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HANDBOOK

Introduction
This handbook has been developed to introduce, explain or expand on existing
knowledge and experience in relation to delivering youth work in rural areas. In seeking
to meet the outcomes for rural young people, this document encourages consideration
of how best to ensure young people living in rural and remote areas.
Whilst recognizing the scope for youth activities to play a key role in Community, this
handbook will consider youth work provision out of school time and will focus mainly on
issues connected to the establishment of youth groups/organizations in rural and
remote communities. In developing this handbook, experienced partners have explored
this subject on several levels, resulting in some practical support and ideas to help
practitioners.
The ideas and opinions expressed within this handbook are not intended to be a
prescriptive way of delivering youth work. The handbook offers suggested methods and
approaches.
Handbook is created in the frame of project "Reinforcing of rural youth work in Georgia
through cooperation with EU" co-funded by the Erasmus+ programme of the European
Union.
Aim of the project is to promote the active participation of young people from rural
areas in social life and economic development of local communities through capacity
building of community based youth organizations.
Handbook contains materials of training and capacity building activities implemented in
the framework of the project.
Specific Objectives of the project:
- Increased professional development of 60 youth workers and young leaders that are
equipped with knowledge, key competences and tools related to work with rural youth,
management of youth organization and partnership building (1)
- enhancer the Innovative capacity of 20 youth organizations in rural regions of Georgia,
Latvia and Poland (2)
- Increased transnational cooperation, exchange of good practices and capacity building
between youth workers, NGOs and different institutions active in youth work and
development field from Georgia, Latvia and Poland (3)
Activities of the project were implemented in Georgia, Latvia and Poland.
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Why to do it?
You are living in rural or remote area and in one beautiful day recognize that your life
and life of young people in your community is boring, there is no activities for youth, you
have limited opportunities and need to develop different skills? You believe that you can
change situation in better side, you have energy and motivation to start work with
children, teenagers and youth in your area.
So, it seems that you would like to start youth work in your community!
Our congratulations!
But before we will continue, you need to think and answer on some questions: for
example:
- Are there enough potential members?
- Are there any other youth groups or organization?
- Are there enough volunteers to help run the group?
If you still realize your ideas, this handbook helps you to make your first steps in youth
work.
By the way, let's agree what is youth work for us. Many definitions of youth work exist,
but all contains few "key" words: youth, development, non-formal education. So, we can
say that youth work is work with young people by using non-formal education methods
and aimed on personal development, empowerment and to widen horizons.
Youth work is historically said to focus on few areas, including a focus on young people;
an emphasis on voluntary participation and relationship; a commitment to association
by youth and adults; friendly and informal atmospheres, and; acting with integrity.
Does not matter in which country are you living, you can easily observe that young
people in rural and isolated areas often face a series of challenges:
fewer opportunities for formal and non-formal education: specialised schools and
universities as well as youth NGOs are often non-existent,
employment: there is a small jobs market and high unemployment rate among
youngsters,
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leisure time activities: few or no cultural activities such as theatre, cinema, concerts,
transport and mobility: public transport is often non-existent or very scarce,
lack of information about youth-related issues, opportunities and initiatives,
healthcare: the nearest hospital and specialized doctors are far away,
frequent alcohol and smoking problems among youngsters due to boredom and
lack of opportunities: the local bar is often the only meeting point in the village,
infrastructural problems: new technologies are lagging behind or non-existent: no
internet in some areas, less and more expensive access (Source Salto)
All mentioned bellow is reason why implementation of your idea can become crucial for
young people living in your community. Illustration bellow shows how Council of Europe
considers youth work

A Youth worker is a person that works with young people to facilitate their
personal, social and educational development through informal education, care or
leisure approaches. Youth worker can be professionally educated or gain skills
from work with children and youth. But very important is to share main values of
youth work:
Empowerment of young people
Equality and inclusion
Respect for all young people
Involvement of young people in decision-making
Partnership
Voluntary participation
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You, as a youth worker, can initiate positive changes in your community. Together
with with the young people there you can create new opportunities, improve skills
and build network.
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What do YOUTH need?
Even you are one of those youth people for whom you are going to create some
activities, don't trust only your opinion. You need to identify the needs, hopes and
aspirations of young people in your area.
Why?
As we agreed, youth work should be addressed to needs of young people, support their
personal, social and professional development and even should contribute in
development of your community or area. To reach those aims we need to analyze
current situation in youth field. One of the best way to do it is needs assessment.
A needs assessment is a process to collect information about an implied or expressed
need of community or social group (for example, youth) that can be easily met by
conducting different activities. It is a desire to rectify a deficiency or improve current
performance by developing a plan of action. You have to measure the discrepancy
between both current and desired conditions to do so.
Needs assessment is used by organizations for strategic planning to allocate resources,
make improvements, and determine priorities. It is the first step taken in the planning
process.

Inclusion of young people in the needs
assessment is very important to their fully
involvement

in

the

planning

and

development of youth group. It's good to
be focused on solving common problem
(s) actual for young people/community.
When carrying out an assessment there
should be ensured that the process is
sensitive to the individual differences of
young people i.e. age, culture, gender,
family status, disability etc.
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How carry out need assessment?
A needs assessment is an effective tool to identify and clarify problems so that finite
resources can be directed towards implementing feasible solutions.
An assessment can be conducted by one person, acting alone, but generally speaking, a
needs assessment survey will be more effective and more useful if it is designed and
carried out by a group. This is especially true when no one has special experience in this
field. In most needs assessment cases, many heads will usually be better than one. So
start by assembling a small group of interested people to help you answer the questions
below, make decisions, and carry out the job.
Think about what you want to accomplish, but be honest about what you can
accomplish realistically, given available money, manpower, and expertise. You will want
to consider how big a geographic area you want to target (size), as well as how much
detailed information you will collect about the youth and/or adults you target (scope).
Please remember - big numbers is not our aim. A small needs assessment is
appropriate for a small group/organization or small community. Most important is to get
information that reflect real situation in youth community.
Our next step will be to identify key topics to assessment. Determine how much
attention you will pay to the various areas that a needs assessment can focus on. In our
case when we are implementing survey to determine base for acting our youth group,
we can be focused on identifying of range of problems that is actual and acute for youth.
There is many ways to receive information that you need: personal interviews (face to
face or by phone), discussion of focus group, surveys and questionnaire etc. All of them
is based on asking question to potential target group.
Before to start needs assessment:
- Decide what questions will be asked.
- Decide who and where will ask the questions.
- Create a draft of the full survey.
Asking right question is key of receiving actual information. Ask very direct questions,
such as:
- What problems are so important to people our age/to our community that you would
join a group to change them?
- What is the biggest concern for young people today?
- What's the real cause of the problem?
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- What do you think should be done about the problem?
- Do you know of anything going on right now to solve the problem?
If you choose writing form of survey and prepare questionnaire, you can mix openended and closed-ended questions. Open-ended questions are those with no
predetermined set of responses. Questions with a closed format usually take the form
of a multiple-choice question.
Closed-ended questions are easier and quicker to answer and analysis, easier to
process: compare answers across respondents. But by answering on open-ended
questions respondents are able to express all perceptions and ideas, can provide
unexpected insights into the situation. Open-ended questions are good for focus group
discussion, where all participants can express ideas. But this kind of discussion need to
be recorded for further analyses
MAKE QUESTIONS ANSWERABLE! Adapt question to the expertise of the respondent:
Respondents should be asked questions that they can answer truthfully. Hence,
questionnaires are to be adapted to the preferred language and specific vocabulary of
the respondent, taking into account his/her educational level and experience.
Next step is te gathering the information: implement activities that you planned (meeting
of focus-group, survey etc).
Review the data and make conclusions. See what the data tell you about the key
questions. Draft list of problem most important for youth community. Think or discuss
with your group how received information changed your first idea of youth
activities/work. Which from listed problems/topics is more interesting for your group? In
what field do you have
more expertise (knowledge/education) or other resources? Do you need some
additional infrastructure to work on this issue? Do you know some people who can help
you if you start to work in this direction?
Results that you received drive us to next step: develop a program/ action plan.
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Please remember:
• Needs assessment is a formalized process
which is recorded
• Needs should be reviewed and evaluated on
an ongoing basis as needs may change
A needs assessment will help to show you the
following:
-

What

options

in

youth

field

already

exists/does not exists?
- What are the interests and needs of the
young people?
- Do the young people want a youth group?
- What community support is available such
as resources and training?
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What can you propose?
Now, when you already have better understanding of problems and needs of young
people, it's time to compare your first imagination of your activities with young people
and what they really expect from the youth work. If those 2 things match - perfect! But
maybe that you need to revise your vision or adapt some part of your program
according identified needs.
On this stage it's good to check recourses that you have: skills, knowledge of your team,
volunteers, infrastructure, supporters and plan your program according needs of youth
people and recourses that you have. The types of activities/programs available need to
fit your values and your reason for entering the sector.
One of tool that can help you to it is a SWOT analysis. It is a well-known strategic
planning tool to discover weaknesses and strengths of an individual, group or
organization, and to identify both potential opportunities and threats.
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A SWOT analysis can be an effective way to review strategies participants are
developing, or to evaluate a particular activity implemented. The tool helps participants
be realistic about what they can achieve and where they should focus. (You can find
detailed instruction how to do SWOT analysis in Toolbox).
With your SWOT analysis complete, you’re ready to convert it into a real strategy that
you can work on during the next few months.
The first step is to look at your strengths and figure out how you can use those
strengths to take advantage of your opportunities. Then, look at how your strengths
can combat the threats. Use this analysis to produce a list of actions that you can take.
With your action list in hand, look at your group calendar and start placing goals (or
milestones) on it. What do you want to accomplish in each calendar quarter (or month)
moving forward?
You’ll also want to do this by analyzing how external opportunities might help you
combat your own, internal weaknesses. Can you also minimize those weaknesses so
you can avoid the threats that you identified?
Again, you’ll have an action list that you’ll want to prioritize and schedule.
Activities may change and develop over time in the same way as the needs of young
people change and develop. If you offer same activities for months out quickly
becomes 'bored' and uninviting to young people. A programme can help youth workers
and volunteers to engage in challenging, motivating and 'fun' activities, to work with
young people to explore matters that interest or concern them, raise issues, look at
prejudice and attitudes and help change attitudes.
Here are some key questions to get you thinking:
- What will your youth group do and what activities will it offer?
- Will it have a structured programme of activities or be a 'drop-in' style youth group?
- What size will it be or how many members will it be able to cater for?
Use the information from your needs assessment to help you make these decisions.
If young people are going to get involved in your project, group, event or activity, they’ll
want to see a clear purpose. Think about how you can communicate this. It might be
something personal – like learning new skills or meeting new people. Or it may be an
opportunity for them to improve their local community. (Sometime It’s also OK if the
purpose is simply to have fun!).
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Effective youth programs:
- provide opportunities for skill development
and capacity building across a range of domains
including education, civic participation, physical
development,

emotional

development,

employment skills,
- provide opportunities for leadership, including
genuine involvement in decision making,
- encourage young people to reflect on their
identity,
- support young people to develop social
awareness.
One of effective tools for planning youth work is
NAOMIE model. The NAOMIE helps us focus our
time, effort, energy and money in order to do a
good job of the problem that we’re setting out
to tackle. This method of program planning may
be used for various types of activities and
participation

such

intercultural

events,

as

football

training

or

matches,
outdoor

activities.
It will help you ask question before you begin
your activities, make planning easier and more
logical, makes you think about being more time
effective

and

help

improve

on

past

performances. You can find NAOMIE framework
in Toolbox.
As soon you have listed activities that you can implement in next few months, develop
a schedule for the your program. The schedule should include:
• Location(s) of each activities,
• Audience(s) for each activities,
• Date and time for each activities,
• Person(s) who will lead activity.
Each person who take responsibility for activity need to think about materials and
resourses that you need. And don't forget about promotion!
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How promote your group?
It is never too early to start advertising and promotion of your group and ideas. First of
all, you need to get the word out to the right people. Use popular in your area social
network to spread information about your initiative. Create page with brief details about
your group.
Brainstorm with your friends branding ideas, you can prepare logo or choose colors
that will represent your group.
As soon you have clear idea about what are you going to do, put information about your
vision, mission, overall goal etc on page in social network and start work with your
followers. Publish important information about the group, information about new
projects or photos with others, news about upcoming events etc.
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Who can do it with you?
The key to a long-running and successful youth work is having a good team of
staff/helpers/volunteers. Share your idea with your family members, friends, neighbors,
participants of needs assessment. Keep contact with people, who shown interest or
readiness to cooperate/take part in establishment of your group.
To find volunteers put up posters in local shops and community venues, and post
across your social media. Do not refuse help from adults. Do ensure that they are
sensitive to the needs of youth. If you are already group of 3-4 persons - it's good start.

Team
Before we used word "group" when described you and your colleagues, but after
you’ve gone through all the prevouse steps, you become the team!
What is difference?
Teams are accountable for achieving specific common goals.
Members are collectively responsible for achieving team goals, and if they succeed,
they’re rewarded collectively.
Teams function interdependently. Members must rely on each other for
information, input, and expertise.
Teams are stable. Teams remain intact long enough to finish their assigned tasks,
and each member remains on board long enough to get to know every other
member.
Teams have authority. Teams possess the decision-making power to pursue their
goals and to manage the activities through which they complete their assignments.
Teams operate in a social context. Teams are assembled to do specific work for
larger organizations and have the advantage of access to resources available from
other areas of their organizations.
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To become good team you need to agree about some rules, split roles and
responsibilities and, if needed, establish some procedures. You can prepare simple
agreement/'constitution of your group that should contain some basic information:
name of group, aim, and membership principles, how group should be managed. This
document can be helpful for external communication as well, for example you can
present it in local self-government, educational institution, send to potential donors or
donators etc.
To be effective, teams need to be explicit about the ways they will work together. Teams
don't need a lot of rules to work together well, but everyone on the team should agree
to the ground rules and share responsibility for ensuring that they are followed.
It needs time and effort to become "dream team". Probably you and your colleagues will
need to grow and develop many skills and competences. Here is just few examples of
skills that very important for teamwork:
Communication skills
Presentation skills
Decision-making skills
Conflict resolution skills
Listening and feedback skills
Rapport-building skills
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Organizational skills
Collaboration skills
Leadership
You can easily find information about those and other skills in web. Just remember,
teamwork skills are something that you and your colleagues can improve over time.
Here are a few steps you can take to improve your teamwork skills:
Get honest feedback. Your colleague(s) honest feedback about your teamwork
strengths and weaknesses can help you improve them.
Set personal goals. Using both your own observations and feedback from others to
set goals for your development can help you improve teamwork skills
Practice. Take mindful steps to practice the specific qualities you are trying to build.
When you see examples of great teamwork, think why it stood out to you or was
effective. Apply those qualities in your own interactions when working with others.

Volunteers
Probably

on

first

steps

of

youth

group/organization all of you will work voluntarily
and there can be very soft border between team
and volunteers. Some members of your team will
come from volunteers, some from team become
volunteers or supporters. It's natural process that
develops your team and support development of
your ideas and achieving your goals.
Here is just few tips for work with volunteers.
Let people help you, but remember that all
volunteers need enough tasks and support from
your side. Otherwise volunteering process .
become boring and chaotic process
You need to repeat almost same steps that we did before established of our group to
identify how many volunteers do you need and what skills they need to have.
This scheme can be useful for understanding of lifecycle of volunteers in organization.
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Tip #1
Tray to provide to volunteer some challenge – Being able to challenge yourself,
accomplish new tasks. Challenge does not means hard or complicated: for 12 years old
young person even setting up a playgroup can be challengeable.
Tip #2
Act as though your volunteer is a guest in your home. Show him/her around. Introduce
him/her to your staff and other volunteers, have your leader drop by and say hello and
thanks. Don't let your volunteer feel uncomfortable for a minute. Show that your
organization is warm, friendly, helpful, and happy to see your volunteers.
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Tip #3
Assign somebody in your team who will be responsible for volunteers. Who can answer
on questions, help with coordination, provide needed materials etc. Volunteers need to
know that there is somebody to whom one may turn.
Tip #4
Recognition is very important! Tell your volunteers frequently that they are doing a
good job. Receiving meaningful, positive acknowledgment for your work. Volunteers are
donating their time — and that’s very important. Even simple lunch, giving out gift cards
or post in social network can be sign of appreciation.
Tip #5
Give feedback! Volunteers want to know how they are doing on the job, even if they are
not getting paid. They want to know if they are not living up to expectations so they can
improve. Describe both acceptable and superior performance, use "Feedback
Sandwich" (check our toolbox for full description) and end with gratitude!

Supporters
Depending on your group, it can be very helpful to identify and work with adult
supporters, whether they are teachers, staff of local self-government, or other
organizations staff.
It's very important to inform about your ideas and undertakings broad range of people.
Especially who have some knowledge or experience in work with youth, community
projects, fundraising or who can influence other important persons/actors in your
community. They can give you good advises or consultation, help you in relation with
official structures. Maybe they know what place can host your activities or who can cofinance some materials for activities.
Probably there is many possibilities for win-win cooperation with local institutions, so
ASK questions, MEET people who have a authority in society, EXPLANE why your
activities are important for community, SHOW your motivation or results that you
already reach.
Don't ask about money, ask about support and advice! Build partnerships with your
local council and local services.
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Build your network!
Get know youth workers, leaders and activists from other organizations or other
communities. Even they work with other target groups, it good to be in touch with
other organizations.
Networking will expand your circles of acquaintances, to find out about opportunities in
these fields, and to get news and trends in your field, boost future prospects.
Main principles of good networking are:
- Taking initiative. Don't be afraid to be a little out of your comfort zone.
- Participation in events. Be visible and represent your group on al relevant events.
- Create a database of contacts. get business card or contacts of person who is
interested in your work or can be important for you
- Exchange information. Keep your network updated about the work you are doing.
Document your work in some form and share with people in your network! If you have
some promotional materials give it to people, while attending an event.
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Practical issues
Maybe this information may seem premature to you or does not correspond to the
stage of development of your group, but if you have already started working with
children or youth, sooner or later you will have to think about some practical questions.
Some of them we already touched, for example, infrastructure: place, location, basic
equipment, internet connection, devices (laptop, printer etc), seminar room etc.
Probably you already understood that big part of these issues can be communication
with parents.
Depending to country rules you may need permission/agreement from parents to
implement some activities. It's good to communicate with parents of children who are
involved in your activity. Not only to receive permission, they can be your additional
recourse, your promoters and supporters, if they will understand your aims and
importance of your work.
You can plan some activities to expand and deepen social connections and solved for
free by using recourses of other recourses or organization. You can ask school or
community center to use their room once per week, for example. Or ask friend to help
with taking pictures, print materials etc, use your own laptop etc. And at long last
organize activities that need minimal recourses.
But there are other issues that good to know to avoid problems.

Registration and structure
Do you need registration to legally work with children and
youth?
Are there special requirements for registration in case of
obligatory registration, will you have some fiscal obligation?
Can you collect donations or receive some funding without
registration?
Is there a bank account that you can use for your group?
This rules changes by country and time to time inside of
countries. It good to receive updated information of
consultation. You can use hot line of institution responsible
for registration of organizations or visit them.
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Communication with parents
Depending to country rules you may need
permission/agreement
implement

some

from

activities.

parents
It's

good

to
to

communicate with parents of children who are
involved in your activity. Not only to receive
permission, they can be your additional
resource, your promoters and supporters, if
they will understand your aims and importance
of your work.
You can plan some activities to expand and deepen social connections and
relationships between parents and organization or organize some training for them etc.

Safety and Security
Many youth work organizations require youth workers to have specific training in issues
and legal responsibilities related to safeguarding, health and safety. Even if you are in
very beginning your youth worker's career, your team need to prepare:
- Clear and available information about first-aid and other emergency procedures
- Fire and other emergency procedures
- Lone working policy
- Off-site or educational visits guidance
Don't be very formal, just ensure that all your team member and volunteers know what
they need to do in any emergency situation. You need basic first aid kit (please see in
our toolbox example). Check if place that host you have smoke alarms, fire extinguisher,
fire escape plan etc. Check area when you hold activities to avoid presence of dangerous
items: matches, lighters, gas cylinders,
flammable items etc. If there is any
possibility to attend trainings in first aid
or safety and security in youth work, ask
members of your team to do it. If there
is somebody who have strong skills in
this field, ask him/her to organize
seminar

for

staff

and

share

this

knowledge with all team.
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Child protection
Are you committed to promoting children's rights, notably their right to be protected
from harm?
As a person working with children and young people, you are able to develop a
relationship with a child or young person so they may identify you as a person to whom
s/he may turn to for support. You must prepare yourself and be ready to act on any
concerns. Discuss with your team main principles of Child Protection and anti-bullying
policy. What will you do if notice some bulling in group? How avoid and how react? Be
sure that all member of team has common vision and are familiar with procedures that
you establish to ensure protection of children. Later you can develop your policy on
base of this agreement.

Data protection
Are you working with some vulnerable
group? Maybe provide some services
for children and youth who have some
specific problem (domestic violence,
been in conflict with law etc). It means
that

you

have

some

personal

information about your beneficiaries.
Personal information about children,
young people, their parents/ carers and,
even workers and volunteers has to be
collected by your group/ organization in
order to comply with safeguarding
requirements.
Ensure that rules of collecting and keeping information that you use are in accordance
with your national regulations.
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Financial issues
Last but not least!
Many organizations, especially smaller and more informal ones find it hard to meet the
conditions for obtaining donor funds. The most
common requirements include:
• legal registration of the organization;
• clear governance structures;
• a bank account;
• appropriate financial controls;
• financial audits.
If you are informal group-newcomer, it's a bit early to think about big international
grants, but it's possible to find some sources of financing around you.
You may need person who is 18+ who can manage financial sources of your group or
at leas have access to bank services. And on this stage your aim is to find some sources
to implement activities, not to pay to your staff. So calculate how much money do you
need for activity that you plan, think what can be changed for other recourses. For
example if you need money for lunch for 20 children, it's better to ask some bakery to
provide 20 sandwiches than ask for money to buy it. Mention business that donate
something to you in your social network, or express your gratitude in other way.
Check possibility for co-financing. For example, if you would like to organize some
outdoor activity for children and need transport. Show to potential partner that you
already have funded other part of program: equipment, trainers and facilitators role,
lunch etc, and their finances is only part of
funding. In example with transport you can
ask local government to provide it.
Other ways of funding:
- membership fee
- crowdfunding
- sell products people
- youth initiative programs at local level
- national programs for youth
- grants

30

Toolbox

TOOLBOX

SWOT analysis
How to Do a SWOT Analysis
First, draw up a SWOT Analysis matrix, or use our free downloadable template. This is a
2x2 grid, with one square for each of the four aspects of SWOT. Figure bellow shows
what it should look like

Use Brainstorming techniques to build a list of ideas about where your organization
currently stands. Every time you identify a Strength, Weakness, Opportunity, or Threat,
write it down in the relevant part of the grid.
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Once you've examined all four aspects of SWOT, you'll likely be faced with a long list of
potential actions to take. You'll want to build on your strengths, boost your weaker
areas, head off any threats, and exploit every opportunity.
But, before you leap into action, look for potential connections between the quadrants
of your matrix. For example, could you use some of your strengths to open up further
opportunities? And, would even more opportunities become available by eliminating
some of your weaknesses?
Now it's time to ruthlessly prune and prioritize your ideas, so that you can focus time
and money on the most significant ones.

Brainstorming
Brainstorming combines a relaxed, informal approach to problem solving with lateral
thinking. It encourages people to come up with thoughts and ideas that can, at first,
seem a bit crazy. Some of these ideas can be crafted into original, creative solutions to a
problem, while others can spark even more ideas. This helps to get people unstuck by
"jolting" them out of their normal ways of thinking.
Therefore, during brainstorming sessions, people should avoid criticizing or rewarding
ideas. You're trying to open up possibilities and break down incorrect assumptions a
bout the problem's limits. Judgment
and analysis at this stage stunts idea
generation and limit creativity.
Evaluate ideas at the end of the
session – this is the time to explore
solutions further, using conventional
approaches.
Why Use Brainstorming?
Brainstorming provides a free and
open environment that encourages
everyone to participate. Quirky ideas
are welcomed and built upon, and all
participants are encouraged to
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contribute fully, helping them develop a rich array of creative solutions.
When used during problem solving, brainstorming brings team members' diverse
experience into play. It increases the richness of ideas explored, which means that you
can often find better solutions to the problems that you face.
It can also help you get buy-in from team members for the solution chosen – after all,
they're likely to be more committed to an approach if they were involved in developing
it. What's more, because brainstorming is fun, it helps team members bond, as they
solve problems in a positive, rewarding environment.
Where possible, participants should come from a wide range of disciplines. This crosssection of experience can make the session more creative. However, don't make the
group too big: as with other types of teamwork, groups of five to seven people are
usually most effective.
Maybe start with a warming up about brainstorming and rules for creative
environment, such as
1. Nobody is wrong, no idea is crazy
2. Forbid the automatic NO
3. Everything is worth writing down
4. Use the positive in each idea.
Ask them then to brainstorm problem/situation. Use the group’s own experiences.
Write them on the flip chart.

NAOMIE
Planning is a process for getting ideas into action. If you are systematic then the
process and hence the action can be made easier and more effective. The approach
can be time consuming at first but since your action will be more effective, you will save
time in the long run. A systematic approach gives you a method by which you can:
Check that what you want to do is worth doing;
Find out which things are feasible;
Get things arranged properly;
Use resources efficiently;
Learn from both success and failure.
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These stages are remembered by using the mnemonic NAOMIE, the letters recalling
each action during the plan.
From the very last point you wilI see that new needs can be identified so the planning
process begins again. A practical example using NAOMIE is:
1. What is the NEED? For example, there is a need to improve the numbers of girls in the
youth center
2. What do I AIM to do about this? Raise the numbers of females in the center
3. What specific OBJECTIVES can I set? Within 6 months we should have increased
female participation by 25%
4. What is the best METHOD to achieve the desired results?
Start a focus group with existing female members to ascertain interest
Discuss proposals with female members to get their views
Use focus group to design 6 month girls/young womens project
Ascertain budget requirements
Obtain go ahead from management team
Market and outreach in schools across the borough
Meet with focus group on a monthly basis
5. How do I IMPLEMENT the plan?
Put the ten month plan into action!
6. How do I EVALUATE the plan?
Have I met my objectives?
Ask the focus group, users and staff to review the activities after they have taken
part.
What went well? / What difficulties occurred? / What should we do in the future?
NAOMIE is a continuous process, once you evaluate you will start again to ascertain
needs, aims, methods etc. However, when you do it the second and third time you will
learn from the time before and know what needs changing.
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Sandwich feedback
Do you ever feel like your feedback is falling on deaf ears? Consider switching your style
and giving a feedback sandwich. With this method, you start by giving a positive,
encouraging statement. Follow that with constructive criticism, and then offer some
more positive words. The positive statements are the “bread” of the sandwich and the
criticism is the “filling”. Whether you’re a boss, a teacher, or a parent, you might find
that this is the method that works for you! You can also focus on ways to give effective
feedback in any situation.
Start with a compliment. Begin the conversation by saying something positive to
the other person. You want to start this talk on a positive note. It will help keep the
other person from becoming defensive.[1]You might say, “It’s great that your sales
have increased since last month.”
Be specific. Make sure that your compliment is not vague. That might leave the
other person feeling like your feedback isn’t directly applicable to them. Include
direct statements about their performance.[2]Tell your son, “Thomas, I am proud of
you for using your words to resolve that argument with your sister.”
Be sincere. Don’t compliment someone just for the sake of it. You risk coming off
as phony and damaging your credibility. Find something that you honestly feel the
person did well to talk about.[3]You could say, “John, you’ve worked really hard to
make your emails more polite. All of your team members really appreciate it.”
End with an encouraging statement. You will also wrap up your talk by offering
some additional positive words. This is the second piece of bread in the feedback
sandwich. This helps ensure that the conversation ends on a positive note.[4]Try
saying, “Amy, you’re off to a great
start with this paper. I’m looking
forward to helping you develop that
thesis statement.”
You can also reiterate your first
positive statement. For example,
“Again, I can really tell that you
are making an effort to craft
more constructive emails.”
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First aid kit
Key points
Keep your first aid kit in a central location so it is easily accessible.
Try to keep the contents of the first aid kit at room temperature.
If your first aid kit contains medications, remember to check expiration dates and
replace when necessary. Remember to keep out of reach of small children.
Accidents and injuries can happen to anyone at any time so it is important to be
prepared.
After you purchase or assemble a first aid kit, store it in a central location so it is easily
accessible. If your first aid kit contains medications, be sure to check expiration dates
and replace as necessary.
A basic first aid kit should include:
alcohol pads or antiseptic pads
Band-Aids (all sizes)
cotton balls and Q-tips
elastic bandages
hot and cold packs
medical tape
small container of sterile water or saline spray
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Isoap and hand sanitizer

emergency blanket (stored nearby)

sterile gloves (vinyl or plastic)

flashlight and extra batteries

sterile gauze roll and pads

insect repellent (10% or less DEET)

triangular bandages

matches and candles

CPR mask with one-way valve

paper and pencil

Over-the-counter medications

safety pins

acetaminophen

sharp scissors

aloe

splinting material

antibiotic ointment

thermometer

calamine lotion

tweezers

hydrocortisone cream (1%)

bottle of drinking water

ibuprofen

basic pocket guide or first aid manual

sunscreen (SPF of 30 or higher)

other items specific to the activity or

Other supplies

destination

Blob Tree
The Blob Tree is a tool that can be used to help people (youngsters, volunteers, staff
members) articulate their feelings and help facilitate their development. It consists of
many blob figures on or around a tree. The tree represents a setting, such as a school
or group, and the blobs represent different emotions and feelings. This is self-reflection
tool by getting to observe the blob characters on the tree and select which one
expresses how they currently feel.

Blob Trees can give users an opportunity to share their issues and what they’re feeling.
It has been scientifically shown to be effective as a means of expressing feelings and
emotions with children, young people and adults.
How to use Blob Tree
Tool can be used personally or in group. Ask young people (or any other target group to
take a good look at the paoer with printed Blob Tree. I ask people to choose a Blob that
feels most close to him/her. Ask to explain why.
Answer on this question can be good start for reflection about activity, volunteering,
working enwironment in team etc. Example of bolb tree you can print from here.
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River of Personal
Development
This tool can be used for self-reflection and building personal learning plan. Tool can
be used with young people and with youth workers as well.
Aims of tool:
to reflect on important learning moments in our life
to become aware of what and how we learnt
to share and compare with others the different parts for personal development
Task: Imagine that your life is a river which bends and turns. Sometimes it turns for the
better sometimes for the worse. Now look back over your life and think about times or
events where you really felt you learnt something. Next, after you reach the ‘present,’
continue drawing your river, but this time imagine how it will flow in the future.
While drawing the river, ask yourself some crucial questions:
What is my aim?
Which way I want to develop?
Why do I want to go this way?
How many different paths there are to reach my goals? Etc.
In the end the result of your reflection should be presented on paper (see table
bellow) and turned into the metaphor of a river. When you finish, share your river with
your colleagues and explain the significance of it. Those listening are more than
welcome to ask questions.
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