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Introduction

How to use this Handbook

1.  References.  


a.  FM 22-100, Leadership, June 1999.


b.  FM 25-101, Battle Focused Training, September 1990. 

c. DA Pamphlet 350-20, Unit Equal Opportunity Training Guide. 

d. Army Consideration of Others Handbook.

e. USAREUR Memorandum, subject: Consideration of Others Program, 5 August 

1998.


f.  7th ATC Discussion Technique Trainer Course Program of Instruction.

g. 1st Infantry Division Regulation 600-21, Human Relations and Equal Opportunity

Program, 1 May 2000


h.  Model for Solving Critical Incidents, John Gray Associates, August 1997.

2.  Purpose.  This handbook provides the basic tools for conducting Respect Program training by middle leaders, first line supervisors and designated facilitators/trainers.  Respect Program training must be conducted in small groups by a trained facilitator.  While EO Advisors and 7th ATC Discussion Technique Trainer Course graduates are certified to lead small groups, all middle leaders and 1st line supervisors responsible for training their personnel may not have yet attended facilitator training.   This handbook is intended for them.

3.  Assumption.  


a.  Commanders are assessing their units IAW 1st ID Regulation 600-21 to determine their human relations (EO, harassment, domestic abuse, etc., see Annex D, Appendix 2) training requirements and issue guidance.


b.  Commanders in turn are scheduling time (at least 2 hours per quarter) to train and are ensuring it is conducted to standard via small groups and a facilitator.

3.  Using this handbook.


a.  Step 1.  Obtain guidance on the subject to be taught.  


b.  Step 2.  Research the topic/subject.  

· Browse AR 600-20 chapters 6 and 7.

· Browse the Army Consideration of Others Handbook lessons (see your EOA)

· Consult your EOA, Family Advocacy Program Manager, SJA, Chaplain or other subject matter expert.


c.  Step 3.  Develop a critical incident scenario relating the subject to your unit or installation as appropriate.  See Appendix 1.


d.  Step 4.  Prepare to facilitate the small group session.  Designate a co-facilitator and both of you study chapter 1 of this handbook.  Study Appendices 2-4 dealing with various facilitator skills and handling conflict in groups.  


e.  Step 5.  Execute the session.  Study chapter 2.  Be prepared to conduct the session as opportunities arise either concurrently with other training or as time becomes available.


f.  Step 6.  Report completion and/or back brief appropriate chain of command or training NCO/officer as appropriate.  Assess your performance and prepare to do it again as required.

4.  Although small group facilitation is not a formal presentation, there may be times when you have to make a presentation.  Appendix 5 provides some useful tips and suggestions if you must make a presentation.

5.  Points of contact are all Brigade EO Advisors and Division EO at 350-7255.

Chapter 1

Planning and Preparing Small Group Respect Program Training Sessions

1.  Planning.  

a. Obtain the topic, subject, issue or problem from the commander, for example, the

commander recently completed the EOCAS and was back briefed by the brigade EOA.  Based on the results and commander’s observations in the company area and motor pool, the commander determined there is a potential problem between racial groups based on the evidence of racial jokes in the workplace and tolerance by leaders.  The commander directs that EO training this quarter will be on diversity.

· Topic: Understanding and appreciating diversity

b. Develop a goal statement.  This provides a direction

for the session, for example:

· Goal: Participants will gain some skills and awareness in managing diversity and working with personal prejudices and institutional practices, which make differences deficit.

c. Develop objectives to support the goal.  These are the

specific outcomes when accomplished achieve the goal, for example:

· Objective 1: Participants will recognize the differences among the various forms of prejudice and inequity.

· Objective 2: Participants will examine sources of prejudiced attitudes.

· Objective 3: Participants will develop strategies for dealing with personal prejudices and institutional inequities.


d.  Determine requirements, constraints and restraints.



(1) Time availability and scheduling.  Prepare “opportunity training” contingency.



(2) Location, facilities and equipment needs.



(3) Training aids, handouts, automation, etc.


e.  Know your group.



(1) Participants’ current knowledge of and attitudes regarding the proposed topic.



(2) Participants’ demographic (cultural and ethnic) diversity and experiences.


f.  Analyze current situation that may include current events, policies, command climate training OPTEMPO, etc. that may impact the session or its outcome.


g.  Select a co-facilitator.  The co-facilitator’s primary function is to ensure the group remains on task.  Additionally, it may be appropriate to split the session assigning portions to the co-facilitator; therefore it is important to choose one to complement your style.


h.  Tips for building an effective facilitation team.



(1) Remain in the room even when your partner is facilitating.



(2) Offer to record on chart paper and observe or manage small group interactions, role-plays, and other activities.



(3) Discuss intervention/interjection techniques with co-facilitator prior to session.



(4) Use facilitators so that their unique talents, such as preparing visual aids, playing music, role playing in demonstrations/scenarios, recording group conversation, etc. are maximized.



(5) Initiate prompt handling of disruptive or intrusive participants or other distractions while partners are facilitating.

2.  Preparation.


a.  Logistics.



(1) Check site in advance to ensure that room is flexible enough to be rearranged if necessary.



(2) Ensure chairs are comfortable (especially for long sessions).  Have tables available if needed/required.





(3) Check audio visual aids to ensure they work.  Check easels, markers, etc.

  

(4) If refreshments are to be available, make sure they are delivered on time.  Do not let them (refreshments) become a distracter.

 

(5) Check supply of pens, pencils and note taking paper for participants’ use.  Ensure enough handouts are available for all participants.

  

(6) Have copying source available for use if needed.



(7) In advance, inform all students of your expectations for their attendance in regards to being on time not leaving before sessions officially ends.


b.  Establish the learning environment.



(1) Post the goals and objectives.



(2) Arrange seats in a circle, facilitator sits opposite the co-facilitator.



(3) Participants’ access to audio-visual material and their ability to see it.



(4) Adjust room temperature.



(5) Adequate room for spreading out training aids.   
    



(6) Prior preparation and placement of easels, GTAs, overhead projectors, etc.



(7) Arrange all material (handouts) in a sequential, orderly, accessible fashion.


c.  Rehearse with the co-facilitator.

Chapter 2

Executing the Small Group Session
1.  In order for true exchanges to take place in a small group, there must be a certain level of trust among the participants and a feeling of “safety” within the group.  One way to accomplish this is to establish “group rules” that are agreed to by the group before the discussion begins.

2.  As the leader or facilitator it will be your function to help the group come to agreement on these ground rules.  Following is a helpful agenda.


a.  Introduce yourself to the group, possibly adding something that describes you such as why you are here or what you do if the group is not familiar with you.


b.  Ask the group to introduce themselves, as you did.


c.  Explain that the purpose of these groups is to bring about understanding about the session topic and how each of us react to certain critical incidents and why.


d.  Explain that to help this communication, you suggest that the group needs to have a process that creates a safe place to have such a discussion and that before examining the critical incidents; you would like the group to establish some guidelines.


e.  Suggested guidelines or ground rules.

· We are here to discuss and not to debate.  We want understanding of each other’s position, not victory for our own.
· Be nice to each other.  Respect each position and do not interrupt when someone is speaking.

· Speak in turn when called on.

· We want to hear from everyone who wants to speak, so we will take turns.  It is not mandatory that everyone speaks, but we would like everyone’s input.

· Speak from your own experience.  Do not speak on behalf of a group and avoid “we” and “they” statements.

· Ask if anyone else has any ground rules to suggest.

· Ask, “Is there anyone who cannot agree with these guidelines or would like to modify any of them?”  Repeat this question, if needed, until there is group agreement on the ground rules.

f.  Ask someone to take notes on behalf of the group.

g. Begin discussion of critical incidents.  Follow instructions in Appendix 1.

h. Your role as facilitator limits your participation in the discussion.  Bring “light” 

not “heat” to the discussion.

i. At the end of the session, ask for the group’s reaction to the process and how 

they felt about it.  Use this to improve your next session.

3.  Facilitator DO’S and DON’T’S

DO


· Position your body so that you face the group.

· Smile at individuals

· Listen carefully while they talk.

· Watch while they are talking.

· Maintain eye contact.

·  Nod affirmatively.

· Talk with all group members.

DON’T

· Turn your back to part of the group.

· Frown or look judgmental.

· Shuffle papers or look at your watch.

· Avoid eye contact or stare at individuals.

· Remain impassive

· Talk to only a few people.

Appendix 1

Critical Incident Scenario Development and Usage
1.  Critical incident scenarios are used as the vehicle to ask questions to the group enabling the group to accomplish the objectives in a direction toward accomplishing the goal.  It is nothing more than a scenario in which an issue or problem is embedded.  Depending on the issue or problem, it may stand alone.  If not, you should develop a realistic brief scenario to demonstrate relevance and application or impact in the unit. 

2.  Given the example from chapter 1, following is an example of a suitable critical incident scenario.

· The Company is preparing to deploy to Hohenfels for a CMTC training rotation.  While the majority of the Company is in the motor pool, a group of soldiers are huddled around the back of a Bradley laughing.  In the group were several soldiers and NCOs from 2nd platoon; the platoon leader was in the next Bradley sitting on one of the dismount seats seeming to enjoy the joke he just overheard.  Meanwhile other Company soldiers are moving up and down the line preparing for the pre combat inspection.  The joke contained vulgar language and cruelly attacked and made fun of people with colored skin.
3. Once the scenario is developed, leading questions must be asked of the group to generate discussion.  Remember the objectives and guide the discussion towards accomplishing them.  The facilitator should focus on keeping the discussion going while the co-facilitator keeps the discussion on task and interjects as appropriate.  Following are a suggested set of standard questions that will work in most scenarios.  

· What is the perceived problem?
· What is the real problem?
· Where is the problem?
· When is it a problem?
· For whom is it a problem?
· What is likely to happen in the future if something is not done?
· What corrective actions would you take in resolving the problem?
4.  After a problem or issue is reformulated, there will be a tendency to move toward a solution right away.  It may be more helpful, however, to get a better grasp on the problem.  You can do this by trying to identify the real causes and consequences of the problem using these questions:

· What are the causes?  Which causes are most treatable?
· What are the consequences?  What consequences are most undesirable?
  
5.  Finally, it is helpful to clarify reasons or motivation for attacking the problem.  This is very important!  Without motivation to solve the problem, halfhearted problem solving attempts are likely to occur.  Use the following self-interest question because self interest, perhaps, more than love or moral imperatives guide most problem solving efforts.

· What do I/we gain by solving this problem?
 
Appendix 2

Communication Skills and Techniques

1.  Communication skills.

a. Verbal

b. Non-verbal (facial expressions, gestures, body

movements, etc.)


c.  Listening 

2.  Factors affecting/enhancing communication.

a. Voice (volume, tone, and inflection)

b. Use of questions (to spark discussion, check group

progress, etc.)

c. Humor (use it to diffuse situations when/if necessary)

d. Enthusiasm

e. Patience


f.  Eye-to-eye contact – important!
NOTE:  Develop the ability to really listen to what the group is saying so that you will know where to guide the discussion if the need arises.

3.  The facilitator must actively listen by:

a. Paraphrasing

b. Summarizing

c. Linking statements together

d. Giving full attention


e.  Avoiding hasty evaluations or conclusions.

4.  The facilitator should use effective body language, i.e., eye contact, facial expression, voice tone and modulation, hand and shoulder gestures, stance, gait and pacing, etc., to build a bond with your group.  

NOTE:  Be sure and pick up on your group’s body language also.

5.  Avoid use of filler words and phrases:

a. “Um”

b. “Okay”

c. “Basically”

d. “People always”  (generalization)

6.  As the group leader or facilitator, you must guide the discussion, but not dominate it.

a. You have to get the group back on course when they wander off.

b. When the discussion gets stuck or stagnates, you must energize it and move on.

c. Maintain objectivity at all times.  Don’t take sides!

d. Ask probing, thought-provoking questions, which generate discussion among the

group.


e.  Stay focused on the group’s goals.

7.  Be observant.


a.  Pay close attention to your group to observe what they are saying and what they are not saying.   About 50% of all communication is nonverbal.  


b.  As facilitator, you need to watch for unspoken messages that accompany what is being said.  If you are serving as the process observer, you will be in a position to observe both verbal and nonverbal messages.


c.  Use your observation skills to assess how well the session is going.  Based on your observations, you can make adjustments:  introduce new questions, take a break, etc.


d.  During the session, is the person…

· Smiling?  May signal enthusiasm and interest.  

· Frowning?  May signal confusion.

· Nodding?  May signal interest and understanding.

· Yawning?  May signal boredom.

· Looking at you or away?  May signal suppression of feelings.

· Leaning back in the chair or looking at clock?  May signal disinterest.

· Tapping a pencil or other article?  May signal boredom or uneasiness with what’s being discussed.

· Shuffling their feet?  May signal disinterest.

· Staring off into space or scratching head?  May signal suppression of feelings.

8.  Listening and paraphrasing.


a.  Effective facilitators use listening as a fundamental skill.  Listening requires accurate hearing and verification of information heard.  Paraphrasing what someone said can clarify the information.


b.  As you listen, look at the person speaking and try to grasp both the content and meaning of the words.  

c.  Internal distractions – thoughts developed while someone else is talking.  Sometimes these thoughts are related to what the person is saying; other times you may be thinking about the next question you might ask.  Try to eliminate these internal distractions that keep you from focusing on what is being said. 


d.  External distractions – things happening around you that compete with the speaker.  (noises outside the room, two people whispering, etc.)  Try to exclude them or try not to give them any of your attention.


e.  Paraphrase clarifies what you heard.  This skill is helpful when a person tends to ramble or tends to give conflicting or complex information.


f.  When paraphrasing, start with the words, “I heard you saying…” or “As I understand it, …” Ask the person if what you paraphrased was accurate.  If it was, you can move on.  If it was paraphrased inaccurately or important details were missed, the person can repeat the information needed to complete your understanding.

9.  Questioning techniques.  Questions play a major role in facilitating as they invite participation and get people to think about issues from different perspectives.  The skill of questioning is not as simple as it seems.  You need to know: 

· How to ask open-ended questions.
· How to phrase questions clearly.

· Whether to address questions to the entire group or just an individual.

· How to handle the answers.

a.  The open ended question:

· Elicits a more complete response and more effective participation.  

· Requires more than a “yes” or “no” answer. 

· Usually begins with “what, how, when, why, who, where, etc.,” e.g.,  “What ideas do you have for explaining the changes within the unit?”  “How do you think the commander can establish better rapport with unit members?” 

b.  The closed question:

· Requires a one-word answer.

· Closes off discussion.

· Usually begins with “is, can, will, could, should, did, does, do, etc.,” e.g.,   “Does everyone understand the changes we’ve discussed?”

      c.  How to phrase questions:

DO

· Ask clear, concise questions covering a single issue.

· Ask challenging questions that will provoke thought.

· Ask reasonable questions based on what the audience knows.

· Ask honest and relevant questions.

DON’T

· Ask rambling, ambiguous questions covering multiple issues.

· Ask questions that don’t provide an opportunity for thought.

· Ask questions that most of your audience will not know the answer to.

· Ask “trick” questions designed to fool them.

       d.  How to direct questions.  If you want to:
· Stimulate everyone’s thinking, then direct the question to the group.

· Allow them to respond voluntarily or avoid putting an individual on the spot, then ask a question like “What experiences have any of you had with this problem?”

· Stimulate one person to think and respond, then direct the question to that individual.

· Tap the known resources of an “expert” in the group, then direct the question to that person:  “SGT Smith, you have had a lot of experience in this area of discussion.  What would you do in this case?”

e.  Guidelines to enhance group participation.
· Always reinforce answers positively.  

· Acknowledge the effort of the respondent regardless of the answer given.  Say, “Thanks for that idea, who has another idea?”

· Minimize potential embarrassment for wrong or incomplete answers.


f.  Guidelines to follow if you are asked a question.
· Redirect the question to someone who is able to come up with the correct answer.

· Provide the answer when you are the only person who can.

· Defer the question when it is beyond the scope of the group.  If you need time to get the correct answer, tell them so and get back to them later.

REMEMBER TO GIVE POSITIVELY WORDED FEEDBACK!

Appendix 3

Group Discussion Skills for the Facilitator

1.  The facilitator should strive for a situation where the group collectively discusses the issue at hand and reaches a common consensus if possible.  The facilitator does not want to dominate or completely take over a group.  Ideally, the group will discuss, analyze and finally come up with a group position.  This does not always go smoothly.  When it does not, the facilitator must diplomatically and unobtrusively use different techniques to energize stalled group discussion, re-direct group thoughts, break up verbal fights, clarify points of misunderstanding and whatever else must be done to keep the process moving. 

2.  Techniques to ensure group communication flow.

· Structuring.  This helps clarify what the group is doing here (purpose) and how far it can go with something (limits)


Example.  “What’s happening in the group now?”  “how is this helping us reach our goal?”  Or, “good point, but that’s really something we can’t control.”

· Universalizing.  To help participants realize that their concerns are shared.


Example.   “Who else has felt this way?” Or  “has someone else here had similar observations like this?”

· Linking.  To make verbal connections between participant’s statements, points, etc.


Example.  “Mary just made an excellent point.”  This seems/feels similar   to what Joan and Sam said yesterday.

· Redirecting.  Getting other group members to participate and shift the attention from the over zealous participant, sometimes acting as a subject matter expert. 


Example.  “What do others think about that?”  Or  “what do you think about mike’s ideas?”

· Disclosing goals.  To help participants become more aware of the purpose of the group.


Example.  “Here are the goals we would like to accomplish in this presentation.”

· Brainstorming.  To encourage participants to take part in generating ideas.


Example.  “Let’s share our ideas. We won’t react to any suggestions until we’ve listened to them all.”

· Blocking.  To intervene in destructive communication.  


Example.  “Let’s hear from some others.”  “I wonder how others feel.”

· Summarizing.  To clarify and pull together what has been said and to determine what participants have learned.  


Example.  “What did you learn from this discussion?”  “What have we decided to do about this situation?” or “let me go back a minute, so far we have talked about____.”

· Setting tasks and obtaining commitments.  Seek commitment from participants.  


Example.  “What actions will you all take to solve or confront this problem?” Or “What actions have to happen for this problem to go away?”

· Promoting feedback.  To help participants and presenters gauge learning and level of accomplishment or satisfaction.


Example.  “How do you feel this session is going?”  How would you improve it?”

· Promoting direct interaction.  To get participants to speak directly to each other when appropriate.


Example.  “Would you tell Joan how you feel about her feedback?”

· Promoting encouragement.  To invite participants directly and by example to increase each other’s self esteem and self -confidence.


Example.  “Thank you for helping us out.”  “What does Carol do that you like?”  “Who noticed John’s contribution?”

Appendix 4

Handling Conflict in Groups
1.  Conflict is inevitable because people will always have different viewpoints, ideas, and opinions.  The question is how will you deal with or relate to these differences.

2.  Conflict levels.


a.  Within the individual.  It normally occurs when there is a disagreement between how a person feels about their behavior versus how they really act.  For an example, a soldier who feels guilty about telling sexual or ethnic jokes but vigorously participates when friends are around.


b.  Between two individuals in the same location.  e.g., co-workers, roommates, team members.  It exists whenever people interact or come together to accomplish a common goal or objective.  However, their different background, personality and experiences may make attainment of the goal quite difficult.


c.  Between groups in the same organization.  It occurs whenever there is contact or interaction between groups.  Issues of group cohesion, “sticking together, leadership and status, power or influence and lack of or limited resources” often cause sources of inter-group conflict.

3.  Conflict sources.  Trying to identify or determine the cause of conflict is sometimes difficult to analyze.  Heightened emotions or bad feelings may cloud the real cause of any conflict and detract participants from examining the facts.  The cause of conflict can also have multiple factors that make it difficult to isolate just one cause.  The following is a list of common causes in conflict situations:



a.  Different values and beliefs.



b.  Role pressure or clarification.



c.  Perception differences.



d.  Diverse goals or objectives.



e.  Group status or identity.



f.  Race, ethnicity, or gender differences.



g.  Personality clash or conflict.



h.  Competition for limited resources.



i.  Disagreement on how things should be done.



j.  Personal, self or group interest.



k.  Tension and stress.



l.  Power and influence.

4.  Negative effects of conflict.  These negative forces have destructive consequences:

· Diverts attention from important issues or activities.

· May damage morale or individual self-concepts.

· May cause polarization, forcing people to “stick together.”

· Deepens or widens existing differences in values.

· Produces irresponsible and regrettable behaviors, i.e., name calling, backstabbing, in-house fighting, etc.

5.  Individual challenges:

· The know-it-all – someone who recites facts, demands more in-depth discussion of subject.

· The would-be leader  – I know this material better than you. 

· The bulldozer – my way or no way.

· Inappropriate self-disclosure – “Let me tell you a story about my……”

· The mule – stuck in a position or at a point of view.

· The windbag – speaks on every subject.

· The ostrich – This isn’t a problem in our unit.  Someone who wears blinders to what’s actually happening.

· The partisan – takes a rigid stand on controversial issues.

· The time hogger – monopolizes discussions during sessions, on breaks and after meetings.

· The heckler – expresses disbelief, disgust, or sneers at discussions.

· The moralist – pushes the “right” values, attitudes, and beliefs.

· The saboteur or sharpshooter – tries, usually subtly, to derail the presentation.

· The obstructionist – inserts unnecessary dialogue and refuses to move on to another area for discussion.  Sometimes you will have to intervene when the discussion gets heated and seems to be getting out of control.  Use interventions to get things under control.

6.  Suggested interventions:

· Speak with the individual privately.

· Re-frame intrusion in a positive way so as not to shut the individual down from further discussion.

· Summarize and move on.

· Get out of eye contact with disruptive person.

· State, “let’s hear from someone else who hasn’t had a chance to speak on this subject.”

· Diffuse the interferer by using them as an expert.  Call on them periodically to give them limited “air time.”

Appendix 5

Tips for Effective Presentations

Behavioral scientists have concluded that the number-one fear of most Americans is speaking in public.  Here are some ideas that have helped others in overcoming this fear:

· Rehearse, rehearse, and rehearse!  If you can, avoid writing your information on 3x5 cards.  They can be distracting.  If you can, tape your presentation or have someone listen to you.

· Project your voice.  Practice speaking from your diaphragm, not your throat.  

· Keep eye contact with your audience…. important!  Keep moving your eyes periodically (every few minutes).  Scan.

· Stand to the side of any training aid (butcher-block paper, chalkboard, etc.).  Do not block your audience’s view.

· Dress according to audience expectations.

· Be as natural as possible.  Your best speaking voice tone is identical to conversational speech, only a bit louder.

· Vary the speed of your voice for maximum effect.  Slow down or pause before important points.  This technique will command audience attention. 

· State your main points first.  After stating them, summarize with the same main points.  

· Use examples and anecdotes to emphasize your main points.

· Speak to your audience in understandable terms.  Big words do not impress.

· Constantly seek opportunities to bond with your audience.  I.e., similarities in your backgrounds, education, service career, etc.  Note:  avoid inappropriate disclosure.

· Use names of attendees in your presentation.  Refer to their positions or titles if possible.

· Use opportunities within your professional workplace or unit or social environment (bowling teams, church, social groups, etc.) to make presentations. 

· Try to use we, our, us, the association, the unit, the chapter, etc., rather than I, me, my, etc.

· Closeness can be effective, especially to the person you’re trying to persuade.  Use the “opera technique.”  Walk around periodically.  

· During question/answer segments, have someone keep track of questions asked.

· Reinforce key points when answering questions.  Avoid straying off subject.

· Rephrase.  Do not be afraid to rephrase a question from the audience for clarification.

· If asked a question, answer it when asked if appropriate or if it is covered later on your agenda, tell them so.

· Don’t hesitate to draw on your audience’ experience and knowledge.

· Ensure you summarize your main points at the end of each question/answer session.

· Keep an eye on the clock to allow time for your summary! 
� EMBED Unknown  ���
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