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1. Introduction

In 2015, the Green European Foun-
dation and its partner organisations
from Hungary, Austria, Czech Repub-
lic and Finland organised for the first
time a project entitled “European
Green Activists Training” which
supports and promotes European
training for Green activists across
Europe. In the course of the project,
the partner organisations planned
and organised a training session at
national level to explore the histo-
ry, functioning and institutions of

the European Union within a Green
context. The training programme at
national level was complemented by
a European study tour to Brussels in
spring 2016.

The European Green Activists Train-
ing project was inspired by the belief
that creating a space for learning and
exchanges between European actors
can help to push the Green move-
ment forward. Training and network-
ing empower political activists to

be involved in the Green movement,
and even to stand as candidates

in elections and to run successful
campaigns.




Moreover, transnational training
serves as an important forum for
meeting fellow activists from
different regions and countries,

as well as enhancing participants’
European identity in a non-formal and
engaging way.

The driving force behind the proj-
ect was the Young Green Activists
Training in Finland, organised by
ViNO, the Federation of Green Youth
and Students, together with Visio, the
Finnish Green Educational Centre.
The training has been running since
the 1990s and has been developed
continuously. The founder of the
training was Heidi Hautala (Finnish
Green politician, currently a Member
of the European Parliament), who has
been active in the training ever since.

The training extended over two
semesters, including five nation-

al meetings and one study trip to
Brussels. The Brussels study tour has
always been sponsored by Finnish
Green MEPs. The training has proved
very successful in involving young ac-
tivists in the Green movement - and
especially in keeping them involved.
Many of the current MPs, local coun-
cillors and party workers in Finland
have taken part in this training, as well
as many Green activists outside the
party. This successful Finnish expe-
rience was the model on which the
European Green Activists Training
has been developed, leading to the
development of this handbook.
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About this handbook

This Handbook was developed by the Green European Foundation (GEF) together with
representatives of Green foundations across Europe (Finland, Czech Republic, Hungary
and Austria) with the aim of sharing experience and providing tips on organising trainings
for Green activists. This handbook is therefore aimed at organisations involved in educa-
tional activities for Green actors, such as Green foundations, Green parties, Green youth
organisations and Green study centres in European countries. Through this instrument,
we mainly address those organisations which have little or no prior experience of organ-
ising European activist trainings, but we think that more experienced organisations can
also find useful tips and tricks that may inspire their future educational projects.

How toreadit

The structure of the handbook follows the chronological logic of the project
management process, looking at the main aspects to be kept in mind during
the preparation, implementation and follow-up phases. Drawn up as a practi-
cal guide rather than a theoretical manual, the content of this handbook includes:

Comprehensive guidelines on how to organise the various aspects of the Green Activ-
ists Training, from the initial training idea until the evaluation after the training day;

@ BEST PRACTICE examples from real trainings organised in different European countries;

The Key Elements to 3 REMEMBER throughout the process, without which the suc-
cess of the training can be affected;

Issues to ‘ THINK ABOUT and reach consensus on amongst your team;
“O- HOW ABOUT sections, providing extra tips and recommendations;

#© TOOLS and METHODS providing ideas on how to specifically implement a certain
training activity.
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Being well prepared is indispensable
to successful trainings. When plan-
ning, it is best to start early, at least
six months before the training is due
to start, or even earlier if possible.
Of course, how much time needs

to be devoted to this phase
depends on the training and the
organisation’s resources.

Bear in mind the following:

Have you organised a Green Activists
Training before or are you launching
one now? Is it easy to reach the target
groups? Will you need more time to
identify them? Does your organisa-
tion need to fundraise? Allow plenty
of time for this and build your training
on a firm foundation.




Specify the objectives

Defining the objectives of the training is perhaps the most important step
in the entire planning process. All the training content will be influenced
by the defined objectives. In addition, the training objectives go hand in
hand with defining the target groups and the scope of the project.

Formulating SMART objectives

A popular way of ensuring your objectives are well formulated is to check whether they
are SMART — an acronym used to determine the criteria for setting objectives:

Specific: objective should answer the
questions: Who, What, Where, When,
Which, Why?

Measurable: establish concrete cri-
teria for measuring progress towards
the attainment of each objective
Attainable: objectives should be
achievable - the objectives should

match the resources and skills which
can be invested by the organisation in
the project

Realistic: state what results can real-
istically be achieved, given available
resources

Time-related: specify in which time
frame the result(s) can be achieved




Set your indicators

Once your objectives have been defined, the next question is: how will you
know your objectives have been met? Think about how the impact of the
training can be measured. Identify the indicators you could use to check if
your project is meeting its objectives and is making a real impact. It is good
to include both quantitative indicators, which refer to measurable outcomes,
and qualitative indicators, such as changes in attitudes and behaviour.

Here are some examples of indicators:

1 Participants’
e knowledge

Output: the training pro-
gramme for each session,
participants’ evaluation of
their knowledge of politics
and activism;

Outcome: participants in
the Green activist training
gain knowledge of Green
politics and decision-mak-
ing at European, national
and local levels, as well as
different forms of activism
related to them.

Participants’
e attitude

Output: changes in partic-
ipants’ self-evaluation be-
fore and after the training;

Outcome: participants in
the Green Activists Train-
ing recognise the value of
European citizenship and
local activism and realise
what it means to them — to
be active citizens at the lo-
cal and European level.

Participants’
e involvement in
the Green movement

Output: number of partici-
pants involved in activities
in Green organisations six
months after the training.
In the years that follow:
the number of participants
standing in elections, be-
ing a board member for a
Green organisation, taking
part in international activ-
ities offered by the Feder-
ation of Young European
Greens, being involved in
campaigning, being elected
local councillors, MPs, etc.

Outcome: after the training,
participants join Green ac-
tivities with great enthusi-
asm and stay in the Green
movement for a long time.

From the very beginning, remember to align your indicators with the project objectives.
While planning a training session or content package, ask yourself how each helps to achieve

the initial goals.
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Know your target group

Who do you want to reach through your project and what are their needs?
Target groups arise from the project objectives, but it is worth considering
who they actually are. Ideally, at this stage, you will take the time to

analyse the real needs of the potential participants — and be ready to
reformulate the objectives if it seems that the needs of your target group(s)
are not in line with the objectives originally set out for the project.

Build a persona

One method you could use when analysing your target group’s needs is to build a persona.
Personas are fictional characters which describe social and behavioural patterns among
your target group. Building a persona can help you to understand how to improve your
training activities and content to respond better to your participants’ profiles. Here are ex-
amples of questions you might want to ask when creating your training participant persona:

What age

is this person?

Here you will choose the av-
erage age of your training
participants. This question
can help you identify wheth-
er, in particular, you need
to respond to certain condi-
tions for a certain age group,
so this element could deter-
mine whether you should
add tasks to your activity.
At the same time, a large
age gap among participants
could be a challenge when
adapting the content of your
training to suit all ages.

Where do they

come from?

Mainly from the capital
city, its surroundings, or
from all over the country?
[s your persona more of an
urban than a rural inhabit-
ant? This aspect could in-
fluence their travel time and
how tired they are when ar-
riving at your training lo-
cation. If most participants
come from far away, the
first activities in your train-
ing should take this into ac-
count. Also, depending on
your specific national situa-
tion, there may be other dif-
ferences between rural and
urban areas that you might
want to take into account.

What are your

personas’ interests?

Are they predominantly stu-
dents, activists or involved
in any other activities? The
learning process is most
successful when it is con-
nected to already known
experiences and can be di-
rectly applied to practice.
Knowing your participants’
interests and backgrounds
can help you to determine
the most suitable education-
al methods and topics they
are interested in.
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Other questions can be included, but are not limited to:

What are their future plans within the Green movement, if any?

Can you support these ambitions through the content of the training?

What is each persona’s motivation for taking part in the training?

Is your persona somehow disadvantaged? s the threshold of the training at the right
level to motivate everyone?

@BEST PRACTICE:
Ideal participant in
the Young Green
Activists Training in
Finland

¥ REMEMBER:
Underaged partici-
pants

2. Good planning s halfway to success

Age: 15 to 25.

Experience within Green movement: none or very little

Motivation to participate: high

Future plans: to become a Green activist, to stand as a candidate in elections,
to be an active citizen

Interests: Green values, environmental issues, equality, politics, activism
Why? To get new people involved in the Green movement and young Greens
in particular;

To create a coherent group as regards their level of knowledge;

To separate ‘young Green Activists’ training more clearly from Visio’s ‘Green

Activists’ Training, which is targeted at more experienced and adult activists.

If the target group includes people who are underage, it is important to take

this into consideration throughout the project.

Points to consider:
Signed permission from the parents is needed for minors participat-
ing in non-formal educational activities, especially those taking place
abroad. Remember to explain to parents what is going on and to men-
tion the trainers’ competencies and the whole programme.
Choose venue(s) for your activities in accordance with the participants’
ages (do not hold the official part of the programme in a pub or other
places which are inappropriate for minors).
Consider an alcohol policy during the training: what kind of example
does the coordinating team set? For instance, are you going to invite
participants to a pub after the activities? If so, some might be excluded
because of their age.
Remember that during the training, and especially abroad, the staff are
responsible for underaged participants. Pay special attention to them

while avoiding becoming a ‘substitute parent’.
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‘- HOW ABOUT:
Conducting an
analysis of partici-
pants’ needs?

Stakeholders

If you have already chosen the participants, then it is time to test the objec-
tives you set previously. Conduct an analysis of needs (organise a meeting,
use an online form or make a phone call) and ask your participants for their
actual needs and expectations from the training. If you get to know their
level of knowledge, skills and attitude, you can design a more suitable pro-

gramme for them, which will match their learning needs.

Stakeholders are those people who are able to have an effect on and are interested in your
organisation’s activities. In the case of green activists’ trainings, they might be Green par-
ties, Green youth or students’ organisations, MPs or MEPs, training funders and so on.
The key issue concerns how the relevant stakeholders should be involved in the project
and kept informed about what happens during the various stages.

One possibility is to invite some of the stakeholders into the project team. The team could
be responsible for planning the ‘milestones’ in the training: for instance, the objectives,
target groups and topics of each training session. Another possibility is that the stakehold-
ers have a rather minor role in planning the training, but the training coordinator reports
to them on a regular basis.

@BEST PRACTICE:
Stakeholders in the
Young Green Activ-
ists Training in Finland

A THINK ABOUT:
Conflicting interests

In Finland, the training is organised by the Federation of Youth and Stu-
dents (VINO) together with the Green Educational Centre (Visio) and Heidi
Hautala, Green MEP. ViNO and Visio both receive funds from the Ministry
of Education, to which they report the use of this funding on a yearly basis.
Thus, for both organisations it is important to be able to present the outcome

of the training to ministry officials.

Visio has a permanent representative in the working group which is respon-
sible for planning the training. This representative is responsible for the part
of the project funded by the Green European Foundation (GEF) and associ-
ated with the training at the same time. This representative keeps Visio, its
board and GEF informed about all developments. One board member from
ViNO is always in the working group, acting as a link between the board
and the actual implementation of the training. As Heidi Hautala, MEP, is fi-
nancing the Brussels study trip from her visitors’ budget, her office is always
involved in planning the programme related to the European Parliament visit

in Brussels.

What can you do if the stakeholders, project coordinator or the organiser
have different opinions on the training objectives, content or target groups?
For example, there may be disagreement on the main criteria for selecting
participants: one stakeholder might want to focus on motivation and poten-

tial for future involvement within the Green movement as a primary criteria
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when selecting participants, while another could advocate that age is the
most relevant criterion, as choosing participants of similar age helps to cre-

ate a coherent training group.

In such situations, it is extremely important to take the time to negotiate
on the difference of opinion and find a common agreement before moving
forward with the training. If such differences are not solved at the beginning,
this could result in various stakeholders having different views on how suc-

cessful the training has been.

Projectroles

Who is involved in the project and what kind of roles do they have? There
are multiple possibilities. The training can be organised by one organisation
with an internal coordinator and trainers, or it can be co-organised with other
Green organisations, with an external coordinator and trainers. It is important
to clearly define the people involved, their roles and their responsibilities.

Project team

Who should be included in the project team and how can you make sure they will create
a well-functioning group? The ideal situation is that the people are selected according
to the skills and abilities they can apply to the training project. In practice, the situation
might be that both the organisers and the stakeholders want to have a member in the pro-
ject team. In this case, it might be useful to consider how large a functioning team can
be, and what other possibilities exist for stakeholder involvement. Of course, the people
selected from each organisation should have a particular interest and relevant knowledge
to contribute to the project.

From the beginning, do your best to build an inspiring team spirit and encourage enthu-
siasm among the group, especially if volunteers are involved in your team. Promote the
project as ‘can do’ rather than ‘must do’. Clearly define and decide each team member’s
roles and responsibilities. Are they only there to stay informed about the project, or are
they actively involved in planning the content for the training? Are some of them also
expected to co-organise the practical arrangements during the training sessions? Make
sure that those who want to and can be involved are able to do so.

The importance of communication within a team cannot be stressed enough. Transpar-
ency in the information and democratic decision-making procedures should be ensured
within the team. Make sure that the whole team knows about the project objectives as well
as everyone’s responsibilities related to the activities. Communication can be achieved

2. Good planning s halfway to success



through regular (in-person or online) meetings, e-mails and sharing information on online
platforms like Dropbox or Google Drive. If everyone agrees, it is also possible to create
a Facebook group or a similar forum for discussions between the meetings. However, as
regards team decisions, only official communication channels should be used to avoid
confusions and to ensure transparency in decision-making.

@ BEST PRACTICE:
Coordination team
for the Young Green
Activists Training in
Austria

The Austrian Young Green Activists Training in 2016 was organised by the
Austrian Green Foundation together with the Young Greens and the Green
Student Federation. The Green Foundation employs an external project co-
ordinator to organise the training. In addition, there is a consulting body —
the coordination team. The project coordinator and a representative of the
Young Greens and the Green Student Federation make up the coordination
team. The coordination team meets to discuss the key points and design of
the training after the project coordinator has produced a draft programme

and time schedule.

Representatives from both young Green activist groups are chosen by the
youth organisations themselves. They are responsible for communications
regarding the training, including attending meetings with the Green Foun-
dation’s project coordinator, and for promoting the training and selecting
participants from within their youth group. The project coordinator is re-

sponsible for all communications with training participants.

The project coordinator’s responsibilities are:
Drafting the training schedule (according to the previous year’s feed
back).
Organising coordination team meetings.
Choosing and booking trainers and accommodation.
Promoting the training outside the Green youth organisations.
Choosing six participants who are not already involved in a Green
youth organisation but are part of the communal committees.
Being the contact person for all questions regarding the training.
Distributing practical information on the training session modalities.
Communication with trainers.

Obtaining and organising feedback.

Internal vs. external coordinator

One key issue is to decide whether you want to employ an external training coordinator
or if someone from inside the organisation will coordinate the training. There is no sim-
ple answer to this, but here are some advantages and disadvantages of both solutions.
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A THINK ABOUT:
Internal or external -

pros and cons

Internal coordinator:

Advantages

An internal coordinator can acquire a complete overview of all ele-
ments in the training project: call for and selection of participants,
needs’ assessment and tailoring the programme, preparing handouts,
visuals and background material, invitation and instructions for lec-
turers, and administrative tasks before, during and after the training.

Aninternal coordinator is a trustee who is familiar with the mission and
values of the organisation. As such, she/he can also reflect the values

and political mission of the party — as compared to the political reality.

Disadvantages

An internal coordinator might have many other projects which could
affect timing and cause stress.

The training should not become a dull routine task. Therefore, close
and regular supervision, feedback and reflection, as well as developing

the agenda are all essential.

External coordinator:

Advantages

The external coordinator can focus on one specific project.

The organisation and its employees can better focus on other projects
at the same time.

External coordination attracts talented professionals who may not be
eager to work full-time for the organisation but are attracted by this
particular training. Alongside competences in project management and
coordination, their expertise could be focused more on youth work and
lifelong learning. Hence, they bring extra capacities to those organi-
sations whose employees usually have expertise in fields other than

youth work.

Disadvantages

Employing a person always requires extra resources, namely time and
money, from the organisation.

Communication between the project team and the coordinator might
be difficult if the coordinator is working within limited hours and with
limited responsibility.

The coordinator will not be as accessible as a permanent employee in
the office, due to fewer working hours.

There can be confusion about the coordinator’s role and responsibili-
ties if these are not specified clearly at the beginning.

The coordinator’s working conditions might be precarious, for instance

as regards health care, unemployment guaranties and/or pension.

16



@ BEST PRACTICE: The Accumulator training in the Czech Republic is organised by the Institute
Project team for the for Active Citizenship (IAC). When the idea of organising Young Green Ac-
Accumulator training in tivists Training was put forward in spring 2015, the IAC was going through
the Czech Republic a transition period and was looking for its future direction. It did not have
any permanent employees or long-term activities. Yet, enthusiastic opinion
leaders from the Czech Republic Green Party wanted to bring the IAC back
to life. The Accumulator training, together with the Forum of Active Politics
(the other crucial event currently being organised by the IAC), creates the

backbone for the Institute’s future direction.

The IAC hired an external coordinator for the Accumulator training, who
was a non-formal education trainer able to conduct the training programme
and ensure high-quality learning outcomes. Furthermore, another external
non-formal education trainer was hired to implement the training and ac-
company the group to Brussels in spring 2016. The coordinator also repre-
sented the IAC during the GEF project ‘Europeanising Green Activists Train-
ings’. In addition, she communicates with representatives of the IAC and the
programme team, takes care of all the practicalities for the training sessions
and communicates with the participants. The second trainer helps the proj-

ect coordinator with preparing and facilitating the sessions.

Volunteers

If the organisation is working with limited resources, involving volunteers is always rec-
ommended. This may mean board members of local young Greens helping with practi-
cal arrangements during the training, or the involvement of volunteers during the entire
planning process. Volunteers from previous training programmes can provide a valuable
and recent participant point of view for developing the training.

@ BEST PRACTICE: Each year, the Federation of Green Youth and Students (ViNO) appoints a
Volunteer working group to plan and facilitate the upcoming training as soon as the
involvement in the previous training in late spring has finished. The members are recruited

Young Green Activist mainly from participants in the previous training who, at this point, are usu-
Training in Finland ally enthusiastic about continuing and developing the training. In addition,
Visio’s educational coordinator, ViNO’s office workers and the board mem-
bers are permanent members of the working group. Strong involvement by
the staff guarantees that the group will function as a body able to help and

consult with the coordinator, even in the case of less-active volunteers.

Together with the coordinator, the working group is responsible for planning
the content for the training and selecting the participants. The group also
plans the content for each training session. They communicate through live/
Skype meetings, and also use a Facebook group for discussions.

The coordinator acts as the group leader during the Brussels study tour, but

the working group chair, or someone else if the group so decides, partici-

2. Good planning s halfway to success






%% REMEMBER:
Balancing between
volunteers and staff

pates in the Brussels tour as a second group leader. This has been embraced
as a pleasant ‘reward’ for chairing the working group, which normally re-

quires more effort than simply being an ordinary member.

The involvement of volunteers can be very fruitful for the training. However,
it brings uncertainties too. Sometimes, they may not be as active and enthu-
siastic as expected, or their motivation to participate and contribute may
decline during the project. This could exert more pressure on the training
coordinator, as she/he will not receive as much input from the others. Com-
munication is key to making it all work! Lay down rules and hold check-up
meetings throughout the training. Giving more responsibility and freedom
to the volunteers boosts their motivation. And the most important thing is to

remember to thank them!

Resources

Make sure that the project is realistic and that your organisa-
tion is capable of undertaking it. What can you achieve rea-
sonably and realistically with the available resources?

Scope and duration

First, consider the project’s scope and duration. Both should arise from the objectives, al-
though how broad trainings can be organised will also depend on the organiser’s resources.

The scope can be quite limited, focusing only on the European aspect of Green politics and ac-
tivism at the European level, for instance. In this case, the duration of the training could extend
to one or two sessions only. Another option is to broaden the scope to the national and grass-
roots level. Remember to check against your objectives, and deduce the scope accordingly.

@ BEST PRACTICE:
Broad activist training
in Finland and the
Czech Republic

2. Good planning s halfway to success

The Finnish and Czech Young Green Activists Training presents the broad-
est training as regards scope and duration, including five national weekend
meetings, starting each year in October, ending in April and including a

Brussels study tour.

19



The main objective of both trainings is to convey motivated, Green-minded
young people’s knowledge, skills and attitudes concerning Green politics and
civic activism. The aim is that the participants will stay in the Green move-
ment and become activists, politicians and builders of the Green Party, both

in their home countries and internationally.

The scope of the training covers decision-making, activism and politics
at the national (parliament, NGOs, Green Party and Young Greens),
regional and grass-root level, as well as on a European and international
level. Moreover, political skills, public speaking, writing and social media

skills will be included in the training.

@ BEST PRACTICE: Due to time restrictions in Hungary, the Green training was more like a crash
Crash course on course. It was very condensed, focused and intense. The inputs were com-
activist trainingin parable to a TED-talk: a well-prepared speaker made a presentation with the
Hungary help of strong visual support, which is essential in a strict training scenario.

The interactive parts, carried out in small groups, were strictly to the point.

The crash course training sessions are very result-oriented: a Green message
is conveyed to the participants quickly and effectively. Consequently, rather
than being a discovery process, the information and experience are dense,
compared to a ‘Green upload’ to the mind. The team building is also more
difficult than in broader trainings, which puts even greater importance on

the follow-up and correspondence with the participants.

Human resources

The organisers must ensure appropriate human resources are provided. Keep in mind the
training coordinator’s working day, regardless of whether they are internal or external,
and allocate the working time reasonably. If human resources are scarce, try to involve
volunteers, for instance from the Young Greens. Remember that the burden should be
spread equally across several shoulders and always make sure that someone else from the
organisation can cover for the coordinator should something unforeseen occur.

Budget

Preparing a budget might be difficult at the beginning but, once again, good planning
is halfway to success. Equipped with a realistic budget, it will be easier to confront any
possible surprises during the course of the project. To plan the budget, write down all the
costs that might arise: travel costs of participants and speakers, accommodation, venue,
catering, staff costs, working materials and promotion costs, and always put some money
aside for unexpected costs. In addition, make a list of the income from various sources
(funding organisations, participation fees, etc.) and make sure the budget is balanced. Plan
it in a timely manner so that there is time for fundraising, if required.
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Create different budget scenarios to cover successful and not so successful fundraising. Be
prepared that not all desired resources are available. Furthermore, ensure there is some
flexibility in the budget to facilitate changes during the project.

How to save money:

1. Use free venues if possible: for instance,
Green Party offices, student group rooms,
free venues in the city, and so on. Some-
times local European Union officials provide
free venues for events which are related to
EU topics.

2. Involve volunteers to help with
practical arrangements.

3. Use free materials from the GEF, Hein-
rich-Boll-Foundation and your own
organisation.

5. Do not employ external coordinator and
trainers, but work with internal staff instead.
6. Cook the food yourself or together with
the group.

7. Ask participants to stay with friends, if
possible, and try to accommodate any re-
maining participants at the homes of vol-
unteers or Young Greens.

8. Ask speakers to participate for free, if
possible. Invite speakers and trainers from
the Green Party/Young Greens.

A THINK ABOUT:
Fees for the speakers

Should your budget include fees for the trainers and speakers? This depends
on who you want to invite. People from the Green Party are often willing
to provide an input for free. Also, if the speaker comes from an organisa-
tion where she/he can use work time for the training, there is no need for
an extra fee. However, professional trainers often ask for a fee and if you
want to involve them in your programme you should also factor that in when

preparing the budget.

Balancing the budget and using high-quality trainers is difficult. One possi-
bility may be to invest in one high-quality trainer in performing and speaking
skills and to use trainers and speakers from inside the Green family for the

rest of the training.

A THINK ABOUT:
Participation fees

Charging participation fees is an easy way to support the training financially.
Young participants often have few financial resources so the participation fee
should not create an obstacle to anyone’s participation. However, charging
a small participation fee can serve as a guarantee that participants will ac-
tually take part in all the activities. It is a balancing act to determine a fair

participation fee.

However, even in the case of a small fee, we suggest always offering partici-

pants the option to apply for an exemption.

2. Good planning s halfway to success



Fundraising

Green organisations seldom have enough resources which means they usually have to
fundraise for their projects. If fundraising is necessary, it can be carried out by applying
for different project funds or looking for donors interested in supporting the project. How-
ever, before applying for a fund, always make sure that the main criteria of that specific
funding line corresponds with your already established objectives. If this is not the case,
you might want to adjust expectations within the training team before proceeding with

the funding application.

Here are some possible sources of external funding:

Green European
e Foundation (GEF)

As a European political
foundation, GEF allocates
part of its budget in a de-
centralised way. A call for
project proposals is sent out
every year and Green Foun-
dations from across Europe
can propose projects.

Erasmus+

Heinrich-Boll

e Foundation (HBF)
HBF is the Green political
foundation which maintains
close ties with the German
Green Party and serves as
a catalyst for Green visions
and projects. The HBF sup-
ports projects that prevent
destruction of the ecosys-
tem, strengthen gender
equality, secure peace, and
defend the freedom of indi-
viduals against excessive
state and economic powers.

3 European

e Commission
Funding through the Euro-
pean Commission can be
relevant for Green Founda-
tions, although your team
might need training first on
how to access these funds.
In 2015, one of the most
relevant funds for nation-
al Green actors was Eras-
mus+, Key Action 1, Youth
Exchanges and Strategic
partnerships.

Erasmus+ is the European Union programme for education, training, youth and sport.

Running from 2014 until 2020, it invites organisations in school education, further and higher

education, adult education and the youth sector to apply for funding to undertake their

project activities. From the total budget of €14.7 billion, 10% is allocated to providing fun-

ding for youth projects, which fall into three areas:

»  Mobility of young people and youth workers, which supports exchanges or voluntee-

ring abroad for young people and training for youth workers;

»  Strategic partnerships which aim to develop innovation and the exchange

of good practices;

»  Structured dialogue to support young people to meet with decision-makers in order

to shape youth policy.
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http://www.gef.eu/
http://www.gef.eu/
https://www.boell.de/en
https://www.boell.de/en
https://ec.europa.eu/programmes/erasmus-plus/node_en

“0-HOW ABOUT:
Giving them a chance
to influence!

The IAC funded the training with support from the Green European
Foundation (GEF) and the Institute’s previous cooperation with the Hein-
rich-Boéll-Foundation (HBF). Supported by the GEF, the Accumulator train-
ing was granted a budget for organising a training on EU topics. The GEF’s
support and open attitude towards HBF, whose project manager had been
involved in developing the idea since the beginning of the training, opened
doors for the IAC and subsequently it was possible to raise the required sum
to organise the weekend-long training at the HBF’s Prague office. A private
donor from the Czech Republic Green Party also expressed his interest in
supporting the training and made a financial contribution to public projects
that were implemented by the participants as part of their practice. The field
trip to Brussels was the most problematic aspect of the fundraising as there
was no representative of the Czech Green Party in the European Parliament
who could finance the training trip from the Parliamentary budget. GEF proj-
ect partners did their best to persuade other MEPs to cover the costs for 20
participants from the Czech Republic. Finally their efforts were rewarded

when a German Green MEP supported the Czech group’s participation.

Get your donors and partners involved in planning your training sessions
from the beginning! They are really valuable sources of experience, contacts
and networks for fundraising. If relevant, give them a slot in the programme,

involve them in the project team, consult them on relevant topics, ask them

if they can provide any relevant training material, and so on.




Organising a Green event

When organising a project on Green issues, keep in mind that it is not

only the project content that should be ‘green’, but the actual project,

too. The event should meet a certain standard of sustainability and social
responsibility — for example, travelling by public transport instead of renting
a vehicle or providing the participants with local and ecological food.

% REMEMBER:
Inclusion

@ BEST PRACTICE:
Vegetarian food pol-
icy within the Finnish
Green family

Inclusion is an important Green value. Participants might have disabilities,
which should not hinder their participation in the training. However, it is
helpful to know beforehand what kind of special needs they have. Will a
blind person bring his/her guide dog? Will someone using a wheelchair bring
a helper? It is important that people with different disabilities can partici-
pate, but it is also worth remembering that inclusion and accessibility are
not just important for permanently disabled people — for example, there may
be someone who has a broken leg and cannot climb stairs or walk long dis-
tances. Also remember to take into account any other invisible factors that

might prevent someone from participating. Inclusion is there for everyone.

Points to consider:
In the application form, ask about any disabilities or special needs.
Always try to choose accessible venues. Check beforehand if lifts are
available and, if not, consider an alternative venue.
Reserve enough time for moving from one place to another, and make
sure that walking is not the only option.
Choose the participation fee carefully to keep the project at a low

threshold. Can everyone pay? Create an inclusive support mechanism.

The principle is that food served at all the events organised by the Finnish
Green Party and its fellow organisations, including Educational Centre Visio,
is vegetarian. Many people participating in the Green events know the policy
and do not even specify their diet as vegetarian. If the catering company is
new, it is important to highlight that vegetable-protein-rich food (e.g. tofu,
lentils, beans, tempeh, etc.) is recommended for lunch and dinner to avoid

empty stomachs during the training or event.

The Federation of Green Youth and Students (ViNO) has taken it one step
further: all the food served at their events is vegan. As ViNO is the co-organ-
iser of Young Green Activist Training together with Visio, the vegan principle
is also applied to this training.
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This checklist provides some brief guidelines for organising a Green event:

Gender mainstreaming and di-

e versity should be taken into ac-
count during planning and developing
the project. Ideally, panels selected for
events should have a 50:50 gender bal-
ance, and questions on gender should be
included when your project is drawn up.

2 If you work with interns and/or
e volunteers, make sure you have
well-defined rules on how you value and
remunerate their work. While volunteer-
ing is normally done according to specific
assignments and with a limited commit-
ment to certain tasks, internships usu-
ally imply a full-time working day with
interns taking specific positions in your
organisation as part of an on-the-job-
training in view of his/her future career.
Greens have always been opposed to un-
paid internships and to interns replacing
staff positions in organisations.

Transport and travel: encour-
® age your participants to use pub-
lic transport, which means keeping ac-
cessibility in mind when choosing your
venue. If this is not possible, a shuttle
service could be provided, car-sharing
encouraged, etc. Travel by plane should
be discouraged. You can make it easier
for your participants to travel Green by
putting up signs that will help them to
find public transport/bike stands, etc.

Location/energy supply: if pos-
@ sible, a location should be found
where the energy used comes from re-
newable sources, with suitable provisions
to lower energy consumption (e.g. using
energy-efficient equipment, turning elec-
tronic devices off when not in use, rooms
where additional light is not required dur-
ing the day, etc.).

Catering: we strongly advise that
e the refreshments provided are or-
ganic, regional and seasonal and/or ‘fair
traded’; catering should be vegetarian
(at the very least, vegetarian alterna-
tives should be provided). Try not to use
canned drinks, use tap water as an al-
ternative to bottled drinks; plates and
dishes should be reusable, while items
such as ketchup or mayonnaise should
not be provided in one-portion packag-
es. Make sure that everyone receives a
proper meal: the vegan option should not
simply be a cold garnish or salad but a
substantial warm meal.

6 Waste management: bins should
® be provided to separate waste,
and should be labelled in a clear and un-
derstandable way; try to reduce waste
throughout your project.

Advertising: ideally, all printed

e products, such as posters, publica-
tions and advertising should be printed
on eco-friendly paper or cardboard.

. ....'. e
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A reminder about diets

»  Vegetarians DO NOT eat: any kind of meat (ham, salami, smoked meat, fish, chicken,

fat, bacon, meat broth or meat gravy). Vegetarians also need a balanced diet (legume,
grains, fresh vegetables, seeds, tofu and tempeh).
>  Vegans DO NOT eat: any animal products: meat (see above, milk products, eggs,

cheese or honey).
>  Gluten intolerants DO NOT eat: any form of gluten, a protein ingredient in all types of

grains (except millet); rice or corn products can substitute grains.
» Lactose intolerants DO NOT eat: milk or cheese with lactose; try to provide lac-

tose-free milk (for example, made from soya or rice).

Make it visible

When you plan the project, do not overlook the visual aspects of it. You might
need to present the project to your donors or other stakeholders who are
interested in following its progress, or you might want to promote the training
while looking for participants. A visual message is often the strongest!

Take photos

No matter how small your training session is, always take pictures, although do not forget
to ask the participants for their permission to use the pictures. Explain how the photos
will be used: are they only meant for the organisation’s internal communication or will
they be published on the website and social media?

Social media is a very good tool for spreading a positive visual message as images can be
processed much quicker than plain text and, by its very nature, the use of social media is
often fast. If participants are okay with the photos being published on social media, you
can update the organisations’ Facebook, Twitter or Instagram page with the photos from
the training sessions. The photos can be also used on the organisation’s website and via
internal communication channels. In the public sphere, high-quality photos showing en-
ergy and good spirit during the training provide very good PR for the organisation and
the training in particular.

Encourage the participants to be active in social media, too, as they are the best way of
promoting your training!
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Make avideo

If you want to publicise and spread the ‘Green message’ to a wider audience, you may
want to make a video during your training. A good documentary video requires specific
preparation — here are some useful tips:

Make sure speakers and participants agree on their faces and voices being recorded,
edited and broadcast.

Remember that the video camera is much slower than the eye, it can only shift slowly
from one speaker to another, and needs to focus. If you have two speakers, they will
need to sit near each other so that you can film them both at the same time. Think
about different camera angles that best suit filming your training.

Video recording is not only pictures — it is sound, too! The built-on camera micro-
phones can provide fairly good sound quality, although they record audience and
background noise, too. Therefore, a designated microphone or, better still, a micro
port is advisable. At public events, a microphone must be used at all times, even for
questions from the audience, for instance.

Take additional footage such as short interviews, activity shots and background
scenes in addition to filming the main event. The camera should be rolling in the
coffee breaks, too!

The final edit of the video will include opening and end scenes and credits, the speak-
ers’ names and titles, and perhaps the most important one-liners highlighted. Add
some music, a few funny cuts and you will have a good promotional video!

Finally, when training sessions are video-recorded, the trainers must be subservient
actors: the crew, whether organisers or camera staff, must set and direct the show.

Project plan

The final phase of the planning is to write down everything in one project plan, which is
the best way to manage the project. It describes:

How the project will be divided into phases;

What sessions will be carried out in each phase;

Who will carry out each session;

How long will each session take;

When the sessions will start and finish;

What deliverables or end products will come from each session;
The overall project budget.

A plan can be as simple as a list of tasks with names, dates and deliverables written on a

sheet of paper, or a complex matrix of phases, tasks, dependencies, responsibilities, dates
and costs. With good planning, you are ready for action!

2. Good planning s halfway to success
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3.Readly,
steaqy,
iImplement

After extensive preparation, you

are now ready to bring your training
programme to life!l In this phase, it is
important to always keep in mind the
objectives you have set out for your
training programme. Whenever you
are faced with a choice or dilemma,
such as which topics to include in
your training, or which criteria to
focus on in the participants’ selection
process, going back to your main
objectives will ensure that whatev-
er choices you make, you will not
compromise the original aim of the
training. Ready? Steady? Implement!







Call for participants

It is time to take action. First, you need to find potential applicants and attract
their attention through the call for participants. This call should sound appealing
and present the training programme as a huge opportunity — and good fun, too!

Each call may vary, but certain things should always be included:

% REMEMBER:

Content of the training: what will the
participants gain from the training?
Duration of the training: how much
time does it take, and when?
Training fee: how much does it cost to
participate?

Participant criteria: who can apply?
Instructions for applying: how can the

clude them in the call.

application form be accessed and sub-
mitted?

What is the application period?

What is the preliminary agenda for the
training?

Who is organising it?

What is the contact person for more
information?

Participants should know the dates of the training before applying, so in-




@ BEST PRACTICE:
Example of an
e-application form

3. Ready, steady, implement!

First name:

Postal address:

|
Last name: ‘
|
|

Phone number:

E-mail address: ‘
Date of birth: |

Gender: ‘ Male H Female H Other H do not want to answer

Remember: when asking for gender, include the option to answer “other” or to not answer

atall.

Main activity (choose):

Student at comprehensive school

Student at secondary school/high school

Student at vocational school

Student at university

Working

| |
| |
| |
‘ Student at university of applied sciences ‘
| |
| |
| |

Other (for example, at home with children, unemployed, etc.)

Place of main activity (school and main subject, employer, etc.):

Describe your experience with the Greens:

Describe your experience with other NGOs or activism:

Tell us why you should be chosen to participate in the training (for instance:
why you want to participate and what you think you would gain from the training; where

your motivation to participate comes from)

Is there something else we should know?
(such as, disabilities, special diet, etc.)

Can we give your contact details to the local Green youth organisation to

contact you?

Yes ‘ ‘ No

By stating “yes”, you confirm that everything you have written above is correct and that

you commit to paying the participation fee, should you be accepted for the training. Sim-

Confirmation page:

ilarly, you commit to participating in all the training sessions.

Thank you for your application! We will inform all applicants about the final selection by

e-mail no later than date-month-year!
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Promoting the call

The call must be promoted if you are to find the right people to participate.

Here are some suggestions on the best channels to reach out to the people you
are looking for:

“Q-HOW ABOUT:
Create a promotion

list

@ BEST PRACTICE:
Spreading the call for
participants for the
Accumulator training
in the Czech Republic

Mailing lists: Green Party, Young
Greens, regional Green Party organi-
sations, Green Foundations.
Newsletters: as above.

Facebook: advertising through target-
ing, relevant Facebook groups, Face-
book event.

Twitter: advertising through
targeting.

Green-minded NGOs: environmen-
tal, equality and gender issues, rele-
vant student groups.

YouTube: produce a short video to
advertise the call with known Green
faces, and publicise it on YouTube,

Facebook and Twitter. If possible,
show the video you filmed during the
last training programme, too.

Direct marketing to potential par-
ticipants: if you know people who fit
the participant profile, contact him/
her directly.

Other social media channels: Snap-
chat, Instagram, Periscope, etc.
Posters: libraries, youth hostels, pub-
lic spaces, etc. Public schools often
have a policy of not accepting polit-
ical marketing on their premises, but
this must be checked on an individ-
ual basis.

When organising Green Activists Training for the first time, it is worth creat-

ing a marketing list which can be used to promote the call. It should include

all the relevant mailing lists, NGOs with contact details, student groups and

other relevant interest groups, as well as other marketing channels. If you

use paid marketing, for example on social media, also include the costs in

the list. Once you have created the marketing list, the promotion will be

much easier next time, as long as you remember to update the list from time

to time.

Planning process

It included:

The contact list of umbrella organisations, where young people matching the

participant profile for the Accumulator training could be found, was created.

The name of the organisation

Website and Facebook page

Name, email and phone number of the contact person

Name of the person who recommended this organisation

Information about feedback from the organisation

The list included high-school and university student clubs, environmental,

human rights, volunteer and educational organisations, youth NGOs and



youth groups, NGOs working with migrants and other minorities, as well as
networks for teachers.

The call for participants was published on the IAC website where all the
necessary information could be found. At the same time, a paid Facebook
advertisement on the Green Party Facebook page was launched.

Dissemination process

We asked the organisations to spread the call among their target group, and
emphasised the need to identify specific individuals who might be interested
in our training. The most effective way of promotion the call came from the
Facebook advertisement, direct headhunting and contact with the project
coordinator’s colleagues from other training programmes.

The project coordinator spent a total of four hours each day for one week to
promote the call for participants. As a result, we received 62 suitable appli-
cations for 20 places on our training, which is a very good result for our first

attempt at training!




Selecting participants

This phase of the project could prove to be the most difficult. If you are lucky,
you might receive over 50 great applications, all of whom fit perfectly into the
desired participant profile and provide impressive motivation letters. Ranking
people and then rejecting them is never easy, but is often necessary. The
selection criteria and methods should be clear to all participants and other
stakeholders to avoid confusion throughout the procedure.

Selection criteria

Selection criteria may include:

Motivation: this
@ must come first. All
the Green Activist Training
programmes require partic-
ipants with a great potential
to learn and to play an ac-
tive role in the Green move-
ment.

Age: if the training

e is targeted at young
people, the age limit could
be defined between 15 to
25 years old. One aspect to
keep in mind is the group
dynamics in relation to age:
if the age gap among your
participants is quite high,
you will need to be extra
creative in your training
methods in order to ensure
that everyone can be ad-
dressed at their own level.

Previous experi-
@ ence: are you target-
ing complete newcomers or
will the participants already
have some political expe-
rience? If some experience
or party membership is re-
quired, remember to state
that in the call for partici-
pants.
Regional balance: do you
want to involve people from
smaller towns who may not
have other channels to join
the Green movement?

Gender balance: al-

e though there may be
more applicants from one
gender, balancing the group
gender-wise is recommend-
ed — for instance, adhering
to the principle that 40% of

the participants should be
either men or women. Al-
ways allow participants to
choose “other” when en-
quiring about gender on
your application forms.

Under-represented
@ groups: one option
for achieving a more diverse
group of participants could
be to target immigrants,
the unemployed, people
with vocational education,
or those with disabilities.
Your training is an oppor-
tunity to break stereotypes
and reach out beyond your
usual network.
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Who selects the participants?

It is important to state clearly who has the right to select participants. Is it the coordinator, staff
from your organisation, or are volunteers or stakeholders included in the selection process?

@ BEST PRACTICE:
Selection of par-
ticipants for Young
Green Activists Train-
ingin Finland

“- REMEMBER:
Do not forget about
rejected applicants

3. Ready, steady, implement!

The working group, which includes the coordinator, is responsible for the
selection of participants. Following a meeting with the working team, the
coordinator suggested the selection criteria, such as inclusive criteria of un-
derage applicants, applicants from the regions, representatives of minorities
and those with special needs, and motivation and aspiration for becoming

active in solving problems within society.

During the selection process, working group members individually ranked
each applicant on a scale from 0 to 3 according to the extent to which they
matched the selection criteria (3 being the best, 0 the worst). Then they com-
pared the rankings and negotiated which applicants would be selected. In

cases where there was no agreement, the working group voted.

Unfortunately, not all applicants can be accepted on training programmes.
Use a friendly tone when writing rejection letters while, at the same time,
doing your best to inform them about other ways of being engaged in a Green
context. Send them the contact details of the local Green Party organisation
or Green Youth group, as well as information about upcoming events and
activities that might be of interest. Never leave enthusiastic activists without

any contacts!
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Content

At the beginning of the project, you will have already set the objectives for
the whole training programme. Now you need to do the same for each training
session. What knowledge and skills do you want the participants to gain from
it? What do you want to achieve with this one specific training session?

EU training sessions

Within the framework of the GEF project “Europeanising Green Activist Training 2015-
20167, the partners organised simultaneous training sessions on the European Union in
Finland, Hungary, the Czech Republic and Austria. The idea was to equip the participants
with the same level of knowledge before their international trip to Brussels.

Here are some of the objectives formulated for the EU sessions and the Brus-
sels study tour:

To gain general knowledge on EU decision-making and its institutions before the
trip to Brussels;

To get to know the Green Party family at the European level and understand the in-
ternational nature and history of the Green movement and politics;

To understand European identity and what it means to be an EU citizen.

From these objectives, the following content packages were identified for the national EU
training sessions. The aim was to ensure that this content was similar in all the project
countries, while also allowing for some national variations:

‘What is Brussels?’ — structure of
institutions, decision-making process,
EU values and freedoms, EU history
in a nutshell;

EU institutional triangles and
main stakeholders;

History of Green movement in Eu-
rope and main Green actors at the Eu-
ropean level;

Areas of competence: understand-
ing the activity areas in the European
institutions and those dominated by
national politics. This also includes a

discussion on the EU budget and its
implications for the country in question;
Understanding levels of poli-
cy-making from grass-roots to re-
gional, national, European and global
level. Interactive session with an ex-
ample from climate politics and dif-
ferent levels of activism related to it.
Active citizenship: how can I
influence policy-making? Em-
powering youth participation, es-
pecially at the European level.
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@ BEST PRACTICE:
The EU session of the
Young Green Activists
Training in Finland, 6-7
November 2015

‘G HOW ABOUT:

‘G HOW ABOUT:

3. Ready, steady, implement!

Venue: Green Party office in Helsinki

FRIDAY

9.00 Warm-up (1 hour)

10.00 The Greens on a European level, Laura Nordstrom, Assistant to MEP
Heidi Hautala (1.5 hours)

11.30 EU in a nutshell: decision-making within EU institutions, Nora Wester-
lund, former Assistant to former MEP Tarja Cronberg (1 hour)

14.00 Visit to the Finnish office of the European Commission, presentation
on EU budget and competencies (2 hours)

16.30TheEUandrefugees,SusannaMehtonen, Amnestyinternational(2hours)

SATURDAY

10.00 Climate politics on a global, European, national and local level (inter-
active session), Jonas Bistrom, Climate Advisor from Kepa (2 hours)

13.30 Youth & Active Citizenship: how can I influence policy-making? Chris-
tian Beck, Assistant to German MEP Sven Giegold (1.5 hours)

15.00 Being a Finnish young Green in Europe, Teo Kortman, Spokesperson
of the Federation of Young European Greens (FYEG) (1 hour)

16.00 Reflection and closing remarks (0.5 hours)

When you invite a person from the Green Party with long-term experience
in European politics, allow her/him not just time to give a speech, but also
factor in some spare time for interactive workshops, comments on real-life
stories and discussions. If possible, invite the guest to attend other sessions

on the training, too, so that they can enrich the overall programme.

Try including the European aspect in each national training day as Europe

is not just a remote concept but also affects almost all local policy issues.
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Training methods

Try effective but fun learning methods
o The training is designed for young activists and the organisers are there to support
the participants’ learning in every possible way. You can ensure participants get the most
from the trainings by reflecting on their learning needs and different learning styles by
employing a rich variety of experiential, inclusive, participative and challenging methods.

Choosing the best method
® We can choose from a rich variety of methods that will encourage participants to
be more engaged, responsible for their learning and supportive during teamwork. But
what is the best method?

David Kolb studied learning cycles and came up with a theory of different learning styles.
According to Kolb’s theory, we can assume there will be different types of people in each
participant group: activists, pragmatists, reflectors and theorists.

Activists learn best through active experimentation when they plan or try out what
they have learned. They like to experiment, solve problems and seize new opportu-
nities. They love to be part of games, teamwork or role-play. They do not like passive
learning styles and individual work.

Pragmatists need concrete experience of practising learned things. They need to
see connections between the specific content of an activity and the reality whereby
they can implement what they have learned. They get frustrated during theoretical
and not practically oriented learning.

Reflectors want to review and reflect on their learning experience. They love to
look back and think about what they have learnt and they are not okay with concise
conclusions and interrupted activities.

Theorists require abstract conceptualisation, which enables them to make conclu-
sions from their experience. They need a system, model situations and theories which
frame their learning. They do not learn easily from emotional situations —in fact, such
situations can be hard for them to handle.

In reality, each of us applies a combination of learning styles. By presenting different
methods and enabling participants to reflect on their individual learning habits, you give
them the opportunity to recognise and develop their own preferred learning style and
empower their crucial learning-to-learn lifelong key competence.
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Non-formal Education Methods and Activities
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Example

activity

When to use
this method or

ivity

When not to use this
method or act

Energiser activity

Very short activity for energising
participants or interrupting a dis-
tracting process in the group.

Tornado

When the facilitator says “tor-
nado”, participants must change
seats very quickly under certain
conditions such as not sitting
next to the same person as be-
fore/a participant from the same
country, etc..

Before a session or after it, not

in the middle of the learning
process. Recommended for use
every time before you start a new
session.

Be sensitive about the level of for-
mality in your group. It is impor-
tant to ensure a safe and relaxed
environment in order to enjoy
playful energising. Do not start
with singing and dancing ener-
gisers in a group where people do
not know each other.

Name game activity

Short activity for learning the
names of each participant.

Name and adjective

Each participant says her/his
name and adds an adjective
which starts with the same let-
ter as their name, e.g. creative
Clara. They proceed one by one,
the next person repeats names
and adjectives of those who have
already spoken and adds her/his
name and an adjective to the list.

Ideally at the beginning of the
training, or alternatively in the
morning of the second day of
training to refresh the names.
The game can also be played
each time someone new joins the
group.

Name games can become irritat-
ing in the middle or at the end of
the training when participants al-
ready know everyone’s name.

Ice-breaker activity

Helps participants to get
to know each other and
bring the group closer to-
gether. At the same time, it
enables the participants to
introduce themselves.

Speed dating
Participants are given an
interesting question to
answer in pairs for a few
minutes, e.g. “What is your
secret dream?” — then they
change the pair and dis-
cuss another interesting
question.

At the beginning of the
programme, before you
start with the training con-
tent, when the participants
in the group still need to
get to know each other.

Ice-breakers can become
irritating in the middle or
at the end of the training
when participants want
to get more information
about the topics and con-
tent of the training.
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Group-building
activity

Activity for connecting and
forming the group. Partici-
pants learn about their role
and role of others, and rules
of cooperation are being es-
tablished.

Mission impossible
Participants get several tasks
to solve in a very limited time,
usually 30 minutes (e.g. com-
pose a song about the training
topic, take pictures with five
local people or places, draw
amap of the area, etc.). They
need to do it as a group. After
30 minutes, they present their
results to the organisers. A
reflection on the roles and the
strategy of the group is recom-
mended after the activity.

At the beginning of the train-
ing or any time you need to
ensure trust and coopera-
tion within the group. These
activities can be followed

by working on the learning
agreements, which will be
formulated by the partici-
pants and displayed in a visi-

ble place in the seminar room.

Group-building activities can
become irritating in the middle
or at the end of the training
when participants prefer to get
more content on the training.
If the group is going through

a storming process, consider
them carefully. Always make
sure that the group under-
stands why this type of activity
is important for their fruitful
cooperation.

Group-work method

Method which enables fruitful
participation of everybody, and
supports sharing and learning
from each other.

Learning puzzle

Each member of the partici-
pants’ ‘base’ group represents a
different number, e.g. 1, 2, 3 or
4. There are four study groups,
the same numbers form a new
group and study a piece of con-
tent together. After some time
they come back to their original
base group and share with the
others what they have learned
in their study group.

At any time, but be careful that
the method of group work is
combined with individual work
and work in a big group.

If the content is too heavy

or the task to complicated, it
might be better to facilitate and
guide the process. If the group
is going through a brain- storm-
ing process, ensure that all the
energetic people are not in the
same group, and that some
rules of cooperation are known
and respected by everybody.

3. Ready, steady, implement!

Buzz-group method

This is a group method which
enables the full participation
of each member of the group.
There is no facilitator and no
presentation is required after
the buzz group method; each
group is fully responsible for
what happens in the process.

World café

Several stations are set up; the
participants come to each sta-
tion in small groups and spend
several minutes discussing the
task in their area. After they
complete one task, they move
to another station and, one by
one, all groups explore all the
stations. This method enables
them to systematise, summa-
rise and clarify what they have
learned.

Use this method in the sec-
ond half of the training. Buzz
groups require responsibility
and no interference by the fa-
cilitator. Consider whether or
not participants are dedicated
to the learning process and

if they will use the freedom

of learning by themselves re-
sponsibly.

Not recommended during
the group’s brain-storming
process.

Role-play method

Participants are given some roles
and a plot for the story is set out.
Participants read the description
of their roles and their tasks and

act accordingly.

Can I come in?

Role play about a group of refu-
gees trying to escape to another
country. A storyteller reads the
story and gives participants the
roles of refugees, border police
or observers. Participants are
given time to act according to
their roles, develop the story,
and to interact with each other.
A debriefing of the activity fol-
lows the role play.

When the group has been creat-
ed and a safe environment is en-
sured. Make sure that everybody
understands that it is only a
simulation and that the role play
process is rounded up well and
every participant handles his/
her emotions appropriately.

Do not use this method at the
beginning of the training, when
the participants have yet to trust
one another. Be careful about
unexpected disturbing mo-
ments, rooted in a participant’s
past, and think about all the
possible developments within
this activity. A facilitator with
qualifications in psychology is
recommended to implement to
role play.
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Simulation meth-
od

Simulation is similar to
the role-play method but
enables participants to
choose the role, and devel-
op the role’s character and
behaviour. Simulation can
be used as a laboratory for
practising situations, reac-
tions or skills.

Campaigning simulation
Participants are given the
task to choose a topic they
would like to campaign
for. They spend two hours
preparing to campaign on
this topic in public. They
are taken out of the sem-
inar room and given the
opportunity to practise in
a simulated environment.
Afterwards, a reflection on
this activity is essential for
them to realise what they
have learned.

In the second half of the
training when participants
feel confident about them-
selves and are ready to
face challenges.

Definitely not recommend-
ed at the beginning of the
training.

3. Ready, steady, implement!

Presentation method

Known particularly as a Power-
Point presentation on a particu-
lar topic. The presenter delivers
a huge amount of content using
prepared material. It is a frontal
way of delivering information
when one person speaks and
the others listen.

Presentation on European
history

An expert describes and ex-
plains fundamental events in
the history of the EU.

In the first half of the day when
participants are not too tired to
focus on the presentation.

Do not use the presentation
method too often as this form
of delivering information can
get very tiring. Ensure some
follow-up such as a discussion
or teamwork so that partici-
pants can get to know the topic
and experience it by them-
selves.

Field-trip method

Practically-oriented fieldwork
visit where participants meet
the experts and practitioners,
listen to presentations about
their work and observe their
work.

Visit to the European Par-
liament Participants visit the
European Parliament and meet
the MEPs who talk about their
very own experience. Space
for commenting, challenging
and shaping opinions, clarify-
ing presented tasks and theo-
ries. Everybody involved in the
discussion should be aware of
general recommendations for
keeping the process fruitful,
such as listening to and re-
specting each other, not being
afraid to ask, articulating (only)
the essential information, etc.

When going on a field trip,
make sure that the group is
aware of what they have learnt
and that they understand what
they can get out of the field trip.

At the beginning of the training
when you should give the group
more space to develop and let
the participants set their own
learning goals.

Discussion method

Activity which can be used for
any kind of co-creation or feed-
back moment in the project.

Discussion in small groups
Participants are divided into
small groups and given a task
to discuss e.g. “Come up with
five essential rules for our
group work”.

Any time and very often: make
sure participants respect each
other, are not shy and are ready
to contribute with their opin-
ions.

When a discussion does not ful-
fil the objective of the activity,
it is misleading and participants
will not listen to or respect
each other.
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Brainstorming method

This method is focused on gath-
ering as many ideas as possible.
Everybody contributes, and the
facilitator writes everything
down without commenting or
evaluating the given sugges-
tions. In the second phase, the
group can analyse and choose
the best ideas.

Brainstorming about the
character of the ideal poli-
tician

“What would the ideal politician
be like?” Participants formu-
late their ideas then group them
and create a profile of their ideal
politician.

Appropriate at the beginning of a
session and in the first half of the
programme.

Brainstorming will not work in

a group of participants who are
not motivated to contribute with
their own ideas and share them
in a big group.

3. Ready, steady, implement!

Open-space activity

Very participative and demo-
cratic method whereby partici-
pants are facilitators at the same
time. Open space enables them
to share their personal experi-
ence and is based on peer-to-peer
learning. Participants suggest
workshops they would like to run
and put them in a time schedule.
There are several workshops run-
ning simultaneously. The other
participants then choose which
one they want to attend.

Open space about media
competences

The first participant suggests

a workshop on writing a press
release, a second one on critical
reading and a third one on public
speaking. As mentioned above,
all the workshops run at the same
time but in different spots and
the other participants are able to
choose which one they want to
attend.

At the very end of the training
when the group is well prepared
and confident enough for peer-to-
peer learning.

Do not apply this method at the
beginning of the training. As a
facilitator you should be aware of
the sharing potential of the group
and motivate the group to sug-
gest their own sessions.

Self-reflection method

Looking back and reflecting on
learning experience. Partici-
pants get time for themselves to
evaluate what they have already
learned.

Reflection groups

Reflection groups meet in the
evening and check what they
have learnt: “What did you learn
today? What do you need to learn
to understand the EU better?”

Very useful at the beginning and
end of the learning process. At
the beginning, participants real-
ise what they need to learn, and
after the activity they evaluate
their learning.

Reflection should take place
when the activity is finished in
order to have the full experience
with the topic and the possibility
to evaluate individual learning.
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Important to take into account:

The training pro-
gramme comprises
many activities. There-
fore, the educators should
ensure that various meth-
ods are used during the
activities and that they
present a dynamic and en-
tertaining programme to
the participants. The road
to success is a diversity of
methods!

You can innovate and
shape the methods by
using different tech-
niques (artistic techniques,
outdoor activity, games
and other tools, sport, mu-
sic, etc.). For example, you
can implement the meth-
ods outside, perhaps in a
garden and task the par-

“-HOW ABOUT:
Practise the methods

ticipants with expressing
the outcome of their dis-
cussions through land art
techniques; alternatively,
you can use flip-chart pa-
pers, etc.

Methods are not uni-
versal or redemptive.
You need to choose them
carefully according to your
participants’ needs and the
learning objectives of the
training in question. Unfor-
tunately, it often happens
that the facilitator chooses
a specific method she/he
personally likes, without
checking whether or not
the method corresponds
with the learning objectives
of the training. The chosen
method should always re-

flect the needs of the group
and enough time or the re-
quired environment should
be made available for the
chosen method. If the ob-
jective of one session is, for
example, to make the par-
ticipants think about their
role in hate speech situa-
tions and the method cho-
sen is the role-play meth-
od, acting out a scene on
discrimination in the class-
room, some participants
might be personally affect-
ed should there be social-
ly excluded youngsters in
the group. As a result, not
only would the objective
of the training session be
missed, but certain partic-
ipants would also be upset.

Using a new method requires a lot of practising. Go through the method ini-

tially as a participant and explore its dimensions, strengths and weaknesses,

understand its timing, the required environment and all the conditions for

reaching your learning objective by applying this method. It is recommended

to think about hiring a professional who could facilitate the activities for you

and ensure that the best methods for supporting your participants’ learning

will be chosen.
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Trainers and speakers

Once the agenda has been set up, it is time to find the best trainers and speakers. As
the content is often related to Green politics, it is worth considering Green specialists,
although professionals outside the Green family should also be kept in mind. Here are
some suggestions:

Finding trainers and speakers

MPs and MEPs and their staff,
Green politicians: know-how on
activism and decision-making at the
national and/or European level, po-
litical topics;

Green Party staff with different
know-how: media relations, political
secretaries, campaigning, etc.
Board/council members of the
Green Party: how does the Green
Party work, how can Green politics

Green Youth staff and members:
Young Greens often attend and organ-
ise various events based on non-for-
mal and peer-to-peer education (Green
topics, political skills and competenc-
es);

External experts, such as European
Commission officials, national govern-
ment or local city personnel, profes-
sionals from NGOs, trainers for speak-
ing and performing skills, and so on.

be influenced;

Green local councillors: how to be
influential at the local level, local po-
litical topics;

“Q-HOW ABOUT:
Creating a trainers’

Every organisation offering education to Greens should have a trainers’ da-
tabase with contact details, training topics and profiles of the trainers. Creat-
database ing one takes some effort, but once it has been set up it will be a lot easier to
find the right speakers — especially external coordinators who do not neces-
sarily have knowledge of all the trainers your organisation has worked with
in the past. The database also functions as the organisation’s memory, since

from time to time its employees might change.

The Green European Foundation (GEF) maintains the European trainers’
database, which includes trainers from different European countries. The
database is shared with all the GEF partners, and is well worth checking

when searching for international speakers.

3. Ready, steady, implement!
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Training materials

When choosing the material on which to base your training content you could consider
some of the following sources:

Green European Foundation publications

o The GEF regularly publishes information on European topics, as well as books and
articles which provide insight into the most pressing issues in the Green family in Europe.
Tools you could use in your training include: Europe for Beginners, A Green Guide to the EU:
available in several languages, this guide will lead your participants through the Euro-
pean institutions and history of the EU to help them better understand how it functions.
Furthermore, the publication highlights the Greens’ alternative proposals and actions that
could make the EU a more democratic and transparent project. Europe for Beginners is
available in English, Spanish, German, French, Hungarian and Czech.
The Green European Journal is published by the Green European Foundation which was
launched at the beginning of 2011 with the aim of providing a space for discussion with-
in the European Green movement, and a way of engaging the public in the wider debate
about the future direction of Europe. The journal can be used as a source of information,
analysis and as a potential pool of experts on a specific topic.

Heinrich-Boll-Foundation
e Likewise, the German Heinrich-Bo6ll-Foundation produces various publications,
videos, research items and articles on its website. Most of the publications are in English,
but some include translations into other languages. One example is the Meat Atlas - Facts
and figures about the animals we eat, available online or in a printed version in Spanish,
Czech and French.

Official EU information packages
o The European Union offers a wide range of official publications and visuals on the
EU. All publications can be found, downloaded and ordered from the EU Bookshop; most
include translations in various languages. They can be ordered directly from the EU Book-
shop or from national EU offices — the latter also publish their own material.

4 EU studies in universities
o The International and European Studies Departments in national universities pro-
vide excellent teaching materials. Here are a few selected examples where free-of-charge
studies can be downloaded:

Centre for European Policy Studies (CEPS)

Institute for European Studies (IES)

University Association for Contemporary European Studies

EU laws and publications.
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Warming-up

Once the participants have been selected and you are awaiting the first training session,
it is time to organise a warm-up to break the ice and inspire participants before the first

meeting:

1. Sending a ‘welcome’ email is a must:
introduce yourself and the team, tell par-
ticipants how happy you are that you will
be working together and increase the sense
of responsibility by explaining the selec-
tion process and reasons why you preferred
them to other participants. We do not put
participants’ email addresses into blind car-
bon copy but make them visible to others.
Participants will soon meet face-to-face
and this is a simple way to step away from
anonymity and initiate a small community.

2.Create a social media platform
(Facebook group): this is an easy way
to bring participants together before the
training starts. You can use email to share
important information, while a closed Face-
book group can be used as a space for shar-
ing less formal content. Within the group,
you can share information about the places
you are going to meet, profiles of the guest
speakers, pictures and reports from previ-
ous projects, etc.

3.Ideas for warm-up activities include:
- Ask participants to share small profiles of
each other on Facebook or via email;

- Encourage participants to think about their
motivation to become active change-mak-
ers. You can give them the task of bringing
something that symbolises active citizen-
ship or ask them to send you a photo of
them being active in their society;

3. Ready, steady, implement!

- Prepare participants for the programme
and encourage them to think about their ex-
perience with active citizenship. Tell them
to create a list of the community activities
they have participated in and ask them to
identify and describe their role in these ac-
tivities. You can also ask them about the
issues that most outrage them. During the
training you can follow-up on these prepa-
rations and let them build on their experi-
ences by using the training content;

4.Invite participants to present the re-
gion they come from through local and
homemade products which can be shared
during the training breaks. This activity
gives participants an opportunity to pres-
ent the area they come from, which can be
a very enriching experience.

5. Ask participants to fill in a question-
naire about their arrival and departure
times and enquire (sensitively) about their
special needs (e.g. dietary needs, needs
connected to practising their religion, phys-
ical challenges, etc.);

6. Send a detailed information pack-
age to participants at least a week be-
fore the training. Remind them about the
task(s) which have already been allocated,
repeat important practicalities, make them
curious about the training programme, and
share contacts of those responsible for the
training.
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Communication

A great deal of your success will depend on the communication you have with the vari-
ous stakeholders, such as:

Your project team: making sure that everyone’s goals are aligned until the end of
the project, that your volunteers are still motivated even after a more intensive work
period and that unresolved tensions do not appear in the team are key to success.
One idea could be to take time out for team meetings — this could be more formal, or
simply going out for a lunch regularly — to get an idea about everyone’s feelings and
to stimulate communication;

Participants: regular communication with participants is not only a must when it
comes to transmitting relevant information on the training, but it can also play an
important role in motivating them. If they have to wait for a few weeks between the
selection and the actual training, communicating with them and providing a platform
where everyone can communicate with one another can also help to maintain their
engagement and motivation;

Funders: keeping your funders informed about your project development is extremely

important. Do not wait until they come to you asking for information, but establish
(possibly with them) the level of detail they require about this project.




Administration

Venue and catering booked, participants informed, everything’s ready ... no, not
quite. Administration might be boring, but without it the training will surely fail.

Set up the venue

Some aspects should be planed beforehand concerning setting up the training venue. If
you are going to record the training, check the section on making a video on page 27.
Otherwise, here are tips for creating a pleasant venue:

Frontal lectures take place in a classroom setting, the audience looks in one direc-
tion at the trainer. Make sure they can see the stage well with the blackboard, flip-
chart or projection screen. Visual support must be large enough to see and simple
enough to comprehend.

Non-formal education trainers usually prefer a circular setting where the speaker
is part of the group and everyone can maintain eye contact. Try to avoid a second
row in a circular setting. Also, when sitting in a circle, the visuals must be visible for
everyone so some may have to move their chairs.

During a training session, all participants must be able to see and hear each other. Sound
amplification, microphones or loudspeakers could be needed, depending on the group size
and venue. Ideally, the room should be comfortable, light, inspiring and able to steer the
participants’ attention inwards. The world outside the windows may divert their interest:
you could sit out in a quiet park or on a terrace, but not next to a playground.

Think about accessibility: make sure the lifts work and the venue is easy to reach.
Check the venue beforehand! Never leave this task until the training day.

Checklist for administration
The training is about to start — have you remembered everything? Here is a checklist:

Have you asked about special diets and informed the caterer accordingly?

Have you sent the participants the necessary information on how to get to the ven-
ue? Is it easy to find with your instructions or should you point out something else
to aid their journey?

Have you checked whether the venue is accessible?

Have you checked if the venue has all the equipment you need (video projector, print-
er, enough chairs, markers, post-its and flip-chart)? Remember to bring along those
items not included in the room rental.

Remember to print and place signs outside the venue to indicate the exact
meeting place.

3. Ready, steady, implement!
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Have you printed the hand-outs and prepared all the material that will be distribut-
ed to participants?

In the case of multiple locations, have you checked that there is enough time in the
programme for moving from place to place? With a large group, for instance, lunch in
a restaurant might take some time. Are there participants with disabilities for whom
you need to make special arrangements?

Have you gathered the phone numbers of speakers and participants in case you need
to contact them?

Are you going to prepare name tags for everyone?

ﬁ REMEMBER: Check the emergency issues at the venue beforehand: where is the first aid
In case of emergency  kit? Do you have several taxi numbers if you need to call one? Are you famil-
iar with the safety instructions at the venue, and do you know where all the
exits are? If you need to assist a person in case of emergency, is there another
person to take care of the group in your absence? You might also consider the

possibility of participating in a basic first aid course.

Training day!

Finally, training day has arrived! Everything should be planned beforehand so that the day
runs as smoothly as possible. However, something unexpected may happen: a speaker
may cancel at the last minute and you might need to rush to find a replacement, or the
meal order is not correct and some participants do not have anything to eat. You never
know what might happen!

You should ensure that there are enough organisers present to help with any unexpected
events. Helping hands are often necessary at the beginning, when you need to prepare
the coffee or coordinate the caterer, arrange the meeting room, welcome participants and
speakers and so on. This is a good job for volunteers, if you have any.

If something unexpected does happen and there are not enough helping hands at the
time, think about who you could call for help: can you call your colleagues or someone

from the project team?

And finally, it is time for some action! Good luck!
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The Brussels study tour is the pin-
nacle of the European dimension of
Green Activists Training programme.
Participants from partner countries
travel abroad not only to gain direct
experience with the EU, the Green
Party and other views but also to
network and interact with other
young activists in order to deepen
their European identity.

National training programmes cover
an introduction to EU topics and help
participants get a clearer picture of
European politics when visiting the
European Parliament in Brussels.




Brussels study tour objectives:
» Toallow young people from different countries to meet each other and
interact on Green topics;
»  To provide deeper insights into EU decision-making processes and Green
politics in practice;
To create a true feeling of European identity;
To get the feeling of togetherness with the Greens, so that participants want to stay in
the movement after the training;
To experience the international aspect of being a Green;
To get to know other viewpoints outside of the Greens, providing a toolkit of informa-
tion for creating valid arguments;
»  Toexplore Brussels in an international context and, last but not least, to have fun!

Planning the study tour

Start planning the study tour as early as possible, preferably at least
six months beforehand. This is particularly important for getting the
financial support needed and for booking the venues and speakers.

Q BEST PRACTICE: The organisers visited the main venues in Brussels ahead of the actual trip,
which contributed towards identifying any potential challenges and making

the experience a success!

When and for how long?

The best time to go to Brussels and visit the European Parliament is when the MEPs are
there. There are two possible weeks out of four European Parliament schedule weeks: the
“Committee week” and the “Group week”. During the remaining two weeks, the MEPs are
either in Strasbourg or visiting their home countries. However, bear in mind that during
the Committee week it is very hard to reserve rooms for a large group since the commit-
tees need them. During the Group week, it is best to visit the European Parliament on
Thursday and Friday which leaves the possibility to do other visits at the beginning of the
week, such as visiting the Parlamentarium, Green organisations or NGOs.

The study tour should last long enough for training sessions as well as evening activities
and free time: three to five days is highly recommended in Brussels, excluding travel time.
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A THINK ABOUT:
Length of each
group’s stay

Finances

If possible, try to fix the same arrival and departure dates for the whole
transnational group, to facilitate the common sessions and to strengthen re-
lationships among the participants. However, bear in mind that the holiday,
work and exam periods may vary among the participating countries, which

will make unification of the dates harder.

The MEPs sponsor groups visiting the European Parliament. This support is essential
for the Brussels study tour since it covers travel and accommodation costs. Contact MEP
offices early and ask for your group to be sponsored.

How does MEP sponsoring work?

MEP sponsoring for a visitor covers €60 for accommodation and €40 for meals per

participant (in 2016). In addition, each participant’s travel costs are covered based on the

distance in a straight line from the point of departure is covered at a rate of €0.18 per kilo-

metre. The distance is calculated on the average distance of the whole visiting group.

The support depends on the number of people checked in during the European Parliament

visit. Thus, it is crucial that every participant is present at the official presentation of the

European Parliament.

The payment is made on the day of the visit to the European Parliament, for which the

documents listed in the confirmation letter are required. The payment can be made to

a non-political account or in cash. Transfer to an account requires a certificate of the

ownership of that account.

% REMEMBER:

@ BEST PRACTICE:
Finding a MEP

to sponsor you

When you put register participants’ names with the European Parlia-
ment, remember to include their postal addresses, as the money will

come accordingly!

If the participating country does not have a Green MEP, as was the case for
the Czech Republic group in 2016, it is possible to get support from other
Green MEPs. In 2016, German MEP Sven Giegold funded the Czech partic-

ipants.

Preparation before the trip

To make it possible for everyone to participate in discussions with MEPs, experts and
activists, it is essential for all the participants to reach the same level of knowledge. Con-
tent of the national training sessions on European topics should be refreshed just before
the study tour to Brussels.

4. Guide to the Brussels study tour



% REMEMBER:
Refresh shared

knowledge

@ BEST PRACTICE:
Austrian preparations
for Brussels

Provide participants with the GEF publication “Europe for Beginners” and
share more about the speakers they are going to meet. In Brussels, we rec-
ommend starting the programme with a visit to the European Parliament’s
interactive exhibition which guides visitors through the European integra-

tion journey and the impact it has had.

Encourage participants to introduce themselves and get to know each other
before the tour begins. You can set up the Facebook group for all the partici-
pants. The vibes of upcoming meetings can be felt through the info pack, an
official document with practical information in English which suggests that

this experience will soon become international.

Since it was not possible to organise an EU-themed national training session
at the same time as other countries, the Austrian participants had a two-day
crash course just before leaving for Brussels in 2016. Guests from the Euro-
pean Parliament were invited to the training. First, the participants were giv-
en a general introduction to the basic European institutions and instruments,
before receiving a brief overview of the history of the Greens at the European
level. The following day built upon the input on EU institutions and Euro-
pean asylum politics and policies. The crash course was also a good way

to prepare for the actual study tour and to go through the practical details.

The programme in Brussels

Start planning the programme as early as possible, ideally at least six months before.
Keep in mind the number of participants when planning parallel sessions and contacting
trainers and speakers. MEPs’ assistants are very valuable when it comes to planning the

practicalities.

Q- HOW ABOUT:
Organising a pro-
gramme outside
Brussels, too

% REMEMBER:

%% REMEMBER:
Provide some free time

If there is time, visit the municipalities around Brussels for a wider view-
point, as well as a great opportunity to take in some tourist attractions at

the same time!

Reserve enough time to go through the security check in the European Par-

liament; mark this in the programme.

The programme does not need to be filled with activities — it is important to
schedule enough free time for the participants, during the day, too! However,
for example, you can encourage the participants to go sightseeing together

in transnational groups.
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@ BEST PRACTICE:

Simplified programme of Brussels study tour 2016 (Finland, Austria, Hungary, Czech Republic)

+ dinner

with FYEG

remaining groups

Monday Tuesday Wednesday Thursday Friday
18 April 19 April 20 April 21 April 22 April
Visit to the Euro- Parallel pro- Visit to the Euro- Departure day
pean Parliament grammes (NGOs) pean Commission
National pro- Ska Keller
gramme
Meeting the
MEPs
H Lunch Lunch Lunch
Arrival European Green Visit to the Final reflections
in Brussels Party Parlamentarium National
= Green European Austrian and programme
8 Foundation session = Hungarian groups Free time
E Federation of leave
[}
& Young Greens
< (FYEG)
Demonstration
outside
E Welcome drinks Party and dinner Dinner with the Free time

Coordinating the study tour

Divide the responsibility with other coordinators before and during the study tour. Here
are some tips for Brussels:

Coordinators’ breakfast: if possible, have a breakfast meeting every day to go through
the day’s programme and allocation of responsibilities;

Two coordinators per country if possible — more hands and minds on deck;

Stick to the plan, be on time and give a good example to the participants;

Have everyone’s phone numbers to hand; consider buying a Belgian prepaid SIM card;
Reserve enough time for moving between venues;

Prepare info packs for the participants with the programme, map of Brussels, impor-
tant addresses and phone numbers, and possibly info about EP and Green organisa-
tions.
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Rules for the trip

It is important to lay down rules for participants to follow on the study tour. These rules
may vary between different training sessions but the following should always be included:

Be on time;
Respect the speakers and other participants.

Q HOW ABOUT: Set the rules together with the participants. They can come up with different
rules or guidelines for the trip in small groups and then share them with oth-

ers; and everyone can then promise to engage with the rules.

Allowing the participants to take part in the process makes them more com-

mitted to the outcome.

Practicalities

Getting there

The journey to Brussels can be part of the international and Green experience. Experiment
with the means of transport and try train, ferry or bus. Flying is fast but not eco-friendly
and the group-building aspect is absent in large aircrafts.

Q BEST PRACTICE: In 2016, the Finnish group travelled for 48 hours from Helsinki to Brussels by
Ferry and bus trip from chartered bus and ferry boat. The journey was long but it strengthened the
Finland to Brussels group spirit, and it was also possible to arrange activities during the journey.

All expenses were budgeted according to MEP visitors’ support so no other

funds were needed.

"@.'HOW ABOUT: How about sharing a bus for two groups, to make the trip more inter-
Combining forces! national? One group could pick up the other one on the way and partic-

ipants can start sharing their experiences from the very beginning.
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Accommodation

Take the opportunity to share the same accommodation with several groups and book a
cheaper hotel or hostel well in advance. Living in the same place supports the project’s
international dimension and brings participants closer together. However, do not forget
that MEP visitors’ support is a fixed amount and does not change according to the number
of nights stayed. If you are planning to stay in Brussels for several nights and to organise
the study tour, the accommodation should not be too expensive. For that reason, hostels
or cheap hotels are affordable options.

BEST PRACTICE: Mixing the nationalities in the hostel dorms or even in double rooms enables
Mix the groups up participants to interact on a daily basis without the involvement of the organ-

isers. This is the most natural way to get to know each other.

Meals

Providing satisfactory meals for your group requires some advanced planning. In Brus-
sels, the same principles apply to the meals as in national training organisation. See page
25 (greening the catering)!

However, when travelling, eating well is crucial, so here is a tip:

Big breakfast, little lunch, slow supper! It is likely that during travelling or the packed
study tour days there will be little or no time for a proper slow-food lunch. So even if they
are not particularly hungry at breakfast, encourage participants to eat enough to last them
until dinner! For a midday lunch, pick a more cost-effective and fast self-service restaurant
in advance — there are plenty in downtown Brussels or near the European Parliament that
also provide for special dietary needs. The only real slow-food event can be the group
dinner, in particular, when buffets are recommended.

‘ THINK ABOUT: A practical consideration: if the study tour organiser is covering the cost of
Mix the groups up the meal, either a cash/card payment is agreed with the restaurant or an
invoice is requested. The participants can also receive a €10-20 lump sum as

a meal allowance which is both documentable and reasonable.
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Venues

During the study tour the participants frequently need to interact with the hosts and each
other, which requires proper meeting rooms. Here are some tips:

‘G- HOW ABOUT:

Early bird catches the worm: ask
for venues in Brussels as early as pos-
sible, especially for a large group as the
rooms at the European Parliament and
in other locations in Brussels may be
snapped up before you notice!

The ideal meeting room: check ide-
as given in the handbook on page 49
(administration), and do not hesitate to
use public spaces or venues.

Rooms in the EP: meeting, seminar
and committee rooms are available
in the European Parliament, although
most are furnished with built-in cir-
cular desks or theatre sit-up seats. To
book, think well in advance and bear in
mind that the Parliament’s own com-
mittees are always a priority compared
with your study tour.

Check-in and no WANDERING:

the European Parliament building is
a huge labyrinth, so parties must ar-

in real meetings.

4. Guide to the Brussels study tour

rive well in advance for the security
check, and must know exactly where
the rooms are booked and the room
numbers. Visitors are not allowed to
wander alone inside the Parliament
building. For a faster check-in a par-
ticipant list must be submitted two
weeks in advance; all participants are
required to show an ID card, wear a
visitor’s badge and also be ready to
pass an airport-like security check at
the entrance. A participant list is also
required for travel reimbursement if
the study tour is sponsored through
an MEP.

Meeting in town: the hotel lobby or
restaurants are not ideal ‘classrooms’
for training activities. If you are plan-
ning interactive group exercises, you
will need to find and book special
meeting rooms for that. Several NGOs
have their headquarters in Brussels,
and several co-working or conference
rooms are also available.

Use the equipment in the EP rooms and have simultaneous interpretation as
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Transport in Brussels

Asin all large cities, moving around Brussels in a large group can bring certain challeng-

es. Here are some tips:

Take a map! Trivial — or maybe not — but
all participants must carry a proper agenda,
address and contact list, as well as a map.
Ideally, they should have everything in a
small study tour guidebook, and possibly
a smartphone PDF version, too. The maps
can be created on Google Maps, Yahoo
maps or Here Maps/Here Transit.

‘%" HOW ABOUT:

Evaluation

Brussels on foot, or by metro-bus-
tram! The public transport system in the
Belgian capital is very well developed. Ide-
ally, all participants should receive a pre-
paid plastic MOBIB CARD. Transport in
Brussels is just as safe, comfortable and re-
liable as in any other European city — just
keep in mind that the group can go only
as fast as its slowest member can or feels
safe to go.

Getting more tips on Brussels on use-it! http://brussels.use-it.travel/

After the study trip, a final evaluation is necessary. A rich variety of evaluation methods
make it possible for each participant to reflect on learning, group, practicalities, organisers
and overall satisfaction with the study tour. Check out the different evaluation methods
in Chapter V and learn how to select the right method. Do not forget to share the result
of the evaluation with your organisation, write a well-prepared report and to use your

knowledge as the basis for improving future training.

‘0 HOW ABOUT:
Go out and evaluate!

If the weather is pleasant, go into the park next to the Parliament build-

ing for a final evaluation with the participants. YES and NO boards

could be installed for participants to use according to their opinion on

the evaluation statements presented. Sunshine and an informal envi-

ronment usually make it easier for participants to express themselves.
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5. Evaluation







Evaluation with participants

As a team of organisers and facilitators, we need to know what it means for us
to be successful in educating the participants, which is why it is essential to
develop measurable indicators of success (see Chapter Il on specifying the
objectives).

Furthermore, it is very important to know how to ask the right questions. If you
ask your participants if they liked or disliked this activity, you will not find out
anything about their learning. A person does not need to feel comfortable with
a challenging method to learn a lot from it. During evaluation, give participants
enough space to reflect on what they have learnt so far. What did they
discover about the training topic? Ask them to be as specific as possible.

Evaluation during the training day

The evaluation of the entire project has to be made separately from the actual training
sessions. It is advisable to take time for reflection with the entire group at the end of each
session. Here are some creative tools for non-formal education evaluation that help eval-
uate whether or not the learning objectives are being reached:

Evaluation pizza: learning objectives are divided into several segments in
a similar way to how a pizza is cut! The middle part of the pizza stands for 0%,
while 100% is at the edge. Participants are asked to draw a dot in each “piz-
za slice” according to how they feel about reaching learning objectives.

Where do you stand: a sign with “YES” is placed on one side of the room and one with
“NO” on the other. Participants are given statements (e.g. “I know how to meet local
politicians and start cooperation with them”) and they distribute themselves within the
room according to how they feel about the statement — those who disagree with the
statement approach the “NO” sign, those who agree approach the “YES” sign. Those
who are not sure remain in the middle of the room. When looking at the group’s re-
sponse, the facilitator can ask participants to explain why they took a certain stance. You
can ask them more questions, such as what would help them to improve their position?

Drama methods: participants should prepare a short theatre performance on the theme
of the most important learning moment in this training, the so-called “AHA effect”.

Hyde Park: a chair is placed in the room representing Hyde Park corner in London.
One by one, participants stand on that chair and speak about their learning (it can
be one or more sentences). If the others agree, they support speakers by clapping,
whistling or shouting. If they disagree, they boo or make other disapproving noises.
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5. Evaluation

Thermometer scale: participants are asked to show how they feel about the
learning impact of the training. They use their hands for the temperature scale
— 0°C is near the ground and 100°C near the ceiling. Participants are asked
to close their eyes (so as not to be influenced by the scaling of other partic-
ipants) and place their hand on a scale according to their feelings. When all the
hands are placed on the scale, everybody can open their eyes and look around
them. Facilitators can ask additional questions to clarify participants’ scaling.

Contribution graph: a graph is drawn on a flip-chart: axis X represents the names of
participants, axis Y the percentage of their contribution. Participants are given the task
of finding their name and drawing a line from axis X up to the percentage which corre-
sponds to their feelings of having contributed to the group and the learning of others.

Burning match: participants stand in a circle. A box of matches is passed around and
everybody takes one. The match represents the time limit of their verbal evaluation of
their learning. Participants speak one by one during the time it takes for the match to burn.

Letter to yourself: participants are given an opportunity to write a letter to their
future selves. The task is to write about the changes that will happen in their lives
based on this learning experience, e.g. what kind of activities they will carry out in
the coming six months. They write their thoughts down on a sheet of paper, place
it in the envelope, close the envelope and write their address on it. Organisers are
strongly recommended to put the date of sending these letters in their calendar
or notebook so as to remember to send these letters to participants in the future.

Reflection groups: in the evening, after a full day of activities, participants can be
divided into small reflection groups which would be facilitated by the trainers. Funda-
mental questions, such as “What did you learn today? or What do you need to learn
more about in order to feel confident about being an activist?”, could be asked of
every participant. Alternatively, you can divide the participants into small reflection
groups which would be facilitated by trainers. Questions like “How beneficial was the
training for you? Did you gain new skills and knowledge to help you become an activ-
ist? Did the training meet your personal needs?” could be asked of every participant.

Dixit cards: Put Dixit cards in the middle of the circle, encourage participants to choose
one which reflects their learning and let them speak individually about their learning.
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Opinion line: tell participants to imagine an invisible line across the room, which is
long enough for all the participants to stand on. The ends of the line are ‘very good’
and ‘very bad’. The facilitator asks questions (for instance: “Did you like the training
venues? Did you feel that you gained new knowledge and skills concerning Green
politics? How did you feel about the international part of the training?). Participants
stand on the line according to their own opinion. Afterwards, the group discusses
the experience.

Anonymous evaluation after training day

An opportunity to give feedback anonymously should be provided right after the session as
some participants might find it difficult to give the trainer negative feedback directly. Collect-
ing anonymous feedback is possible, for instance, via an online form with closed and open
questions. Closed questions are connected to the specific activities implemented during the
programme with answer options on a scale from 1 to 5 (1 could stand for “a lot” and 5 for “not
at all”). In open questions, participants are encouraged to explain why they choose this num-
ber. In the online questionnaire there should be a space for further suggestions and tips for
improving the next training and evaluation of the place, food, group and team of organisers.

BEST PRACTICE: Evaluation is anonymous. If you were not present during an activity, do not

Evaluation form for answer the questions related to that activity.

training session from

Finnish Young Green Communication before and during the training session

Activists Training Scale from 1-5 (1=bad, 5=excellent)
To what extent did you like the following activities?
Greens at the European level: scale from 1-5 (1=bad, 5=excellent)
All the content blocks listed separately here have a similar scale.
What was especially good in the programme and why? Answer in your own
words!
What was less positive in the programme and why? Answer in your own
words!
Questions concerning the EU
EU as a topic is broad and there was a lot of content provided during the
session. If something was left unclear, write your question here and we will
answer you as well as we can!

Comments or requests for the coordination team
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5. Evaluation

Final evaluation

Once the training has been completed it is important to reserve time to evaluate it together
with the participants. First, leave time at the end of the last training session to reflect with
the group. Try to create a calm, unhurried atmosphere based on trust so that everybody
has a chance to speak and share their thoughts.

# REMEMBER: Itis advisable to collect a final written, anonymous evaluation after the train-
Written evaluation ing. However, it might be best to wait a few days so that the participants have
some time to process the entire training experience. On the other hand, if
you wait too long, the response rate might drop rapidly. Once again, use both

closed and open questions.

Evaluation with the project team

Evaluation with the project team should be done soon after the training. When you start
the evaluation, you need to go back to the training objectives you set out at the very be-
ginning. What did you achieve and to what extent did you meet your goals? For this you
will need the indicators you created at the same time as the objectives.

For instance, if one of your objectives was that participants gain a basic knowl-
edge of European institutions, decision-making and the European Green po-
litical family, the output for evaluation would be the EU training session pro-
gramme, as well as participants’ self-evaluation concerning their gained knowledge.

QBEST PRACTICE: At the Institute of Active Citizenship, outcomes of the training are gath-
Evaluation with the ered and presented to the Green Accumulator programme team which
project team of the comprises five people who are given the possibility to read the outcomes
Czech Accumulator and send their suggestion to the trainers. At the end of the week follow-
training: ing the training, the trainers will put the entire evaluation together and

draft a programme according to all relevant inputs for the next training.
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6. After
thetraining







Keep the activists involved

What happens to the participants after the training? Will you ever see
them again? This is a crucial question as the aim of the training is often
to encourage activism within the Green movement and to promote
the emergence of future Green politicians. You might want to think
about how you will follow up with the recently trained activists.

@ BEST PRACTICE:
Activist tracking after
the Finnish Young
Green Activists

Training

‘G- HOW ABOUT:
Alumni network

The Federation of Green Youth and Students (ViNO) is responsible for the
follow-up of the youth activist training. As the training includes a lot of in-
volvement from volunteers, the follow-up is initiated during the actual train-
ing. After the training, participants can join the working group responsible
for planning the next Young Green Activists Training. The chairperson of
that working group will join the Brussels trip as a second group leader.

The ViINO office always sets up a Facebook group for participants, and they
can form a WhatsApp group and other groups on social media themselves.
The Facebook group can be used for communication after the training. The
participants are encouraged to keep in contact after the training, although
this usually happens in any case. Many groups have organised get-togethers,

without any intervention from ViNO.

How about setting up an alumni network for participants of all Green Ac-
tivists Training you have organised? It could be a simple Facebook group
with limited involvement from your organisation, or it could take the shape
of yearly alumni get-togethers. It would help the organisation to follow the
participants afterwards to see if they maintain their motivation to participate
in the Green movement. On the other hand, it is often important for partic-
ipants to keep in touch with their own group, which they may do anyway,
with or without your intervention. Whatever the situation, it might be worth

trying to keep the alumni network alive!
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Documentation

How can you make sure that the project can be replicated in the

future, without repeating the same mistakes? How can you avoid
reinventing the wheel over and over again? For the transfer of knowledge
and experience it is very important to document the project. A
presentation to the stakeholders of the project outcomes is often
required, so spend some time thinking how this can be done.

First, a report must be written based on your experience — it might take some time but it
is worth doing! It ensures that the project group and coordinator, either internal or exter-
nal, know what elements proved successful and what should not be repeated. If you are
hiring an external coordinator, tell her/him from the very beginning that writing a report
is one of the duties the coordinator is expected to carry out.

%% REMEMBER:
Keep the report
in mind from the
beginning

@ BEST PRACTICE:
Video documentation
of the Hungarian
Green Activists
Training

6. After the training

Make sure that you are aware of all the requirements needed for the re-
porting at the very beginning. This means you can focus on preparing and
collecting all the relevant documents during all the phases of the training

and prevent mistakes.

Include the entire process in the report, from planning, implementation and
follow-up. After each chapter, make a list of recommendations for the future.
Be honest regarding the achievements as well as the obstacles and challeng-
es you faced — the purpose of the report is both to document the process
and to help future organisers. Remember to use photos in the report to show

exactly what happened and how much fun it was!

For the visual documentation, check the chapter “2.7 Make it visible” where

you will find tips on how to make a video of the training, for example.

Filming a video was a central part of the documentation of the training. For
the training, Ecopolis used a simple sit-in-circle setting, but for the video
recording the lecturers had a small studio-stage, with GEF and Ecopolis ban-
ners behind them. The video crew used two cameras, a small Go-Pro on a
tall tripod for a bird’s-eye view and a HD video camera for the eye-level and
face footages.

Each lecture lasted for 90 minutes and they were uploaded on the Ecopolis’
YouTube channel so that everyone interested could watch them. However,
for promotion and outreach purposes, 5 to 8 minutes long TED Talk type
presentations are ideal. As a TED Talk is a strictly condensed and focused
stage act, and not a real lecture or training, such a video would require more

preparation on the lecturer’s side.
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Besides the recorded lectures, Ecopolis also shot a short promotion vid-
eo. During the breaks in training, mini interviews were shot with the par-
ticipants in a separate room, using a microphone and good lightning. The
‘talking heads’ said one to two sentences about the training, their motivation
to participate, and they also encouraged the viewers to apply. The mini in-
terviews were cut and edited as a news report, combined with footage from

the training day.

1% REMEMBER: When documenting the project, remember to respect the anonymity of the
Anonymity of training applicants and participants. Once they have submitted their applica-
applicants tion, the organisers have their contact information. This information should

not be spread and forwarded to any third party. For instance, if you store
the information from the previous trainings in a shared database, remember
to delete the contact information of previous applicants before you share
the database with any new people. Also, when communicating with the par-
ticipants, do not share all e-mail addresses without asking for permission.
And remember that party membership is a private thing and you should not

address anyone’s membership within the group.

Dissemination of results

It is now time to disseminate the documented results among stakeholders
and other relevant target groups. Dissemination of the project results

is very important for two reasons: first, it will encourage more potential
participants to enrol and engage in upcoming training, and second, it

is an opportunity for sharing Green views with a wider audience. The
dissemination activities have to be geared to the different target groups.

How to disseminate the results

Written report with photos: send the report to relevant stakeholders who need to
know about the training from A to Z. Describe in detail the whole process of plan-
ning, implementation and follow-up, including any challenges which may arise.

PowerPoint presentation: create a visual presentation with a lot of pho-
tos and emphasise the participants’ learning outcomes. Also be pre-
pared to explain in brief the key points to the stakeholders.



Use the organisation’s regular communication channels: newsletters,
website, blog, social media, etc. Make sure you keep your stakeholders and
followers informed on the training outcomes and how successful it was.

Use Green communication channels: could a local Green journal pub-
lish an article about the training? What about the local young Greens’
blog? Could you ask one participant to write a travel blog from Brus-
sels? The whole Green family should know that the training exists.

Social media: a video is a good way of visually documenting the project, and social
media is the channel to spread the message. Encourage participants to be active on
social media and share their experience.

1% REMEMBER: Create a hashtag for the training

Direct contact: which target groups should you inform directly about the results?

It might be good to set up a meeting and be prepared to illustrate the project results.
Word of mouth: participants’ friends and families are the best potential

target audience. The better the training is and the happier the
participants are, the better and greater the outreach will be.

@ BEST PRACTICE: The Young Green Activists Training has been running for several years so a
Storing the experi- lot of information has been gathered from previous trainings. The organisers
ence of the Young use Google Drive for storing the information. In the Young Green Activists
Green Activists folder there are separate sub-folders for each year’s training programme.
Training in Finland All the material, including calls for participants, contact details of speakers,

training agendas, evaluation forms, summaries of participants’ feedback as
well as minutes from working group meetings are saved in the folders. At the
end of the training, the coordinator writes a report and makes suggestions
for upcoming training. When a new working group starts to plan the next

training, they go through the previous report and its recommendations.

There is also a Google Drive folder for the participants where all the material
used during the course is uploaded, including the information letters sent

before every training weekend or session.
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Sources:
David Kolb: http://www.simplypsychology.org/learning-kolb.html
Energisers: http://www.icaso.org/vaccines_toolkit/subpages/files/English/ener-
giser_guide_eng.pdf
Europe for Beginners: http://gef.eu/publication/europe-for-beginners-a-green-guide-
to-the-eu/
Green European Journal: http://www.greeneuropeanjournal.eu
Heinrich Boll Foundation: https://www.boell.de/sites/default/files/assets/boell.de/
images/download_de/foundation/201301_Brochure_Heinrich_Boell_Foundation.pdf
Name games: http://www.ultimatecampresource.com/site/camp-activities/name-
games.page-1.html
Outdoor activities: http://www.iynf.org/product/education-and-learning-through-out-
door-activities/
Open space: http://www.grunt.ca/engage/assets/OST.pdf
Role play on human rights:
http://www.coe.int/t/dg4/eycb/Source/Compass_2012_FINAL.pdf
http://www.coe.int/en/web/compass
SALTO tool box: https://www.salto-youth.net/tools/
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CAPACITY BUILDING

Enthusiastic activists are a driving
force for the Green movement

in Europe and beyond. Providing
information and training on European
policies in a Green context is part

of the Green European Foundation
(GEF) mission.

In 2015, GEF and its partner Green
foundations from Hungary, Austria,
Czech Republic and Finland or-
ganised for the first time a project
entitled “European Green Activists
Training”. In the course of the proj-
ect, the five partner organisations
planned and organised trainings
which explored the history, function-
ing and institutions of the

European Union in a Green context.
The training programme at national
level was complemented by a com-
mon European study tour to Brussels
in spring 2016.

Considering the unique character of
the European Green Activists Training
programme, the project coordinators
have decided to develop this hand-
book, disseminating good practice
for future editions of the training
within their own foundations, as

well as among other organisations
interested in training programmes for
young activists.

This publication is therefore aimed at
all organisations involved in educa-
tional activities for Green actors,
such as Green foundations, Green
parties, Green youth organisations
and Green study centres in Europe-
an countries, who are interested in
discovering practical tools and tips
on organising trainings which empow-
er young people with the ambition to
change Europe for the better.
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