul
make them redevant to the story.

]

Y

Layout and design

What you are writing has got 1o ook
attractive if people are going 1o wani to
read it

For instance cramming ewrything in an
ane ling and trying 1o S&ave paper might
mizan you don’ have such & big B4l al the
and, but i will méan that nobody will
read it Beiler to cul out & few words

Avald eluller
Be varled
Use carioons |

pictures ,

wary your print slze

Leave space - give people room fo
breathe.

Siart by ‘roughing” it out first on a piece
of paper. (1)

Then type up the items and leave space
for the piciures 10 sae whather all tha
words fit on the page. If they don't then
cut =ome oull Check whether the
newsheel says all the things you want it
io. (2}

Then produce the final copy. (in the
pictures it has besn Typed onto a
duplicating skinj. (3)

Printing it

Thera are two main mathods of printing
used lor newshoots

DOifset lHthe - this book h©has been
produced by that method

Stencil duplicaling

Thee first method produces baiter resulis
Ut tha machinary costs & great dieal
migra. kMost clubs or groups nave of can
use a stencil duplicator and the naxt
SECHoN IS a guide Lo preparing your stufl
for use on a duplicaior
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The Front Page

The front page is all imporiani - It
should:
* have an atiracive heading that
gives an idea of whal the contani
might be

* have a date
= clear headings

*  your main siory (some people will
only read tha front paga)

*  wariety of design

* nama and address of the group
and the printer

Distributing it

Now you nead 1o get your newsheet 1o
the people you want 10 read it,

= Chooss whers and when you ane
going to give it out with care. If it's
aimed al young people you might
give it sway oulside a recond shop,
and 50 on

bout

ba careful about when you give it
away. Forinstance if you give it gut
al a disco it's mora likely to end up
an the {koor than in front of
someont's ayes!

* Prepare the people who are giving
it away. Some people lind giving
out things in the street difficull at
firet, 8o It might be best o praclice
doing it beforehand. People will
azk guestions’ba hostile/nol want
1o know when offered newshests
20 it's as well

= 1o know the answers 10 obvious
QuesTicng

- ol o lake people's rudennss
personally

- 1o be able to appropch paople
without putting their backs up,

* If the newsheei (8 being
distributed on a door-io-door
basis then make sure houses are
ol dong twice or important
Etreets left out,

Where & newshedt i5 regularly
aestributed 11 = besl to Build up a reégular
team of distribuiors with each person
being responsible for a particular
strestfactonyclub. This will involbes
kseping & record of who Is responsibie
for what and how many nawsheets they
require aach time.

MNewsheets and the law

*  MNewsheets musi have the name
and address of the printer on tham.

= When distributing newsheets on
the strest it is possibla that yvou
might be accused of obstruction
B0 Heep [0 the Kerb and kKeep out of
the way of pedestriang and cars,

News

Doing O S s

e
What Sswahasts can do
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* Libel, Libel means the printing of

something untree about a parson
which damages his or her
reputation. Examples of libel are:

= when you say somecne has
commified a crime - and they
haven't,

- if yoU were [0 COMpAane Somaona
to an animal whose habits and
characteristics ara  “revolting”
i(like & snake or & pig) and this
opens tham 1o public ridicula, The
problem wilh libel is thal
somalimes it is possible 10 have
told the truth and still be fownd
guilty. For instance nowadays it is
not always possible to print that
someona has a criminal record if
thair trial ook place some years
ago. Libel can be a vary expensive
busingss - so0 be careful

Copyright, Il vou see the
gymbal £ with a name and
date alter it this maans the material
can'l be copied unless you gel
permission means copy-
right and il &lso covers pictures
and advertisemants. You can use
tha information that is in the book
or magazing but you can't copy
word for word what is writhen
pxoepl where wou are falking

aboul that actual plece of writing
and wish o quate it

{For guidance on ihe legal side sea Civll
Rights - the NCCL Guide to your Rights)

RESOURCES

if you see a well produced nowslotier
from another local community group it
is aften worth your while to (alk with tha
peaple who made if. Oiherwise the
following books may be usaiul:

Teach Yoursell Books: Inlo Prind - A
Guide to Publishing Mon Commercial
Newspapars and Magazines, London
1975

A longish bul practical guide.

Directory of Social Change The
Communily Newspaper KW, London
18979

A good starting point - the Kit includes 3
actual sxamples aof communily
newspapers, various fact sheats and a
couple of simulation gameas,

John Rety Community Newspapers,
London, Inter Action 1975

Anather useful guide

See Resource Section page 70
A5




Duplicating

Most clubs have or can gel to use &
atancll duplicator. The two main makers,
Gestetner and Roned, produce a wide
range of machines and special 1ools that
can make whal you print lgbk really
intarasting

How the duplicator works

Duplicalors work on a vary simpile
principle - thay ara machine wersions
of the stencils you may have played with
as kids

They use a special stencil which i a
sheet of tissue paper coaled with a layer
of "wax’. All that happens is that a hobe is
cut in the wax coating to allow the ink to
pass through tha stencil and print onto
the papar, The tissue is neaded to hold
everything together, If a holeis cutinthe
trgue a8 well you are likely to get an inky
MEss.

Duplicators also need a special type ol
paper thal soaks up the ink guickly as
duplicating ink drys slowly so make sure
you buy the right paper

Most duplicators can print on a number
of ditfergnt sizes of paper. Thesa days
ine biggest size is aboul the size of this
page (Ad). 11 s possible to use difleran
coloured inks with duphcators - but i
can be a bit time consuming and messy.
Rongn produce the best machines for
this as théy have ink drums which can
gagily be faken oul and replaced with
anoiher containing a different colour

How to cut a stencil

Thera are two main sorts of stencils:
Stencils cut by hand with

- B Ly pewriber

- @ pan

Stencils made with a speclal machine
g

- & haal copying machine

- W SAETF O eE StemCil Culler
S0

With ‘hand cul’ stencils what you want to
print is cut directly onio the skin, In the
case of theé maching made stencils all
you do is to layoul what you want on a
FliEEE o papar which the machineg then
eopes and makas g stencil

Using a typewriter to cut
stencils

You should pul the stencil inio the
iypawriter as you would a piece of
paper, Be careful nol o crease the
siencil as you put it in. Also make sure
ywau have got the stencil in straight

Tha stencil is cut by the type when you
press the kays

Stencils for “hand’ cutting normally have
thrpe sheets or layers, iha:

= Top layer is the siancil itsalf

+ Middie layer is a piece of carbon
paper which makes the holes you
cut black so you can ses what you
are typing

« Bottom layer is a piece of thick
paper to stop the type face culiing
inta the stendil 100 deeply

Perfect stencils are made by following
ThEns rubes

Keep the ypelace clean. If the typeface
becomes clogged up or is dirty then it
will not cul property and you are likily 1o
gat hat! cul letters. Belfore you star,
clean the typeface with a stifl bruzh andg
apecial cleaning Nukd like “Thawpitypa”
or “"Twilklene™. You should use a
prodding rather than a scrublzing action
Altarnatively use something like
“Bluetac” - just press it on the type and it
should pull the muck oul

Manual vs Eleciric Typewriters. Eleciric
typewrilers produce better results i you
Can use one.

Type directly onto the stencil. Mos|
typewrilers have a spacial switch which
means the typewriler ribbon is nol used
I your typewriter has not got a sténcil
swilch than take the ribbon ofl e
maching

Watch your pressure, Geiling tha rnighi
pressure is important.

Too much will cul the lissue fibres and
the centre of latlars wibl fall out,

Too little will maan you have not even
cut through the wax

Just right and you get parfect resulls
Experiment to find the right pressure,

COne way of helping with problems of
préessure is 10 use a sheat of “Pligfilm
{which i% like clear thin plastic) in front
al the stencil. Some typewriters have
iypelaces which are espedially sharp
and whatever pressung you use Seams io
cut too moch out of the stancil. By using
“Pliofilm™ you goften the blow the
typewriler makes on the skin

On the other hand | you still have
difficulties then a typing plate might be
the answer. All this is is a sheet of hard
plastic which goes behind the skin 1o
stop the type from penetrating too
deeplhy

Correcting your mistakes. Correcting a
stencil is sasy. You simpdy rodl 0 up
about six linas, insert a pencil betwean
the stencil and the carbon paper. Then
put & thin coating of correcting fluld over
the mistake and leave it fo dry for a
minwute. By separating the stencil from
the carbon paper the correction will dry
{aster and the stencil and carbon will nod
stick together, Once dry the errar can be
corrected by typing on lop of the
mistake

Drawing and writing on
stencils

You can write and draw on & stencil
LEIFHg a stylus (which ks bas IDE.“':." a hard
reund paint). Old biro's (when the ink
hias run oul) Can aks0 bé used bul you
doni' oet such gmd results. To cul a
slencil in 1his WY s best 1o clip the
stencil down on to a hard surface or
EW‘:‘B' shylus plate = this will siop the
stancil sli PEng round andwill produce a
good image

There are thres main fypes of special
pans for drawing on stencils

shyll - which are produced in various
widiha,

loop pens - insteadd of 8 point, these have
a wire [oop on thair lip 5o as 10 prodecs
Very thin or thick linas.

wheel pens - these have a fine spiked
whesl which produces a dotied ling.
Thay cannot ‘dig in’ or lear the stencil
and are ideal for ruling forms or shading
drawings

Wheel pensg should bé used with a hard
smooth surface underneath the stencil
For best resulis styli should be used with
a transparent textured back) ng shaa
belwien the stencil and the carbaon - bui




you can gel away without this,

Headlings or special letténng can be
pasily made using plastic bettering
guides (Iry fo use an exira fine or fing
Shylus).

Special effects can be achioved by
putling a burnishing plate behind the
glancil (thesa plates are ambossed and
patterned. You can use things like sand
paper instead!) You then rub the stencil
with a burnisher or a teaspoon.

Types of slencil. Gestainer and Roneo
make different types of stencil
depending on the job you are doing. For
instance:

“Academic” This is a transparent stancil
dasigned for tracing.

“Gestescript” A special
drawing

Both of these can also ba typed on,

Where lo gel special stencils and tools,
Try your local stationers or olfice
supphes shop first. I they can halp, iry
Aoneo or Gesteiner direct - they hawve
local branches in big towns or citbes,
Gestetner make a special starter pack
with a range of 1ools etc.

stencil for

Machine cut stencils

Many schools have machines that cut
astencils. Also quite a few ‘Office
Sarvices' type shops have stencil
makers and will charge you about £1.50 -
£2.00 to maka & stencil.

Thare are two ypas:
L The haal or thermal processos
* The Electronic Scanner

Whilst the first type s cheaper to buy,
the second s more common and
produces better results. (It should do, as
it costs about £1200 to buy newl]

Scanners will copy almost any original
anto a stencil which you then duplicate
in the normal way

Good scanners can produce siencils
Irom photagraphs and colourad
originals. Whilst the results aren't
brilliant they are usable,

Any scanner will cut stencils from
simple black and white ariginals.

Your original ariwork must not be foo
thick as they have to bend round the
drum on e Scannar

RESOURCES

Same local valuntary servica councils
and youlh associations run &
printing/duplicating service for
community and youth groups. If thay
don't, then they can wsually el you
which other local groups you can
approach to get printing done

Gesteiner produce a uselul guide to
duplicating for clubs and associations.

For details of this you should write to:

Giestetner Duplicators Ltd
Education Divizion

210 Euston Road

London

MW 2DA

A good shorl guide to the differant
printing methods is

Jonathan Zeitlyn Primt: How you can do
it yoursell London InterAction 1975

Sea Resource Section page 70 N

Preparing material for machine

stencil cutting

Preparing your artwork. Start with a
plece of while paper the same size as
you want the finishad job. On this shest
you paste all the things you want
printed. Watch for dirty marks and glue
Always lgave a margin of about 15 inch
reund the edge of your paper as
duplicators ean'l print right up to the
edge

You can use Letraset for headings.
or Headlines {rom papers

Mistakes can be corrected by typing on
& pieca of paper then sticking it on (you
can use gummed papar or sticky labels),
or by uaing: ‘Snopake’, which is like whila
paint and once il dries it can be typed
OWET.

Photos can be cul out and stuck om,

Ilustrations can be traced and beft on
tracing paper provided the lines are nice
and black. (Tracing paper should b
stuck on with sallolape)

Uze a rubber glue like ‘Gow Guw’, as it
gives you fime 1o move your ilems about
to get the right position

Always use black ink - the darker it is the
batter for copylng but try to avald using
big areas of black as it won't copy wory
woll. Vary similar principles apply to
producing artwork for other forms of
printing, like offset litha.
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TAKING ACTION

dOther forms of

publicity

Aside lrom good media covarage and
nawsheals haere 19 a wide ranga of wWays
of getling your message across. As wilh
much else in Organisa! publicaly has o
b plannad. You fesd 1o be clear abddt:

« pbjectives - whal do you wani 1o
achievia?

*  molives - why do you wani public-
ity? 1= it just for yoursalf?

= markel - who is your message
aimed at and what do thay need to
knowT

*  rEsources - publicity can b #x-
pansiva‘what skills are there in tha
group?

#  fiming - how does your publicity
effort te in with the other things
yiou ange d-e:ing"-‘

Scme ol the methods described on this
pagQe Zan e very Hime consuming ang
cosily. Look before you feapl

Leaflets

Laafiets are ong of the man meathods of
getting publicity for local groups. Thay
can be used o0

@dverlise a coming evant
# inform peopke about an issua

* |l people know of a service you
ol

P‘“I'EHEHIJEII-I:II'I ol leatiets is VEary Smular to
whal @ involvad wilh newaheets, with
e rﬂrlﬂ'\'ﬂﬂg excephons

*  jgaflets end o be aboul Ond 1S5u8
or thing rather than several

*  |eallefs usually have less wrnling
on them. Just a briel description
rather than a full explanation. A
case of gquality rather than
Quantity

=  jeaflets are less “newsy” - thoy are
aften mone campaigning

*  fheir size i3 usually amalles
Leaflets are olien prinied on paper
nall the size of this page (size AS)

They need carelul préeparation and musd
be attracive to loak at if they are to be
read. Some of e points worth chacking
tor are as follows:

= are the tacis correct?

* |5 il sasy to read?

# gdoes tha leaflot say the things you
want it ta?

* does it have the name and address
of the prinfer on it? {11 mus! o by
l&w ).

Try to look at the leaflet as you think
ihe people recedving it will

COpening lings are very imponant - keep
it shor, and lvely if possible F'El’:hnpi
wou néed to start with & guestion 10 gel
somieoné 1o Mad of

I the group is involved in the regular
distribution of leafiats then much is to ba
gained by saiting up a regular
distribution team (see section an
distribution in ‘Mewshests’)

Posters

Postars are an sasy way of getling small
amounis of miormation ACfDESs, ThE}'
are lor making simple poinis.

If you arg making ihem yoursalvses than
barar the following poais in ming

* |eave yoursslves plenty of ime 1o
make them - 8 nicely mads poslar
looks much better than a guickly
drawn uwp one

+ make tham tha right size. Il you
want to stick tham n pecples
windows of in public bulldings.
then dont make tham too DI? ar
mabody will have them [(dont go
bigger than twice the size of this
page). For other situations you
can go for size.

* ysa the righi materials. If you can
get hold of “day glo” paper - the
stufi with bright reflacting colours
- fivEn use il = you get wery sinking
resulis

*  look lar the bast FI|3EE' 10 put therm
Try shops, pubs, post offices,
launderatias, clubs, libraries,
churches, community Centres,
schools, factories, pedsples front
windows, boards i the front
gl:l.r-dul'l {like astabe E'BE'I'Iti'
bords). Alwiys pul your REme on
tham =0 thal peopla know who 15
campaigning

¥You cannot put a poster up anywhana
unless you

* have the agreemant of the ‘owner’
of the site’proparty

= are sura thal the poster does not
block or abscure 1he view of a road

*  have a posier ng bigger than 8 fieol
SquArE [Oiherwise you will need
ﬂ|Eﬂf'llﬂg PErMaSEE0n - urntess i s
an slection poster)

Some |ockl authoniies have addilonal
regulaiions

Sticking posiers wp in public places,
{‘flyposting'], is illegal and you can end
up with a pretly hefty fine if you are
Cawgit




Selling literature
Booksialls a1 pubhic masings or a stall
o The local marke! can be good way's o
selling your own malerial, as wall as
books and pamphiets by ofher groups
you sepeort. 11 s imporiant That the
dispday i fresh and attractive - ol and
dirty pamphlets will attract nobody
Community groups are
covared by local regulalions controllin a
streal selling, =0 1 18 possible to sall
booklets/papers etc on the streeis
Howevar you should check the situation
with the police first, The main legal
problem you are likely to have with
treaf aadling is that you may ba accused
ol causing and obstruction (Se8 page

ol mormally

Aandthar successiul sales maihod 8 1o
sl door 1o door. As with membership
grovies 11 1S best to pul round a leaflel a
day ar 50 before you call, saying that
someone will be calling with pamphilets
on a4 partiCular Ssua, Hare i1 is cruceal
inal yvou Rave & pamphlel whirch 5 -

* chaap
= shorl

= .40 tha “‘nght’ 15sue

Stickers

Seweral aQroups have used gr
labEls o gr Far instance vou
oftgn sed this sticker put on
postars and il makes a pont very wel
bul vou should knaw i1 5
this). They can be stuck on ;
as badges, and 80 on. Stckers arg cf
o proguce, aboul £ per thowsand
Tharae are seweral specialist firms who

ol afloct

Quite

gal 1o do

L a]

produce them {mainly as address labals )
and they usually adverise in Exchange
and Mart or the Sunday papers

Badges

Thase davs il is possible to make small
guile Choaply
od  way o
vl

1 N

Eaie ki
badge

numbers o
f guile &

ivErsalions, O

groups have

COETImLnITy

badge making machine so you can maki

your own lor aboul Sp or &6p a badge. The
machinas [hemsalves cosl abou
200 CHherarse you will have to go
o a spacealst badge makers and thaf
can be guile expansive [agamn theoy
advertise in the Exchange and hart)

-

-

Exhibitions

Exhibitions” sounds a bit grand
displays’ is a better word. Pul
collection
f g5, words  elo
o B8 SH0WN N a SHop WinGow
g societies quite often have

ETMaps.

posters

neld, Exhibitions guite often involve a ot
ol work and it is haarthreaking when
people walk straight past! them. Theay
mave Lo bé attractive and siriking if thay
are going o be looked a . .

Films/Theatre Groups

Putting on & hilm show or thealre growug
that makas the o
about can be
BEcalL

Jagre Concarnied

{ crowd-pulier. Also

a wou

d U

LN it

qLite Bereml el
e o v Eslecaky
1t o
tacts, whereas lilms and theatre can dea
raibver more with fealings a

Word of mouth

Talk ng 1o people 1S
eltective form of publicity
IaCal commumilies
prelly OfwviDus P
SLAnNd Arguend

Bunganeila

i o y
WL T i

Most of the foer

talked abowt hawe ter

O gmoions

aflén the mos
EEpaaCially in
Thefe &re SOmE
whgrgd peipnie
1dl QoisEp - The club, pub
mast oflices, corner shop
the school gate at going home fime. Un
the one hand people are more lhkely o
1sten 1o you talk, i, say, the chip shop
than turn owl to a public mesting
However on Thie othar hamd information
can get badly distorted on the

‘arapeving

A0S

RESOURCES

Directory of Social Change Community,
London Wilkdwood Mouse 1877

LSEul
and

Thizs Book has a number of
sEchionNs  On  communily  arts
commufalions plus  JelasE ol

[ RS Qistributors

170 e e

theatre groups

AMd SO

Dilys Auwiz Gelling your message

Fageratton

acrogs, London (Matona

ol Community Organisalic

Thig i% a ba: ubilicity or

far communily groups, (Ava

Mational Coumg W YWolunlary
W .

Mational Council of Voluniary
Drgamisations A& Simple Guide o
Designing an Exhibition, London 1871
& 4 o iha R principles o

AdvicE On Te DA

display work

There are also & numbear of specialist
poster and exhibition design
is worth looking in 5..1.-;]:.'
bookshops and libraries {or those

Books On

o .
ang i

Ciiwil

Legal aspects are coversd in

Liberties - The NCCL Guide.

For daetaiks of thie local avalaliblity of Film
progectors, exhibiteon stands and simila
aquipment, try Coun of
Veduntary Service/Organisations
and Cammunity Office. or loca
Aggosialson

Sea Resource Section page 7O

your loca

-




d Writing
Reports

Hardly a day goes by wilhout hearing on
ihe news that some group of the
government has produced a report
There are reports on anyihing and
everything. For Instance here are some
titlaz of soma recent local and national
reports:  The lubune of RUChear pawer.
Spodls provision In Muneaton
Buying used cars.

Cing of the most comman reports local
groups wrile 1% their Annual Repost
wihich sets oul what has happenead in ihe
last year. Reports can be 400 pages or 4
pages. Some of the most elfective local
reporis have been the shoriest, This
section is about writing reparts and how
thoy can be used in Campaigning

What reports are for
The man uses of reports ara to:

+ help you get clear on your
arguments. The praparation
invodved means you have to work
out your position carafully

& give you the space 1o make & full
statermeEnt ol YO Argurment e
things like newsheets and leaflety
only have limited spaca

« gel publicity.

= gakn you respect 11 i
Erguments arg good and detaiked,
people will listen to what you say.

= make your opponenis think again
about their actions or proposals
Dataited reports need detailed
ANTwWars

However,

« feports take a lot of time o
produce. ¥ou could ba using your
time better. Also writing a report
can slow thing up - you might need
fo act quickly,

« fhe organisation you are
campaigning against is likely to
have the resources to ‘out-report’
of ‘cut-statistic’ you, Thede is a
danger of getling tied upin ligures
and details rather thamn
concentrating on the main
principles or political arguments

« roports have (o be good. I the
argumants arg easily broken
down, (because you haven't dong
your homework), you can [Hse
graund

» other methods might be maore
effective. Using fact sheets for
inFtance

* feporls can give too much of your
thinking away. One of the major
Waapons s surpisa,

& writing reports can make things a
bit oo specialist for othar
members and therelore cause
spdits

w |large feports can be very cosily 1o
produece.

The message is clear - make absolutely
sure you need a repori befare spending
a lot of tima producing one

Reports and campaigning

A, rixport i% only part of your campaign. it
they are nol used along-side seme ol the
ather tactics Eu-ggﬁ"ﬂll!'l:'! in this
handbook then they are not likely 1o gat
you very lar. They arée a wselul way ol
slarting your campaign. A report Is a
good basis Tor things like lobbving, as
councillors and MPs want to see detalls
backing up arguments

Az reporis are part of 8 campaign,
careful ihoughi should be geen to how
much you put into them - you meght
want to keep some argumeanis back far
later

Who are reports aimed at?

Who do you want 1o read the report?
Thi% is gaing to allect how you write and
wihal 2or of defails you have 1o pul in
Repors are nofmally written because
you wani o get your own way on an
issue. They are therefore uswally aimed
at decision-makers - counciliors, MPs,
councll officials and 50 on. It's imporiani
to ba clear on exactly who yvou need 1o
influgence {see lobbyingl, bacause
different groups want 1o hedr different
things. For instance:

= Councillors may be morne
interested in the general principles
and the palitical effect of an issue

« Oificials may be more impressed
with detailed argumenls - tha facts
and figures

# Technicel exparts will want (o Saa
thé seaentilfic ar’gu!'r'llﬁl'llﬁ

What's in a report

«  Aocurate facts and 1IE|IJTF"5 3
anything you are not sure of Ioave
ol

#  Argumentis and opinions - your
¥ViEwWE, Oiner people s vigws

* Recommendalions - your st
ons to ihe probiem, clearly stated

*  Photographs, plans, and drawings
whete thay help

Reports normally have a s formak;
Summary and Conclugiong
introduction
1. Histery and background
2. The problem as you see i
3. Discussion
4, Appendices

Summary and Conclusions

Reparts should star with the and! Many
peopie reading reports simply want o
kmow the main points - 80 il you wani
Yo r.'I{Iil"l[E read - make it a8y Tor the
regder. Also 1l the reader knows tha main
points from the start the report is easier
1o understand. Keep this saction shor
and 19 the point bul ry to cover all fha
Imipariant is5ues

Intraduciion

This shiould sat tha scena - why your
group I8 interested and what ihe
problem is. It s often useful to say whal
the reparl doss noal do

1. Hiztory and Background

Tha background is normally written in
date orger - ax D'i.lntl'lli." whean thin 3% first
daveloped and what has happenad up 1o
the present time, Lise quoates if they arg
hedplul b0 your argument, T Rds you Can
get from;

* gouncll minutes

= latters you ve wrntten and had
raplias 1o

& press cuttings

& Olhes repors

When using guoles always state whare
you got them from, their date and maka
sure you've got who said il

2, The problem as you ses it

Make as clear a statemeni of the
proBblem as possibde, using any evidence
you hawve gathéred from  reports,
surveys, interviewing people and 20 on

3, Discussion

You might want to talk some maore about
yvour findings, compare them with
piner people’s views

Don't be afraid 1o summarize the main
points again &t the end




4. Appendices

The appendix (i you need one) has all
the odds and ends that don't fit into the
main part of the report. In it you might
include details of how you did a Suney
or bits of evidence provided by other
groups

A checklist for report writing

When wnting a report e main ponts e
bear in mind an

keep il shorl- long reports raraly
gal read in full

‘( try o look at it throwgh the reader's
By B5

avoid jargon and long waords - not
only do they make sentences
ditficult 10 read bui also a lot of
people won™t understand them

wary the presentation - whene
oossibhe use FIII:rIJrlE"E. MAans,
tables, etc. 20 fthal it kegps The
reagder s interaal

J star your report wnera you ended
- with the conclusions

How to write a report as a
group

Careful thowgh! nedds 10 b given o e
way the report is written. |7t s leh wp o
one pergon to do the work and ihe
wriling, it either doasn’t gel done, or i
becomes Thal person's “property” - il
My then rellect whal the writer thinks
rather than what the growup Ealiaves

When groups si8 diodn 1o wirile ||'|||'lg$ it
often takes an howr 1o write the first line!
How then, do we write a report in which
all members of @ group have had a
chance in making and gaining kearning
for themsalvas?

The groups as a whole decides what the
report is needed Tar. The group then
OrRMMFIONMSE Mapor BSues, answers,
BEoproacheas ¢ (gas page | F AR

STEP 2

The results of the brainsiorm are then
descussed by the group. 50 that broad
BEfeas gfé decided on

Rone Try o kidp the discussion onm
general poinis talk about
detail can come lalaer

Spit the different areas up between the
growp. This might mean that one parson,
or small groups of 2 or 3 people. each
take responsibility lor wriling a
particular section of the report on the
bas=is of the generas dIBCUsSEIoNs

Alternatively, if the report Is fo be short,
a small group does the Iod

The small groups then bring thair bits
back tothe large group. The discussions
should be about the detail (as the major
isswes should have béén Hrashed oul
carlier). I thess are big disagreemeants in
the group, pul i1 back to a small
groupfgroups to come up with an
BRAEWET,

Dion't just stop at group writing = carry it
through into layocwt and production,
what 1o do with the report, and 50 on

Producing the report

See the seclions on newsheats and
duplicating = the steps involved ane
similar. Therg are. Oweyer, Soms
spacial painis te be made aboul repons.

*  Remember to put asummany and a
list of recommeandations at the

beginning-

# Lay the report out clearly - break if
up inta clear, wall laballed
sactions. Use sub headings
Different coloured paper tar diff-
arent sactions halps

o Try 1o introduse diagrams, pact-
wras, carioons, if they help e
argumenl,

= Think aboul the cover - an inter-
esting front page ancourages ihe
reader.

= Consider whether o number the
paragraphs. This makes it eagier
for people discussing the report

Using the Report

# Send il to the pl:ﬂp|E who malter -
the podphe vou are trging o imfle-
ence, ihe media and your
rrsEm bars,

= ‘When presanting the report to
‘decision-makers’ include a cover-
ing letler saying why they should
read and support the report

w Ty to follow it up personally {ses
(see ‘lobbying')

« |f ihe report is long then why not
produce a fact shaet for distrib-
ution to the community/ members

* When giving the reporl to the
prass, take reporiers through the
report, explaining any Important
{B3uas

*  Get your timing right - remamisesr
preass deadlines and, as with
Izabying, try 1o have news items
appearing at the same ftime as
‘decision makers’ receive the
report - so thatl they pay more
attention to it

*  Usa it alongside olher lechniques

RESOURCES

There areuselul netes on writing reports
in

Communily Action Magazine 22
Oet/Now 1875

Bike Winwodd The Aclivisis
Dilermma Thamesdown Voluntary
Service Council 1977

The Community Workers' Skills
Manual

Antony Jay The Householders
Gulde.......

A spacialist book o report writing waorth
looking at is

John Mitchall Hew o write reports
London, Fontana, 1974

This i a comprehensive guide 1o the
praparation, wriling and production of
FEports

Seo Resources Soclions on page 33
and page 70




TAKING

ACTION

g Public
Meetings

Public meetings are one of the mosi
pasic ways of getling or measuring
support on an msue. Howevar like  all
the methods talkad about hare thay have
to be good to be successiul, Badly
organised or wnthoughi-oul public
meatings are just as likely o lose you
suppor and goodwill

What public meetings are for

Tha first step is to get clear on why you
witni @ meeting, who you want to come
and whal you want 1o Some dut of The
roeeting. All these things will attect how
you g0 aboul organising the mesating.
Some of the reasons people hold public
meetings are:

+ to find out whal people feel are
imporiant issuas.

= i talk aboul and plan what action
cin B lakan

* 0o explain your view on 1he 135ues,
perhags as a way of starting or
maintaining a campaign

® {z form an action group
*  pulcity

= folisten toandior confront experts
fppuncillons

= Ao keep groups open and demo-
cratic, via Annual General Meet-
ings etc

Planning the meeting

Having decided whal are the main things
you wani to happen at the meeling, you
then need io work cutl & mesting plan
isee page 9 | Think alsc about the
teel of the meeting - do you want it
formalfinformal and o on?

Public maatings ganarally fall inio four
bits

The Star
& welgoming statement

& ahorl explanation of (he reasons
for the rmeeting

«  bried outling of how you want 1he
m&eting b run

Middie
*+ speeches/statement by the group

= speeches by athers, eg. a councill-
or ar afficial

= comments and questions from the
audignce -

5

Thae finish

*  suggestions and resolutions on
action

= winding up statement on behall of
the Qroup [Summarizing (e main
Ponks, S you S theem, of The
maating)

= appeals for cash, membership efc.
= gdetails of future mestings

Soclalizing

= chatting to people after the
maHing

In the planning it is necessary 107 you 1o
decide who is going 10 do what and
whan. These are some of The main jobs
which mesd soring out

The Chalr - the chairperson’s job is to

= ppen ihe meaafing = explamn what it
15 about

* introdece aach speaker

= kegp people ta the point and the
mesting 10 order (e make Sure
anly one person speaks at a time)

*  Leap an aye on the time, don't lat
speakars go on lar too fong, make
sure That everybody who wants 1o,
gefs a chanca to spaak

* e sensitive 1o the fealing of the
meeting = watch for people gatting
borad

*  keep poopke 10 the agenda

= direct questions [0 those people
who can‘should answer them

* summarize and end he meeting

Stewards. You want people to lesl
wilcomea al the meeling and 1o know
that the thing is organised. It is therefore
good 1o have stewards who show people
16 their seats and, if necassary, help o
kst ardar

Speakers. Poople get nervous about
standing ug in frant of an audisncs, o il
15 helpful if the burden s shared by &
group of people. When you arg puiting
your views lorward gel one person fo
give fthe background, another fhe
solutions, a third the action you wani fo
take - and 80 on. (See page 58 lor
how 1o make a speech).

If you are inviting 'cutsiders’ to speak,
such as councillors, ‘experts’, then make
sure you give them plenty of mofice and
privide tham with a broad idea of what is
guing to be discussad, Also give them a
tarme lirmil o @lse they may dominale the
meeling. Make sure ouwlside Speakers
Enow where they are due o speak - send
them a map i mecessany

Secrelary. I1's wise 10 keep a record of
whal happens al the meeting although
this doesn Bawe 10 be as complete g
minules (Ses page 13 )

Refreshements. 11 you wan! people o

dix things, join the group #c., ong of the
best ways ol approaching them s
informally aiter the meseting. Froviding a
cup of tea or colles can make a good
reason for people lo stay behind and
chat.

Pre-meeting moeling. A day or 20 before
the meating gat the group togeathar 1o
check thal everybody is clear about
whal thay hiave (o do and that averything
1% arranmged.

Resatulions and Motions. |1 vou want
fhe meetmg 1o lake a pﬂ.rll{:ular Achisn
woru should have Ihl:rug‘h[ Ut B mohion
beforehand so that people can vole on it
at the meeting. The following is an
arampie af a motion:

“This mesting o Highfield residents
deplores the failure of Butberside
District Council to provide praper play
facilities for the under 12°% an Hightiedd
Eatate. The meeting beleves this lailure
conifibutes 1o the increased vandalism
an tha astale and EXpD5EE children to
considarable di'ﬁgEI’ tn n:rugn DEI[‘IQ
farcad 1o FliB.':.' an the streats. 11 calls on
e District Council o reclaim the land
adjoining the Community Centre and to
build a suitable play area on il

A good mation should

« jdenlify the moton's sponscrs
(the meeting of Highfield resi-
dents)

= gxplain why the motion is needead
{vandalism and danger|

* slale the rnighl attitude or cpinian
(have a play area)

and if if is calling for action il must alsos
say

o who should take &ehion
[Bultersigde Distric! Coundil)

* what action should be taken
{build a play area)

Motions neaed to be proposed and
seconded belore 1hey can be woled on
by the meeting 30 i1 s a good Idea o
make sure that a couple of people take
on the responsibilily to do this at the
mesaling - after a molion has been voled
on and agreed if is then called a
resalution.

A5 5000 as Wi g-'E"I imto the resclulon
Fame ¥ou arg IEaly fo have 10 deal wiih
amendments. This is where a membar or
members of the mseting want 13 alter 1he
wording and meaning of a motion, An
amendment mus

=  specify whether words are added
oFr delelad

= say where the change should be

= give the axact wording of the
change

For instance

Defdete the words “to reclamm the land
adjoining the Commaunity Cenire” and
add in thaeir place the words, "o buy the




Fand reeat 10 Judkins Mill on Copperfield
Foad

Ameandmenis need (o be woled on, IF
passed ihey then become part of the
mation whech in turn mas! be pul o the
mesling for a hinal vole. Cnly one
amendmeant showld be taken at a lime |F
soveral are sugQ@esiad 11 18 normal
praciice for the last 1o be faken first

Lemgth. Try o keep meetin gs Tairky
short. Alm for aoul 14 hours, More
than 2 hours and pedples atlenlion will
drift, people will leave

Attendance lst 11s wseiul 10 have a
record of who came 10 the meating. Ask
peole o wrile down their names and
addresses 50 vou canm contact them
Egain

Literature Stall - if you have gol books
and pamphilels 10 Sell, then make Sure
ol Faeg 218l Literature stakls can also
sErve @ uselul function for paople wiho
are interasied in joining e group - 1S
aas.ar fof |‘l‘-|".'-:'.l|'.'|5|':' e gd 14 the stall amd
ask questions than personally agproach
say, the chairperson

Cash Caollection - should you wanl 1o
migke a collection you shauld put people
with coliecting Bowes AE the axils

Filma/Slide shows and the like. Rathes
than have a whole ling ol speakers
meetings can ofien be made more
tereshing By having a relevant film
ki it shoet), or presentation. If tha
growp i%. lor instance, concarned to get
the park fidied wp, thien why nol shiow
pectures of whal you wani done?™ LIsing
this sort of method can often make the
speakers job easiar

Checkout the avablabdlity of screens
black-gut tagilhbies, fype of plugs elc
beforehand - it can save a lot of red
faces!

Time and Place

Time - try 1> chodse a fme whnen most
pecpla will be able 1o come. Maka sure
the meating does mot clash with popular
TV programmes of cther local events. If
Yo arg amn -|'l|l|'|"._|-" I_III.JE'S‘. Spea=xars or
councillors 1o atfend then seg what
nights are going 1o be conveniani with
them. Many paople Hke 0o avoid Fridays
and weskands, Tha narmal starting tifme
for a meeting is 7.30 - 800 pm. Most
imporiant ol all, leave yourselves
E'I'll'_'-ugh hime [0 Grgamise e I'I"E'E'lll'll_:l
progery

Place - where you meet will depend on
the number of people you think will
come. I anly a few peopla are likely to
coma it might ba possible to hald the
migating in a house 1T he meeling's
going to be larger, than book & hall or
rom that is conwenignt Tor peaple o get
ta Always underestimate the numbar o1
peaple who will come-il 1akes a lol 1o get
people out of their seats to a pubdic
meeting. Filty people can look and feal
lost in alarge hall and crowded in asmall
rocm. In general smakl crowdead rooms
maka for mare lively mestings. (500
paga 11 |

Lastly whén BHoking a Fall or oo
check whil tirmes you can have (he
room, wherg 10 collect the Reys from,
wilal fagilities are theare, (are thena
anoughn Chairs for example), and what
has to be cleared up afterwards? Gel
cantirmation of the book ng in wWriting

Publicity

Leallels - 1o be destributed Lo houwses in
the area, given oul i shops etc. Thoy
ghould be lwely, 5o thal pecphe will b
encouraged to come 10 the meatng and
say whatl 8 going o be talkad aboul.
Remember to put details of time, place,
dale and who the grganizers ara dAost
prdpie seam o recommend that leafiets
should be put out Tive to sewen days
bBalarg the meeting 50 1hat peogle have
enough notice (but it is nol (o0 far away
to let them forget)

Posters - A few well-placed written
posiars - on  club nolice boards,
prominent windows etc. Put a poster up
outsede Ehe hall

Newspapers - Get an article in the pnior
edition of the local papar. You might
als0 considaer advertising

Word of mouth - often the best way of
geiting a good altendance - personal
contaci means people Know what thay
are letting themseives n 1or Seo
pages 52-53

At the meeting itself.

*  (Gel there early - people often turn
up well batcre the meaeting and
v miped 10 make sure everything
i5 in order - inevitably somecne
will forget to do something?

& P.-naﬂge the seals how you warl
tham - il pogsible iry 1o creals an
informal atmosphere by mod

*  pulting speakers on a platiorm or
stage. Pul the audience's seats as
close 1o the speakers as possible

* Make sure people are welcomed
and guest speakers recognised

* Sfart on Lime = i1 makas a good
MprEssEan

Have a jug of water and some
glasses ready for the speakers

* HBe sensitive to the fealing of ihe
meeting - the chalrperson shouwld
watch for people getting boned

* T o keed contributicng shor
and to the gomt

T Make sure ihsl e meating is clear

about whal aciion has  beeEn
decided upon and how they can
help

Try 1o finish early, parcticularly if
the informal megting of people
afterwards 9 lell importani

= Tl-’_'ﬁ:,l up and 1hank the carelakeaer,
especially il you wani to use the
Fzom aga:n'

Follow up »

® AL the mexi group mesling it is
helpful 1o revitw  the  public
m@@ieng 10 Sfe wihnal can B |earnt

abowl the 153ues ofF about
arganisation

* lssue a press release [see
page 46 )

* If people have volunteered 1o do
somathing - gl them (o work as
quickly a5 possible or  ther

enthusiasm will drop

*  Cafry on with other tactics

RESOURCES

Communily #Aclion Magazine 18
Aprlikay 1975

This eontaing a vary Tull accownt of how
fe organise a public mesting

Pat Spencer OK on the day! Leicoster,
MAYS Publications, 1981

A gquide o running conferences -
fspeciaily useful to youth groups

SeE also

Chnstopher Hall How to run 8 pressure
group

Antony  Jay The Householders Gulde

For dedals of how 10 construct a mothon
Bl

Bob Houlton The Activisis’ Handbook

Michael Locke How te run committeas
and meetings

LA




ACTION

TAKING

»

5

Making
Speeches

IT you are imvalved in communily acton
and palitics it 15 likely that you wall have
1o make a EFIEEEFI al some slage

Mosat i!-E'i:lp-lE' lama r'l'l:'!k.l"'!g Tarmal
gpegches difficull. The idea af 5-1E"ll:|ll'lg
up 1o hront of B group ol peopla, Rowevar
small and friendly, can ba very daunting
By 1|;hll-::|l.'|.'|r-g a few simple ‘rulas’ much af
tha difficulty can be overcoma and in
this section we look, briefly, at some of
the main poinis to bear im mind

Expect to be nervous

Everybody 15 alraid of making & fool o
ihemsalvas in public. &ll good speakers
are nervous belore they begin, however
wall they manage to conceal it Probably
ime most important step any Speakar can
take to help ihemsalves feel more at ease
is to be well prepared. This means

knowing your subject and vour
audipnce, working out what you want |
achigwe and say and then rehaarsing
your speach saveral fimes

Be Yourself

Try o be a% nafural a5 possible - use
your normal every day language and do
not worry about your accen! or the way
¥Ou pronounce words. It 18 very easy 1o
fall imle the trap of trying to copy the
siyle of well known speakers and
communicators. Your job i3 to get a
message across and two gualities that
audiences respond to in speakers are
enihusiasm and a belief in what you are
saying. You arg likely to lose these
qualities when you starl aping
‘professionall sppakers

Know your Subject

The audience will expecl vou 10 kAow
wour STuff, Make suré that whal you Sy
1% based on lact - avoid oversiatemeanis -
Audwences will soon find You out 1T you
don't and will lose conhidence n what
YO Bre saying

2

It &5 impartant 1o show people that your
argument & based on fact - uwse plenty of
practical examples of whal you meaan
Know your audience

There is a saying

Teach the shudent

nat the subdect

I odbir words 8 Soeaker should have a3
moch intérést in he audience as the
Sulbject, Questions thal need (o b asked
Arg

& Row much waill the audience al-
ready know about the subject?

= what do they expect to hear?
= why are they at the meeting?

The answers you get 1o these Questions
should have & Deg influence on whal you
say and the way you say it. For instance
il the audience knows little or nothing
about ihe subpect avold fechrcal
jargan

Work out what you want to
achieve

Wiy are you making the speech? Are
you trying 1o get a discussion started - in
which case you should fry 10 3sk
quesisons rather than give answers, - or
arg you thare to:-

= 1] mlafmaliod - Mmakeé Suré o
hawe the infarmation 10 give

¢ grplain 8 course ol achion - does
your explanation aciually explaim
or

« gei people’s support for a case?

Decide what to put in your
speech

You should starl by jotling down the
main podinis you want (o cower (perfiaps
by Brainsiorming - see page 17 |
Having listed your ideas you nead to put
hem oA sensible order I;'E'”Il"lﬂ g of
anything that is mot direcily needed. A
-’,."Eln"_“-ﬂ rule adoplted by many spegkers
wihen they ang IP-TI|I|'|g Fhair speaches 15
as follows

1. Tell tham what you'ré going 19 say
2. Tell tham

3. Tell them what yvou've just 1old them

Speeches nead a beginning. a middle
and an end Start by introgducing
woursell and he subject. |t s important
10 -;';Il‘l and ksep the audiences inferasi
and attantion from the start - & useful
ploy 5 to tedl a story or give an example
o 581 fthe scena laughter is olten
valuable at this point - it makes paophe
feal more involved, Howeeessr avdid
an','l;hnng too dramatic - you wani ihe
gudience o laugh with you, Aot &t you

Once the audience is clear aboul your
subject the noxt stage is 1o give tham
vour full message Give concrete
cxamples, explain your points and make
clear your advice and suggestions. Try
to make your points fallow on logically
and lgave your most important or telling
paind 19 the and

Finish by giving a briel summary of the
rmain points and say which ways tha
audience canm healp with the problems
cutlined. Thank pecple for listening and
the organisars/helpers for their work

Keep things short and to the
point

People can only listen for shor peridds
of time - anything over 20 minules wil
lagse podple’s interes] Avaid “going off
thée poant’. rambling siories. anyihing
that = hkely (o sidetrack the audience

Prepare for questions

Fegpde will wani to ask guestions aboul
whal you have _|u‘5-| sakd or say whare
thag -:I:sagree- = be prepared. Work out
answers bDefgrehand o (he obwiOus
qQuestions Alsa remember (o leave
encugh time during the mesting for
queestions, I you don't know the answer
LAY S0

Get things written down

Mot many speakers are able lo make a
good speech without using notes. The
four basic ways of preparing a spesch
are as lollows:

Wriling the speech oul in full - The
problem with this method s that it s
normally boring for the audience -
reading lends 1o take the bite owt of
speechas and, as the spaaker is looking
at his/har notes. and not at the audience,
5 uminteresting to watch

Writing oul the speech and memorising
it - Evan il youw can manage to remaember
evarything, (which is highly unlikely)
the delivery can be very flat

Speaking from briel noles - Here the

SpaakEr  LUSES neddengs 10 remang
nimMmer of 1the man points ol the
gpeach. This meihod 3 normally much

more lively for the listenar than the firsi
wo Approaches. Duilé 8 lew speaakers
wrile these headings @own on small
cards. tha size of a postcard (57 =37). If
you use thes method st 15 vital that your
wriling i% clear, large and on one Side of
bz card nly. Tha difficulty with cards is
ihat thiy can gt oul of order, eSpacially
il they are dropged, 50 number hem

LAEHATEY




Speaking "ol the cull - This is where the
IEeRker MAkes & Spaach usIng nd ndbes
nd apparantly withouwt any preparation
In tact many "ol e cull’ apeaches arg
prepared - speakers have & selection of
anom ready-made speeches that can be

dapied from meamory

[T

Revise and rehearse

Read your speech owt aloud and Time i1
f possible Lape record it, When istening
concentrale on what you are inying 1o
58y - O0BS yOUr MEssage CoOme across
oud and clear. |f it doesn’t then revise
speech. Cwut out anyihing

Py

nnacessary Algo walch your tim ng
fhen you think you have got things |wst

mase COmmenss

Getting started

1 URETEE &E | A

Dften the most difficul! moment in
MaKing speecrnes 18 when you P §o
sand up and say the oEenmg words
Dnce you have got that over you ane on
T Wy Cing tried and tested formula
o U Situation s totake a deap breath
EmikE and Say your first words |l}i:lkl""l_:| al
e pecple at the back of the hall

Vary your pace and use
silence

=

@ 15 & real danger of rushing at
EnCE - SpBaking 20 lagt thal 11 Séims
g ¥you are innng 10 break ihe sownd
barmigr. The axparts say yvou should am
& about 125 words a minute but o make
g $ound ||'|1E"|:'E'.'|'ll_:| YouU nead [
BlEr hus Shghily and use silences. &
pEUSE Can be a wery good way of
aEmpRasising a point. It 15 alss more
rnteresting if you alter the volume and
e ol the voice - but This can comawith
S Fes Tl

Use visual aids

Lsing shdes or swriting things up on a
baard of demonsiraleng a plam using a
map of 8 model, provided that all the
audiance can gae them, can be a way of
breaking up and making a speech mora
Ivaly. It can also provide a very handy
prop tor the inexpanenced spaakar

Look at your audience

It you are confident enouwgh il 5 useful to
look at peopde while you are tlalking, This
bBath helps 1o invalve the audignce maora
im what you are saying and allows you to
qe¢ how the audience 8 faking your
speech

Use feedback

One of the most common forms of
feedback is when members of the
audience interrupt what you are saying
Thare are a number of things you can
da

« lgnore them. This can be difficul -
parficularly if therg are a lat of
pEaple ghouting!

*  Pramise o deal with the point later

* Ak people o wall untll guestion
time

+ Lige the interruption - parhaps 1o
make a point of your own = how
ever this lakes skill

Dera ing with imterruptions bacomes a lot
fasiar with experience < many spaakers
{like comedians) have a coliection of
Luitable repdlies

I it looks ke you are nol going 1o get all
Wour points across il might be betier 10
Cout your Bpsses and finish [bul iry fodo it
wilh siyle) and make the remaining
PoInIs im "ANSWer 10 Quesiions

The oiher main form of feedback is
pacple s expressions do they |cDk
puzzled/bored. are they figgeting elc
Again it might be necassary to finish
what you arg saying fairly quickly. or 1o
charge tack, alter your delivery, wsa a
visLRl Sl explain 5|:|mr:.'.h|ng Tuaribeer
and 50 on. With experiance yvou will be
able 19 “read an audionoes’ mood

Watch your mannerisms

Speakers can olten irnifale thair
audiences by lidgeting with say keys or
coing, oF by umimng ana L"'I"II"IQ' The
best remedy for [hese (N Qs are
Hn'.'-‘l‘-lng YOUr speach andg l"E"'lE'Er‘E-I-"I_:I ol

Make your ending clear

Try 1o end on a high note - don't a1
things fade Away. The Easiest way 15 Lo
restate the most important painis

Review what you do

Aller the evenl think aboul your
performance - get friends o make
commeants on what youw did 50 that Wou
can improve Inings next Lime

There are a number of books on public
speaking, some useful but many pretty
awflul. The following are worth looking
at:

Dennis Castle and John Wade Public
Speaking London, Teach Yoursel
Books, 1980

A very readable introductson (o public
speaking.

E € Eyre ENlective Communication
London, Made Simple Books, 1879, has
a chapter on public speaking

William R Gowdin and Edward W
Mammen The Art of Speaking London,
Made Simple Books, 1580

& ull, if somawhal ‘heavy' teeatment but
wselul for the hundred or S0 exCETSiS0E il
1R EhucEs,

Otherwise both Bob Houlton The
Aclivist's Handbook and The
Community Workers Skills Manual have
good short notes on the subject




m Petitions

Patilions are ong of the most common
and easy forms of taking action
However they lake quite a bil of time 19
arganise  and aré oflen nol  That
successiul al getting amnything dinsctly
done. However (hey can have uselul sede
allects

Uses of a Petition

There are Tive mam uses of pelitions:

Getling & decislen made - Counch
committeas will oftan discuss petifons
that are presanted 10 fhem, Dot 1§ &5
advisabla to check with the council's
Chiaf Executive what 15 normally dane
with patitions. Il fhe commidiee has
rules 1hal mean thal palitions can’l ba
aooepled, en the chainperson of the
commiliea will usually accept 1

Al a potition does i 1o get 1he maller
diseussad and to shaow 1hat 3 number ol
peaple are conceErnad about an imsue. |1
you want o gel support, much fullar
EFQIJI"I'IEFIH- will have 1o be put bafore the
commitbes. This can be done by
lobbying, produging a repor! and 0 on

Petitions ean also be presenied to other
commillees and organisations - for
instance to school governoss of io the
managers of a local firm

Getling an |ssue known - This iz the
most usual wse of a petition. Geiting
pecple to sign @ petitton gives you a
good excuse 10 1alk about the is5ues you
arg camparigning an. 11 can also be a wiy
of geiting fesd-back on  peaple's
Peelings.

Palitions can also be usad AS @ Means of
getting wider publicity through the

prass (soe sacion on Making Mews)

Getting new members - A% you talk o
people about the szues, it may be
possible 19 interast therm in ihe woark of
the group

Part of a larger aclion - Presenting the
peliiion 15 somelimes combined with a
demonsiralion 1o show the strength of
1EE|II'Iﬂ N an kssue.

Ta counler an opposing petition - 1f
another group have ngﬂﬂ‘lﬁ-ﬂd a pattion
ithai vou are opposed to. [hon il 1%
sometimas a good idea o show the
strangth of feeling on your side
However you have to be Suré you can get
enough signatures @r you mighl ook
foalish, It 5 oltlén belledr 10 use olher
fechnmues or even grnore opposing
palibions

When to use a petition

* Wil you get enough people o sign
it? Big numbers are not
averything. It is sometimes betler
10 have a Srmall pelition rather 1han
a beg one - quality rather than
quantity. If all tha people signing
the petition hasve & gtmng amnd
direct intergst in (e is5ue, such as
rasidents of a street it ks propossd
o knock down, thon whal is
impariant s whether all or pearly
all the residents have ElgI'IEEI

* [wes it fit in with the rest of your
campaign? Potlitions should
normally be uwsed with othar
factics.

" B% it worth the affor1? They take a
Bit of arganising - and youw have 1o

judge the possible impact of the
petition

* Hawe ather simpler methods besn
Tried?

Content and layout

& patition should inciude:

= whao is being petitioned.
{Workshire County Council)

* whi is doing the petitioning
(Cornerstone School Parent
Teachers Associat:on)

* @ staterment of what the petition is
about {repairs to the school)

w  three columns, one for names, one
for addresses, one for a signature

*  numberad lines Tor easy counting

it is important 1o be accurate and 1he
statement should be short and clear 5o
people know what they ane signing and
the people recamving it know whal you
are wanting

Patition forms should only be printad on
ane side of the paper

I the petition 15 0 be presénted 1o
Parliament then thene are special rules
These can be oblained from the Clerk 1o
the Committea on Public Petitions at the
Howse of Commons

Organising a petition

Sel a time limit for the collection of
signatures - Leave yourselves enough
time to collect the palition formss
iogather before you want o presant the
petition

Decide where you are collecling
signatures fram - Door 1o doors
collection is the most efficient way of
collecting signatures in an area, but
anywhere whare psople mest such as
shops, the pub eic. are also good places
Il you are collecting signalures in
sevaral places look when you get the
forms back for people who have signed
1wice,

Crrganisel - If it is a big area split it up into
srmaller parts and have one person lakao
responsibility tor gach part Also have
one person responsible for collecting
forms and checking people know whal
thay are doing.

heating syatem,

e the undersigned members of Cornerstone School Parent Teacher ARssecliation,
demand that Workshire County Council should immediately take steps to make

the necessary repairs to our school building.
about the stete of the toilets, the rotten window frames, and the inefficlent

ke are particularly concerned

NAME

ADORESS

SIGNATURE




lvlahr:- sure collectiors know the issues -

i o g T johs B petition does _:-

fucate paople aboul The i5s5Ues i %
Vit Wectaors knaw swhal thivy are

I 1alking sl 11T% 8 good 1GeE -\._.!._'!_, Y
"'-i 3f collectors :-:'!.'"'u I B TATE &I

‘Watch oull for Mickey Mn:lus{' sug n._:ll:u:rrs 1

S0me amazing paople sign patitions
' o avond (L TCRATH]  F BLTEE - (R i
no good
| People don't like hr:lng Ihr firsd -
| 1 likde BeEineg TR lirsgt 1o saan Y
vart By SiERNIRG
i i =T

What to do when you have gol
| the petition

L F - I
1 10 W np Y | 1]
C [ - W 1 .
JALr 1
F W] |-\.. ' |'\:--| .-,I F j
Jina
® 1 presantir inE
writhern r pt dar ti
5 i i y 6] lisr £k
Follow up
A & il Brrethir N
. vith o lax
RESOURCES
1] Bl e Bagsa
Community Action Mo 20 - Action notes
h na a Patit
" fualler .
Haw 1o Fuin B pressuns
group
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Demonstrations

We regularly sea pictures on television
and in the papers of pacple Marcning
wilh placards protesting againsi this or
that. Demonstrations can be a
powerlul way of geling peoplas
fealings across - particularly if they are
ey and invoive a good range of events
like fioats or actions thal dramatize
what you are protesting aboul [such as
seltting wp a playground on the Tawn
=all steps), Howasar (haey can go Dadly
wrang and can do your case great hirm
This saclion oks at when and hiow 1o
organise small local demonstrations

R

What demonstrations are for

There ara four main reasons for holding
a demonsiralion

v 10 gel pubdicily - demonstrations
Arg News

o show support for yvour cause
not just by numbers but also by
pagnle s '5!'r.i_:r_|-||— :I'! fealing

o @5 A way of kedping your midmba-
ship happy - demonsirations can
b greal morale boosiers - people
like to e daing 1hings

# as a means of bringing together a
numbeer of ditferent groups on an
IS5

bt

» dernonsirations fake a ot of
arganising (o be successiul. Ther
newsworhiness & adouble edgead
sword. If there 1s frouble, or if
lx0ks & shamibles, you could do a
great deal of harm 1o your wark

#« damonsirations can ba ke taking
a sledge hammer 1o crack a nul
You should ey simpler means Tirst
igea & Ouegbion of Tachcs)

Oinly use a demonstraton if you aresure
it will be successful. Don't iry anything
oo Bl wnlll you have hagd some
expariance of organksing smallar gwints

How demonstrations fit in

with other actions

Deemanstralions  are  ollen
suppor! othar 1achics, ke

ugesd I

* presaniing 8 petition 1o 8 counci
Commiias

= lobbying a councillor gr MP

What sort of demonstration

Demonsirations mnesd aliraclion, a
catch ling. Oid style marches wath
Danners and  SkDgans
nevwsworthy, Try to pul variety intowhat

YU are Ioing For instance wiy nod 1ry

Hn

are mol 80

& slregl Theatra = with a short play
aboiulf the problem you are prolast
ing about

o acliong which dramaliss jhe
problem such as préseniing a
dustbin of rubbish o the counc
wWno 12 not proveding a good HEter
colasiion

* using Noats or bangs (ke a
carmival proscessan)

*  Qiving away balloons wilh slogans
an nesm

* g march im gilencs

and 50 an

In shart try 1o make your demonsiration
special.

Size is gleo an mpariani consgaration
Small demonstrations can be effective -
like petitions ot depends on the ssues
Far instance a wvillage ball committes
mighl want 10 stop a youth club using
the hall The club might only have 20
mernbars but if they all turn up 1o
complain 19 the commitles then thal s
s, ALSG vou feed 10 W gh up g
with numbers, Smalker demonsiralions
are quicker and aasier [0 Organse - you
may have a greater impact because your
acieon is lopica

Planning

A lot of things that apply o Srganising
public meelings also fave o be bornain
mind when planming demonstrations (se
page 55

Getting support

It's oflen jusi not a gquestion of getting
wour own friends and members oull 1o
demonsiraie bul akso invalving  other
people and groups who hold simelar

vidbwd. For instance cuts in the amount
Lhé Cok Spemds On eOuCalson Gdasn |
sk :I!I__-r YRS GO it B al ol

(i Fl
!

%, L )
more groups that ang
possible &l ois yOur
aceuss you of biing unrepresentalive
Your cause migh! also be halped o you
can invalve well-known people - MiFs,
councillors. personalities etc. Certainly
1his will make the press more interasted

However whan invadving other groups
you Should remembar

fAavalved, The less

{er Qpponents [0

. 1 will add 1o the amownt of lime il

lakes 1o organga

=  you might iind yoursalves laken
over or naveng Yyour gemanics
alterad beyond recognition

Publicity
releases postiers

Pross callEls news-
[~

Shisels eIc, ofd rédvanl Sechns

In e advance publscily grve  Ciear
divails of assembly and meeling timas
and the roule

Time and place

Thera may well be g natural eme and
olace for the demons
council meating, Othanw sy YL s BD

think carafully

i Bl e
ratipn SLeCch a5 3

' Wen will The évenl have
mpact? - gl your timing rght hor
the prass, 1o embarass Yol
apgonents, when the publc wil
SRR YO

[he mas!

- whiEn Can Your SUDportirs SO ]

i largels’? - you magh
b able 1o combeng protests gt Sey
aral relevant places. For instanca
if you are campaigning o gel
batter opening hours al the swim
ming podl you might demonstrate
al the pogl

" Wil ang yo

oulside the Town Hall

in the main shopping arga

Demonstrations and the law

If the demonstraton
roads ihen you wil
with 1he police over

fimes. As 3 march

S Qoeng ower pubhc
have 10 Regohiate
pioEsible row
uses a public highway
within (he law. Howeeer, whare a

fEs ana

procession is large there i a danger of
sBatructing  he  Feg e Ey i h!.'
hold traffic pedestrians. By

/f r

|
; i"\,l

L




ping e pohice nobtice, (and taking
| ragvice), ey arng much morg hkaly
1A= 1 il " 14 af such an

"
= nadly, Local Acts often reguire

public places 10 give advance warning
150 1o the local Authority, This mus! be
a writimg and given 36 howurs B oane Thi
: o as the demonsiral Shops

sers of marches and meatings ir
d

. [Buch as whin assemb mg or i

ng al the end), the positicn

mas more complecabed T".-”_-

t greater possibility of cawsing an
tian and for s reason i1 15 best

g & migating place well away

the public highway. Howeser

y' LIL]

¥ v probdem of whers Yau

st afways get e owner of the lan

s S 8n0 I i | s
: s s Qmman i and
g AS Wweall & T1CHTE V0 \
propserty
thinking
I & raba
Acis and by
Cilice i5
snslal % by Bt i
: ¢ anly b
| Gy public places and il 1% usua
give 48 hours nohice 1o ihe local polhic
Start to finish
re i ik filrms
' f 7 and an
&R Tha sy 15 il e
1 g i seemible and
=1 £ K O a ] 183 0
hing  happer o Keep
4 C ed feresied du ] Lhie
K [al=Tagu][: L 5E ][

Leaflets/speakers/placards/
slogans

Make your placards clear and bag il you
want tham [ e read on (e press
phatagraphs). IUs olten good 10 Bring &
Bl & P isowr i DI00E FEOW 1ne CaMmeras
peck up the poke banners at foothal
maichas

I¥ wou are having a masbing if S
worthwhile crganising a p C address
system gvan if it is only a portable
megaphone, Alsa il yvouw are goung Lo
have paopls chanting or Sing
march - work oul 1he words L
WiRAS] laay ing thangs i The 1ast momeant
can b insparaliongl - you should give

yourseless lime 19 consider The impact

sl your slogans &1
Control
g I N AEad alu
. o a0 ifis rea Y Ehat
i i T ‘-'\--l ’ T4t g !l I tham
= ir r ¥
* what Rappens when a group porns
the demonstration that you
don'l want thera?
how do yow siop obscane Chanis?
 whal do you 39 whan you mead
pesasitian?

You should have people who have Clear
respansibility 1o marshall the
demonstration. On bigger events it's a
gaod idaa if thoy are identiied with an
armband or badge Communication is
important s have a portable
megaphong 50 the marshalls know what
16 do

trouble

Refreshments

If the event is going on 1or some lime

then il may be a good

gome reflreshmenls, 188, Sand
gto.. parircularly il 5 8 cold day. 11 you
are selhng thesa v a pubhc place you
ghould check wilh the police that if 15

On the day

HE i publie maahings - gl ERfnE Barly

check all the arrangemenis. try
ensure things go as planned

Follow up

Tou shoukd h I form
vour lollow ug v
on the demonsirati Wl

BENOWIg
*  igSUT A press release
IeEned 10 5ea whal

I yrd whal Furthier
AcChian neaas (0 De taken

- mamLan THo M N um CAMPagng
shouldn't end with demon
strations bul with the Changes you
Wani Deing mada

= fhank geople who gave help

RESOURCES

The best shorl guide o arganising a
damonsiration 15 in

Community Aclion Magazine No 41
olferwisa ook at

Christopher Hall How 10 run a pressure
group

The Communily Workers' Skills BManual

Seclion on stréed] Speaking

A must s Civil Liberty - The NCCL Guide




TAKING

ACTION

[=s

ﬁ Further forms
of action

In this seclion we deal wilh fwo main
types of action

1. Direct action
2. Appeals to ‘higher' authoritices
Direct Action

Taking dirgc! action is often & risky
business legally or politically or both!
Carelul thought needs 1o ba givean 1o
usEng such means as they could IIJ5-| a8
easily lgse you support as gain you i &
good ‘rule of thumb” is 1o use direct
action when olleEr maans have failed
Legal advice should always be taken
beforehand. It should Aever be
attempied wnless your case 2 sirong
AN You Can canmy |h|l'|g5 :l'll'l:l.i"=|""I 1 th
and

Doing it yourselves

At i1s most straightiarward diract action
might take pliace a5 & result of a group
feeling it was gelling nowhere with its
attempis 1@ inflluence a councill or
orgamnisation For instance, the qroup
mighi have been campaigning 1o get a
daralict site chégred 56 Rt if |;|:|..-I.r: ha
used as a small car park Tor local
resigents (1o get the cars off the road)
Bacause the council did nat seem to ba
daing anything the group organises
local residents 1o clear the sile and
padple begin o use e gpace. The
prabdem is that i1 is5 not their land, 20 that
technically they arae actimg (lagally. In
realify i1 i ihe sort of action that is ikely
to gain public Sympathy. Whather it
gams the counciks’ Sympalhy is anather
queastion - especially if they had ather
ideras for the site

Anather form of * direct action’ is to do
somaihing yourselves lor a day. For
inEténce you might be complaning
because thera 5 no school Cross ng
patrel on a busy road and o dreaw
atenticn 1o the issue a group member
|r|=5|hl ach as lolhpop man'woman lar a
diay whilsl arranging suitable publicity

Boycotts and non co-
operation

aAnoiber form of direct action is tha
baoycott. Basically all a boycott is, s
when a group or individual refuses to
have contact with somathing. The best
Enown recent example of this has besn
the call o athleles to boycoli the
CHympic Games. Local uses of the
boycoil meght be to ask people not (o
Duy goods al a priicular shop or not §
attend a particular masating Boycoits
should always be wsad with othear
taciics, such as using the prass
leafleting, atc

Picketing

in rconl years a 10l has besn wrken
aoul pick E-h'g l:ldl'l"lq sirikes. A pickel
5 usualhy th':il.l';h'. of as a small Qroup ot
[asize]alli] 5-|-'||'ll:|||'|-g oulside a particular lirm
ar building 1o peacelully give ofr geatl
imfgrmation from people q:.'ng into the
place, The narmal purposa of a pickat is
to ask people rof todeal with or work dor
Eha lerrm i Queestodn. A a result of recent
cases, pickels of things like shops or
private premises which are nol part of
an industrial dispute, can fufR iAlo
sencus legal difficullies with cldirms for
compansateon awarded 1or any Eoss of
business which occurs as a resull of the
pickel It would seam that picketingon a
particular issug outside a number of
differant buildings. by walk ng up and
down, lor instance, is okay. providing
the pavement or raad is not obstructed
orthere 5 no threal of a breach of the
peace. However pickating of a specific
builgdimg or Shop is very dodgy

Sit-ins and occupations

One of the aims of this methed has
gangrally been 10 100 the normal use of
th parbicular Dulding of roam Deing Sl
gt el [TalE: e Thus council chambers
have besn sat in so that council
mealings could nol go ahead

Ime otfer major ke of 1he mathod has
been where a particular facility. such as
g8 nursery school, Bas been closed
down, and Qroups have ocCupiad he
building 50 as o carry on with the
activety. Im e case of our ¢xample il
mught mean parents conlinud 16 run the
nursary school

The FIE'I_:I-H1 ve  nature of e lirg)
lgchnigue runs a great risk of 1oging any
sympathy the public or decision-makers
hivet for your case, Thal is aside from
any legal difficulties you mighi
ancounter. The mora positive a;.pr:.a.n:h
of continuing & Servicn s mora likaly o
GaIN you puble Sympathy (althowgh nod
the decision-makers sSympalhy?)
However 1t 18 similarly beser with egal
difficulties - the law of trespass, stc

Appealing te 'higher’
authorities

Whnen you have exhausted the other

tachies il 18 omelimes possible to use
highes autharitiog

One of these authorities is the
Ombudsman or “local awthority
COmmissioner The job of the

ombudsman is o investigate complaints
concarning bad adminisiration  or
injustice by local authorities. All you can
complain abowt to the commissioner is
ihe way in which a council does things
nol akpul e pros and cong of A
particular decrson. They can only ook
inia the case Il the local authonty has
first had a chance to Investigate and
have not done so. This all make
complaining to the local ombudsman a
fairly marginal tactic

Tha chance 1o maka other appeals

depends wery much on fhe naturg OF
your complaint and whd i1 s SinsC1ea al
For instanca [ wour campaign s

direcied at the Department of Social
Securily. they have a system of
trisunals. Whare there are cases of
discrimination against women, it s

possible (o use the Equal Opporiunities
Commission, Inspacial cases it might ba
possible 10 use the cowrts, for inStance
wihere you feel a council or organisation
15 acting ouiside the law. These sors o
appeals usually imvolve a great deal o
praparatory work and. especially in the
case of the courts, a lot of monay

Thig section has béen larguely basad on
Kike Winwood The Aclivisis Dilemma

Other uselul Sources wars
Communily Action Magazine

Community Workers' Skills Manual
A rmusl il you are thinking abouwt this sor
of achion .

Civil Liberty - The NCCL Guide bo Your
Righta




® Fund Raising

.l.l '-\.:I qQrogps ":Il.l':'l:'\E::l"_"'ll' fund TISING
tirme or ather, Youw nged monay
CAmMpAIgR. You
# [himgs you wani, Somelimes f lakes
HonE Time and enengy 1O el & Coumc§ Gr

yganisation 10 gomething, (like

nfEd money 1o run

gellling an exira pece of equipment 1or
] n club), 1m0 You went ot and

faidad the money 1oF ol

rarsing can be a real chore. It can
o be fun. How successiul wou are and

O MUCR you  a8njoy WauF mc
making Dosls down to iwo things - luck

and planning

19 3@ fund raising campaign
GAniSing e Campaigns wi
mave looked at in
andboak. You

ol

naad

Decide why you need the
money

Decide how much money you
need

k + B ¥ it
Ly i 1 1w IRl IR
1 NS
FOILI Frsl '
I ] g DL wani i
b ] | Mk Cca

Form a group to organise the
fund raising

] lases T and negds S
| R Beng able o Pand
1o [he pressadveris
e [ "|' " ¥ il
¥ ha I it T ¥
1 | e dodvl have
K u tc. ook 1 i
-- i la help, Theee may b
| Wglalts 1 il =r | 1
e i © Yy 1L I
=f 1A I cibwar loca

rganisations

can wusually be found in
from the local Councel ol
Social Servce, Qrganisations like the
Mowund Table, Bolary and the Lwons Club

1y’ or

wino raise a lol of money may be worlh
Approaching

STEP 4

Decide how you wanl to raise
the money

Choose somathing that is practical and
profitable - if somathing looks lika a ot
of hard work for litgtle reurn avdid i

Some gueslions you should ask arg

= Will you meed a number of fund
rasmmg Evends of Sanm vou gt whal
vou wanl from

o
] p L

* AN you gel the knownow and re-
SOUNCes you nead Do run the evant?
Don’t ba over TR 0ES, parsc-

ukarly if it 15 wour first evant

« [oes the way of fund raisimg fit in
with the thing you are getling
monay {ar? For instance. a spon-
sorgd silence 10 support a club for
the di 1 Qoo of dramat

1Eimg your ¢lfar]s

al s 1wy

= Do people who arg graong the cash
-h
gl ‘walue lar iheir m y F - WL
#ant ihem 10 give agam

&n Carefully - Ty I Eo deave thindgs 1S
ance. ¥i 1 therg Bre many ways af
RIS ITEDMEY . € 15 of sorme sort, ane

F M3EE COMmiman hggs A58 tha ma

ohis inwolved in organ syt

Cosling the event

Wiork aul what the oven
alyl rermembdr (o onclude
Adver hisEmenls

v Afvy gQoods’
Check this

WL Wl

ik
NATges

YLl g Lo by

printing, B

igAINSt 1M armount you think

s L2 =)

Chogsing the right date and time

(a5 saursall el Wi o gel he
L L =ik
L gt
5= [Nig Afa
| s

cup hinals ama
1 sensible time, eg
O E Rl s bl oweil foma Or § o clock

e mormimg

Choasing the place

Heople have gol 1o be able to gel to the
You need A Duilding or
place that is going to Tit your nesds, ag
like having a kitchen, (oilels, car parking
I for fire and safely
for the numbears you

FYEMN aRsHy

are

Letling people Kknow aboul the evenl

L3l an vtem in e lpcal papers andlake g
Lrnall ad n the What's on’ ealumn, Make
posters, lealiets etc. (See the sections
an l".'"..’li'l-:':l;l Mews and Pub 1S

Managing the evenl

It's often a good idea 1o nave one person
who [akes overall responsibty fof
SuperIZing and co-ordinating the event
s ihat things don 't get done twice and
decisions can be made gquickly

Getting helpers

Make a list of the jobs thal rsed doing
and af thé geopleé tRal m gnt be able Io
hedp, Don't lumber individeals with 100
much = try 1o share jobs out tairly, Ask
paople garly so that they don't fix up
da other things an the day of 1he ey
Try 10 gree them as Tull a picture as
possible of what you want them to do
The baller grganised things appear, the
mare hkely pegple will give thedsr help
Make gure you have encugh padple

Don't forgel any specialist help you
meght nead - hke first aid arrangements
WL Aask 51 John's Ambulance
Brigade or the Red Cross to help on big
svenis

can

Other people 1o confact

IT i1 ig a big event or i% happening in &
place  where you  might cause  an
abstruction or iInconvenience, then lalk
15 the palice

Keep labs on whal i happening

Make a hst of all the jobs, who s
Suppoged 1o do tham and whéen . Yoo will
need saveragl meanngs n WERERS
before the event to check whether things
have bean dJone and o take acton i

i
somelhing wnespecied crops up

(Lp]5]

Gigt insurance cover

Yo %k '

d make sure thal in |

CAsE O
accidents thefl elc you are insured
MM rwige voiLl San

FARSE IS LT

oSE more 1han voL

[f={uL on page BY )

Keep people involved

IT the fund rakseng group 1S a8 "suld groap
o1 a8 bigger commlies
olners know whats happaming. Alzo
Keep agthar mamiers o0 ihe pecture A& 11
of the success of fund rasmng evens
depends on word o mouth

Mdke S

:l._:'i. i |:_|

I




On the day

Whilst differant gwEnts involve differand
jobs - thore are some basic rules 1o al
Evenls, make suri thal 1hers is

=  Someons responsible Ior each
actity and 1hat they know how 1o
deal wilth the problems that ars
likedy to happen

¢  Someone whose only job s bo co
ordinate what paople are doing

« Tight contrel on mongy - don'l
leave it lyeng about and if iF's going
to e & lot, make arrangements to
keep it safe after theevent {pul itin
the Bank as guickly as possible)

+*  Fraparation in case of emergency
B o Ko whera tha fire axtin-
quishears ara. thal someonse i5
around who can deal with the
RILEIE: amargencses k& n pRing
rownd theshops whan the cantegn
& running ocut of tea bags

«  Plenty of ume left to chean up

Following up
Aftar 1he avent
*  Try to thank everyons who halped
&  Publicize the armcunt you rased
®  Hawe 4 maeting of the group 1o
lalk abouwl how things went, whal

can be earni or fulure events

=  Spend (e money on what YU S81d
Vol would

Jumble Sales

Jumble sabes are one ol e most
common ways ol raizing money. Thay

adont involse the group i having to
ayvout & lot of monay but they 4o invode
a lof of arganization. This is what you
need

A hall - 11 should have a kitchen so that
you can provide tea and collee, totlets
and vf possible a lol ol the eguipmeant

VL MeEaed

Somewhere to store the
Someona’s garage is idaa

5 dry

jumbde -

Brosiging i

Equipment

Flenty of tables Tor stalls

Chairs

Coal stands (i wou Can borrow Some)
hangers 1o display the clathes

Card and fell 1 P pens dor B1Qms

Sticky labels and tags for prices
Crrawing pns'sellptapa sinng

P!E"nig' ot big plastic Dags and boxes o
collect/slore’gat md of jumble

Toms = kl?r'ﬂ."l'l'"i"' pliars/ screw drivers

Helpars
You will need people to

Collect the jurmibhe

S it

S¢1 up e hal

Ruf e $tall (a1 léas! wd helpers on
AL )

Iake manay on the doos

To look after and collect money
sialls during the sale

Bun the refreshments

Cover first aid

Co-ordinate things

Pubdlicisa the avent

frorm e

Jumble - ¥ ou need good quality
the main ypes of saleable jumi

CISEne&s |(&spadiiily

good

evaryday Cloines and ch I3rans WwWear)

Books, [oys and bric-a-brac. 1o get 11 ask

iriends and family for jumble. AlsD

arrange B8 callection round tha

neighbaurhood. To 00 this you

1. Daliver a laafla! to the houses on
e asiaie 1
calling to g
have any

ol
g yvou will be

umble o By

Caliect the jumble an the ¢vaning

you SBid you would

il

3. Sor the jumble oul - be ough -
chuck oul things that are not going
ta Sall, Put the jumble imo the

slEls you want - 1of iInstance

Kiddias clathing
Msrswear
WomEnswear
P e

Books atc

& Price tha articles
cheap (bui watch
undarprice = il 5 best 0
jumbple sales run Dy
and get an idea of prices

ythér peopls

3. I you have got some really good
stutt it might be worlh Keeping il
biack and holding 8 'good as new
Sale gr auction - &8 you will be able
[} i.|'l|-]":.il.' monae, AlsD gel someons
WD EnOws aBout anligues/ brc-a-
brac o Qive you an 0ea of prices
an these lems, as it may ba ba
1o putl those nto an ani B
auction or o sall separately 1C
dealars

Oither stalls - You mightc
a jam/cake/groceres stall - |1 people
naven 1 gol pumbké Ihen you Could ask
fhem [0 give somathing alse. Also you
might think abouwl having a raffle (ihere
arg laws aboul rallies - s88 resoUurces

Organisation

onsicer having

= | save yoursall plenty of imea 1o sel
up ie hall and stalls. You wil
narmally need a moarmng oF an
evaning to prepare

®  Have 8 "mesting of all ihe helpars
at the same me 10 50ri oul any
problems, deal with any last
minute bits aof information and
check averybody knows 1heir jobs

the kall 15-30

* Ask helpers o ba in
minutes beforg the sale s dua o

Gpan

i @y POF IR SIAINE and
TICEE SaMES LS 8
=neCRout sysiem
ratfer tRan Ranang pEople TAKING
mOngy &l IR STAHSE
L A atch security - & kol of thengs can
el SI3HEN BT |uMDlE 58185

= You are not Bkely 1o sall all the

smibie, 50 arrange to disposa of il
after the or for someons 10
store it i clothes deédlers will

& arvd capllect sirmigiht after the




a-skde teams.

Mame of participant

CHILTUM YOUTH CLUB

Fairbrow Sireet, Welton, Brucks.
Tel: Welton 1334

Sponsored Silence

Participants will be trying to keep quiet lor two hours staring at 6.30pm on 11th July, 1980, You pay for every &
minules they can keep quiet. The money 5 being raised to buy new football strips for the under 14 boys and girls five-

Sigrumd

Address
NAME ADDRESS SIGNATURE g"é"ic”; A s ELEU“T
: =, —— PN =i
TOTALS [
The above participant kept quiet for minules

Otficial Sieward

Sponsored Events

Sponsored avents can be quite big
mipney spinngrs for wary litthe work,
There are hundreds of differant types of
sponsored owvent. For instance,
LTS PR

willks

TwWims

silences

fasts

Iitlér clearance
dancing

The pringiple is the sama for all of them -
the people laking par persuade athers -
frignds, farmily, people at school orwork,
e pay a specilic amounl per
howr mile’ lengindbag of rubbish' and 55
on

Good fund raisers are when you geat
sponsorship fo do something that is
socially useful like cleanng liter of
ke-e-plng qubat’

Things like sponsored walks have
tended to go owt of favour as they
invalve quite a tol of organisation -
marking out the roule, preparing
refreshments, roube marshalls - and they
Rave not had a good safety record. I you
are danng somathing like Ehis 115 bBest 1o
hawe a circular route somewhere safe
Itk an a playing field and ensure you

hawe first aid people on hand. Similar
care has o be takenm with evenis like
SWIIMS

Tha first thing 1o do is to choose the
activity you wantand decide on a rate for
the job, that iz to say whether you will
charge per hour/S mins/ per bag of
rubbish elc. Take care on this one
particularly when you are doing
something differant - it's very difficult to
know how many bags of rubbish you
rmight fill 50t might be bestio goon time
taken

Then sel a date, four 19 5ix weeks away,
for the event to tlake place

Gl'-"‘?' aul sponsor sheets 10 everyong
who is going o fake part, They should
ook somathing like the onge on this
page

Sponsor lorms should say exacily whal
the gvant s, whal tha MmOy % goirg o
e usad for and Qe ({5 1] SPONSOT SO
rdea of winal they will have [o pay - inihe
example il the person keeps gueet lor 2
NOrs H"lE':.I' will have 1o [l aull 24 2 the
amaount they said. Faollow fhe basics as
E-IJQ'EEE-‘IW i the tirst par ol this section

Al ine same time you should glve oul an
information sheet to participants which
gives detads of the evenl. the rules and
who the crganiser is. If the evant is fo

inealva childran wou will nosd 10 get

their parents permission beforehand

The arganiser should keep a list of the
namies of participants 50 that &'ha can
chase people up

Dwring the gwent you should callect in
the sponsor forms, add them up (keep a
Aote af the amounis) and then igin therm
and give them back whan the event 15
ower =g thal parm:ipan:s can collect in
the Mney Aemamber o pravede
rafreshments Tor he |F-I!'I"5 and
FIE"IIGII:IHFIH. and be I:II'EPE.TE'I:I fir
accidents and the uﬂE.l!pEHHE{I.

Sel a time himil fof when you want the
MOfEy I, Bncourage people 1o coflect it
as Gguickly as possible - peopies
Mmemories are anor!

Chasging up is the most difficull, but the
most imporian! part,. This s often
forgoiten as people Seem 0o relax after
tha avent,

For the mose special’ evenls you may
have o talk to the local council and
police =m0 as to make special
arrangamants. For Iinstance in the case
of a sponsored litber collection you may
hawe to check with the unions {50 that
you are not sean doing the work of tha
dustmen], the refuse deparimant. the
owners of the land you arg "cleaning and
50 0N

&7
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Getting donations

This meihod of lund raising involves you
in approaching specific people and
organisations and asking lor monay
There are four main groups!

*  lacal indusiry and shops

= [acal and natsonal tresis and
charities

* [ocal government

* ndividuals

Firms, trusts and Charities

When 'I:I-\".'-hll"lg around for people 10
approach 1hink ﬂarﬂ“u"y aboul whathar
Wour cause 15 'II'I.E|'\:.' 1o appaal o tham
Charities and trusis often have rules
aboul who and what they will give
MCnEY Lo, It may banecessany 10Co a DIt
of cosmelic work on your case s that it
appeals. Don't waste lime writing to
places whare you are likaly 19 gal a
refusal

The letter you send should Tollow thesa
points

* Be brief and Clear - Iry 190 gel
@vdrything o wani 16 Say onf ane
side of A4 paper

¥ Type your eilers 30 thal they are
=asihy read. Be sure ine signaturne
15 clear

* Explain what ihe group does - who
it helps and why, plus what plans
yvou have for the fulure

*  Say why the group nesds funds
now = bow would the donaton be
spent. include a relevant budget
Make sure the tigures are
acourale

* Present youl Qroup as being
spaciukl - why they Should give o
wau ralther than anyane elsa

v Make it clear if you are
Approaciing oOther peOpie andg
whather you have recewved any
oiher funds 1o dale

* Show whats in it for the
firm/forganisaiion [(wheare
approprialaly eg. if the donation is
gonng to be publicised

* Write to the right parson. Find out,
(by telephone), who makes the
dacisions on appeals. Also, don’
[REES appmal;h Hats managemant in
firmis: trade union Branches and
workers sodial clubs are always
wirth & 1ry

You can make & lst of hEaly linms o
approach by asking round for
suggestions, laoking i the local paper -
ads as wall 4% Aews lems - The yellow
pages and the local chamber of trade
dirpciory. Al ask wn your library far
details af local companees Two books
wWarth |l}:lhl“‘-l;| at ara

Company Information - Wnited

Kingdom {Kompass)

Key British Enterprises (Dun  and

Bradstreet Lid)

For delails of the trusts and charites
wio may give you money anofher iripto
fhe ibrary (& neccessary to look in

The Directory of Grant Making Trusts
[Charities &id Foundation)

Also write (o the Chief Executive of your
district council asking to inspect the
indax of local chartable trusts as this
has most of the local ones listed

Youth QraUEs should also approach
thair local Association for imformalicn
about youth frugts

The other possible source of money are
grganisations like The Lisns Clubs,
Raotary and Round Table, who rase
moniy for charitable causes. For details
el i Organisalon aszk al the ler.EIr':.-.
local Council of Social Serdice or
Citizems’ Advice Bureau

Local government

Local Authorities often help youlh and
communily groups bul 1he amount They
arg préparéd (o give varies from arnea (o
ared. You may have 1o wrile a similar
l&ller as o trusts etc. bul many local
Aulharities hRave special EFD|IEB|IG|'I
fofms ate. Tha o of information You
naad i

=  Who makas grants. Some councils
mave a legal responsibility for
certain areas of work like County
Councils and education. Bul don't
just go for the obvicus. oflen local
parish and town councils will give
small donations

o Wha ar what 15 Higitle for mondy

* Wha ihe nghl person to approach
i%. Loak for titles like “Commumnily
Development Dilices™ or “Youth
& 'I::-::ln'“ln'-unlly Diteer”, Fod
small councils, wrile to the Clerk.

v How do you make an apphcalion

For adwvice, again agproach your local
Coundcil 0! Social Serdice or local Youth
Agsacialaon

{Alse zes page 40
Channelis).

Using Normal

Individuals

When approaching individeals  for
maonay it 15 wsially better 1o make your
lgttar more QE'-E'TIH! and personal, You
shauld pick your targets with card, One
way of doing this s to select ihe
neighbourhood where youw [hink
pecple are likely (o contnibule (o your
cause and deliver & personal letlar 10
ea&Ch hoeese. You can ge1 1M narmes ang
addresses from the electoral 7ol i the
library. Think carefully about
presantanon

&=

Collections

Dioor fo doar and street collections ane &
good way of getling money largely
because they don’l invalve laying out
much maney balorehand, Flowaver, tha
laws concerning this sort of collecting
are very light

Betore you can go door to oo o Sire
collecting you have to gat alicencd from
ihe police for the area, Intheory you can
apply a meonth in advance of e
proposed collection date, inpractico il is
advisable to apply 8 year in advance

Collections do noed careful planning oo
that 1he same peopie don't gl asked for
money auer and over again. Using a
girgl map, divide the roads into areas
and tck tham off whan wo have g0l a
valunteer [0 collect from Thoge straals
HEEE‘ B ol ol whio does what

Colleciors have o be at keast 16 and
should always be palite when asking for
money. On streel collections avoid
chbstrucling the pavement or making a
nuisance of yourselves, If you are doing
ihe sort of codlection where peopie pul
monay in envelopes then these can be
delwvered by peopie under 16, Colleciors
also nead to have spacial identification
[you will get details when you apply far
parmission to colhesst)

Some ypes of callection dont hawe 18
be licenced. For instance pub
collections can be very profitable (and
harardous!] (rom 9pm ofwards on pay
IJB','E- arnd weekands. To do this Wi
should H"H'Ejlﬁ ask 1he publican's
Earmisseon H:DE-TI"'-E‘IIHIE::.-' ask nim/her if
you could keave 1he colbecton fen in tho
par for g lew weaks 1T you 00 this, lof
the par staff know what the collaction is
about and, if possible |leave soma
eaflats that explain things

—




Other Fund Raising
Ideas

Doing jobs. Thers are any number of
pogsibilities herg, For inslance

babysitting service
Sar wakhgs
garcening

Stunts. Unusual ewents that can be
inked with things like sireet collections
or fétes. For instance:

miles of pannies

tiddly winks compatitions
balloon race

record breaking attempis

Collecting goods., Here the group
callects things like old postage stamps
trading stamps (like Co-op and Grean
shigld sltamps) or old newspapers
Trading stamps can be exchanged wiih
the campanies for cash, postage stamps
soid e local stamp dealers and old
newspapers sold by the ton 14 firms that
recycle pager

Soclal evenis- Discos Barbecues Bingo
Films/Concerns/Fantomime/ Dances
Cheese and Wine Party. All evenis need
a8 lot of time and organisation if they arne
to be successful

Seflling stuff. A ot of groups make
manay by selling siuff. For instance:

Food/confectionary

Peng Cards
Gifs

A0 TS

Tmerg are a number of firms who
specialise in supplying fund raising
SoBa% [0 gQroups The probdam w:*.:.'
gelling i% that you are liable to get lefl
with unwanted goods and thereby lose
your profif. Algo it invedwes a large oullay
10 51Aamn

Insurance

Mottt youlh groups amd many
ComMurily groups have some form ol
rsufance. Thi three main Iypes (o be

S

COMSsdernsd arg
Public liability insurance

5 o5 sometimes called legal Hakality o
parly mEurance and 15 a musl,

0

o =

FONe 13 injured by Say Inpping on a
¢ flipofr poard which has nol been
gl of made senously il by food
ponsonang form the use of dirly kilchen
egupment, (hey can Sud 1he qroupelitis
Fought that the group has boen
s=piegent. If negligence s prowed, the

T sabon rewarded can be wery
Begh - E50.000 or maore

Fersonal acciden! insurance

o ol The members or helpers meeis

ER BR accipenl (nol  necoesgainly
et avyDody 3 fadull) whilst lakeng
A roup actvity. then they can De

compansated. There is no reason 1o
have this by law bul many groups fee
undar a maoral obligation ta insure for
this. Risky evenis like sponsored
pargchiule jumps &g witll n@ged sSpecia
INSUranca

Fire, thelt and all risks insurance

IT the gvent you are holding involves tha
use of valuable squipmeant or ihe sale of
expensive goods it is sansible 10 insure
Bgainst teeir loss

Members of youlh clubs thal are
affiliated to NAYC can join spacial
Imsuyrancg schemes 10 cover all these
risks. Details can ba got from yaur [ecal
Azsociation of Youlh Clubs

RESOURCE

Hilary Blume Fund Raising - &
Comprehensive Handbook, Roulledge
Kegan Paul (1977)

This 5 4 uselul Randboaok - 1l covers
mast of ke major things like flag days
sales, fetes, raising monay from frusis
and indusiry

Aedmond Mullin The Fund Raising
Handbook. Mowbrays (1875)

This ook is mose suited 1o Ul-:]gE"
-:Jrg.:n:sat--:un-a and bodies and 5 a q uide
10 the whole process of lund ras ng wilh
particular eamphasis on getting
donations'granis

Fund Raising - a collection of ideas for
ralsing funds, The Scoul Association
Baden Powell House, Cueens Gale
London 'WiC24A 18

A uselul collection of down o @arlh
idzas Tor fund rasing and how o do
ITham

Fund Raising: Age Concern action
guide, Age Concern, Bornard Sunley
Maowse, 60 Pilcairm Road, Milcham
Surrpy R4 3L

A good starter booklel il yow have not
been involved in fund rasing before

Fund Raising for and by small groups ol
volunlears, The Voluniear Centra, 20
Lower Kings Road, Berkhamsled, Herls
{19480)

This bogok 45 a shord bt uselul
introdusclion  to  raising  lunds  wia
donatsons/gramts wilth a fairly extensive
hst of possable frusts to approach. A Gil
pricey buf could be good value il yvou gel
SOMe money wsing it




Resources

If wou want advice about taking action it
iz worth |eoking around |ocally. You
cowld ask

® other lacal pressure groups
+  youlh and community woarkers

« the tocal Council of Valuntary
Qrganisalions

v your lacal Youth Association'
Assaciation af Youll Clubs

v local political parties (where
appropriata)

Tha main books wsed in whbing s
s@ctian werg as Tollows:

Communily Action Magazine

PO Box 665, London, SW1x aDZ Tel O1
251 3008

l::l}f"l'-"l'..l'lllﬁ' Action reports on what s
happening in Tenants and Action
G roups and community campaigns and
has feature articles on ¥arious SSuUes
plus occasional practical nobes on how
to organise. It also publishes the
Investigators’ Handbook. The magazing
comes cul B times a year

Communily Projects’ Foundalion
Communily Groups” Handbooks
obfainable from 7 Leonard Sirest

London EC2A 440

These are a series of five booklets
dealing with different  aspects of
community groups

The Community Workers' Skills Manual,
Association of Community Waorkers,
ACW. Colombo Strgel Sports and
Community Course, Calombo Street
Lafdan SE1

The Directory of Soccial Change
Community London, Wildwood House
1977 obtainable form DOSC ar 9
Mansfield Place, London NW3

This book has exiansive Secions on
commuenity achion, Ccommunity arts
COMMunicalions and resources

The Directory of Social Change
Campaigning and Lobbying, London
1678

Thi% i5 a rather wordy pack of transcripts
al some Seminars they held on
CAFT pAIGNING

Tony Gibson People Power London,
Pgriguin 1979

Asgide from a very useful Fact Bank the
book containg  @ight accounts ol
CAMBEIGHL BClIGNS

g e A

i L o o

How Lo ruf & pressune

group London, Aldine Paperbacks 1974

A book based argely on the experience
ol campaigning on  envirgnmeanial
IRHLES

Bab Houllon The Activisl's Handbook
London, Arrow Books, 1975

A shor ';LI-IZIE' largely aimed at trade
unionisis but useful 1o community
activists It has sections on role
ralatbignships and Social groups
‘wiprking the system’ and on dealing with
fhe madia

Antany Jay The Househalder's Guide to
Community Delence Against
Bureaucralic Aggression, London
Jonathan Cape 1972

Based on & fegturg whtten for the
Sunday Times Magazing this shart book
{now out of print) gives a o1 of hints
aboul campiining. 11 was written largely
far the an vur&nmen'.al-'::lan.—*mg |ilE|‘2-:|-'

Deniz Machhane Using the Media

London, Fiuto Fress 1973

A very comprehensive guide to dealing
with the press, @lewision and radic.

Civil Liberty - The NCCL Guide, London
Penguin 1978

The guide 5 an absolule must far
Qroups

Ann Taylor and Jim Frylh Political
Action, London, Arrow 18973

Another Book fram the Trade Union
Indusirial Studies Serigs which, whilst
aimed at trade unigns and political
action, does Rhave relavance 1o
communily campaigning

Michasl G Winwood The Activisis’
Dilemma - Local Governmen! Decision-
Making and How io Inlluence i,
Swindon, Thamesdown Voluntary
Service Council 1857

An extended set of course nofes
Cbtainable from TWSC, Farringdon
Housa, 1 Farringdon Road, Swindon
SM1 SR Tel: (0793) 38394

The political pariies also produce
material that has been wery helpful in
puthing this sechicon thgalher Wa used
materal fram

The Associalion of Libesal Councillars
The Bircheliffe Centra

Hebden Bridge

West Yorkshirg

HXT EDG

The Consenalmnne Fary
32 Smitn Sgquare
LOMDOMN

SR AHH

The Labour Party
144-152 ‘Walwaorth Road
LOMNDON

CLEA T T
Sty 174

Im @l malerial was

spocifically wrnithen for party activists

thirgd casas tho

PEOPLE POWER ©
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Organise is a bajgue. bobi
an  practical polgg 10
youth amd comm
groups.

Part One describes a way of
working and making
decisions in groups that ks
both personal and demo-
cratic.

Part Two provides astep-by-
step approach to gebting
information,

Pari Three (8 a compre-
hansive guide 1o iaking
action. It includes sections
on getting members,
lobbying, wsing the press
organising petitions  and
public mesatings and much
mara basides,

This handbook will be of
particular use 1o anybody
inv¥alved in social and
poditical education,

Mark Smith is co-ordinator
of the NAYC Political
Education Progect He has
b invodved in oa wids -
range o communily and-
action groups and was a
local councillor for two
yoears,
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