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A step by step approach to
organising workshops that can help
you become more involved in your
community



Who is this kit for?

ThisKit isfor people interested in organising Stepping Stones in their local area and could include:

O individuals
O community groups

0 educators and service providers

For more information on how Stepping Stones has been run in other communities see the " Sepping Stones
Final Report 1996/97". See the back cover for where this report is available.
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workshop

How to use this Kit:

This kit has all the materials you need to organise your own workshop. It
has two parts:

Part 1

Part 2

21 stepsto get you started ~ an action kit for those involved
in the planning process;
Background Sheets and Worksheets to be used as a guide for

and

your workshop ~ a sample of information, ideas, and exam-

ples to get you started.

The success of your workshop depends on careful planning. The following
21 steps are only a guide and you can adapt them creatively to suit your
needs.

Va

Further information and

obtained from:

Rural Women's Network
Office of Rural Communities
NSW Agriculture

Locked Bag 21

ORANGE 2800

@ (063) 913620
Fax (063) 913650
Email:cuelhop@agric.nsw.gov.au

ORANGE 2800

\\
copies of this Kit can be

Central West Regional Council
of Adult & Community Education
185 Bathurst Road

@ (063) 61 2595
Fax (063) 618543
Email:acecw@ix.net.au




Before You Start

®@: 1 Legal responsibility

Approach an organisation to sponsor the workshop. It is important that an
incorporated body has legal responsibility for these workshops so that all
participants are covered by insurance and that all legal requirements are met.

If you are going to pay any workshop facilitators, make sure that the
sponsoring organisation is set up to employ people. Examples of sponsoring
bodies are Adult & Community Education centres, Neighbourhood Centres,
TAFE Outreach ~ Some of these organisations may also be able to assist you
in the organisation of the workshops.

Where to get help

If you need ideas on running workshops, or need ideas for facilitators,
contact the Rural Women's Network, Locked Bag 21, Orange 2800 & (063)
91 3620

Hint-

Getting Started ...

®@: 2 The group

Find others interested in organising the workshop and form a Planning Group
~ you only need a couple of people to start. Groups may take a while to work
well together, commonly go through different stages, and not all groups will
stay together for a long time. For more information on group processes see
Background Sheet A.

®@: 3 Arrange a meeting

Arrange a meeting of the Planning Group. Make sure that everyone involved
is aware of the venue, date and time of the meeting.



The Planning Meeting

Thisinitial meeting is very important asit will be the basis of the workshop.
It could be very time consuming but make sure you cover all of the steps.

What do you want to achieve from the workshops? Do you want to develop
confidence, or do you want to learn techniques for speaking to groups?
Ensure that everyone agrees on the goals and expectations of the workshops
before you continue.

You need to decide what type of workshop you want to hold. Are you
interested in discussions on topics or more structured workshops?

If you decide on a structured workshop ~ you will need to contact someone
willing to facilitate it for you. This can be done as a free of charge service or
at a cost, depending on the person. A list of possible facilitators for each
topic are listed on the worksheets.

If you decide on discussions ~ you will need a person to lead the discussion,
encouraging and promoting the topic. Thisis not adifficult job, if the person
has the right experience and the support of the group.

®@:5 Select the topics

Once you have decided on the goal, on what topics do you want to focus?
The worksheets give brief outlines on each topic.

The suggested topics can run from two-hours to one day ~ the length
depends on the depth you wish to explore. To make an informed decision
you may wish to discuss this with a facilitator. If you want to undertake a
topic not listed, see Background Sheet B for some ideas of contacts that
may be able to help you.



e@: 6 Length of workshops

Y ou need to decide on the length of the workshop. Will your workshop be a
one day event or will it be a series of sessions run over several days, weeks
or months? These sessions can be on consecutive days or split days. It may
be important to timetable workshops to school hours. The choice is up to
you but it isimportant to discuss this and be clear before moving on.

®@: / Prepare a budget

The budget can be small, just enough to cover the incidentals, or large, to
cover the expenses of venue, catering and facilitators. Some ways to cover
expenses are: a fee may be charged or you may get sponsorship from local
businesses or service providers.

®@: 3 Sponsorship

To fund your workshop, you may need to approach local community
organisations for sponsorship. This could bein the form of money or services
(venue hire, catering, facilitators, advertising etc).

®@:9 Set the date

When setting the date for your workshop keep in mind school holidays or
local events that could clash. Give yourself plenty of time to organise the
workshop. Once adateis set try and stick to it!

e@: 10 Arrange the venue

When selecting a venue consider; space for the number of participants, the
cost, the facilities (toilets, power, heating). If possible, check the venue
before confirming the booking. Y ou could have it in the CWA rooms, alocal
hall, someone’' s house ... use your imagination.
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The type of catering depends on the length of the workshop ~ it could be as
simple as everyone bringing a plate, asfancy as caterers or aloca community
group (CWA, Church groups etc). Remember, people who eat well, work
well!



®@: 12 Facilitators/presenters

There isalist of suggested facilitators on each worksheet. Y our community
could have many other possibilities, think creatively. Also, remember that
facilitators may want to be paid ~ travel expenses, fees etc., so you may have
to look at charging afee for the workshop.

When choosing a facilitator make sure that: a) they know the topic well and
b) they have training experience or are comfortable speaking to groups.

Don't forget the legalities involved when paying facilitators (see step 1) and
if you need any ideas contact the Rural Women's Network.

e@: 13 Promote the workshop

Make a list of people and organisations that may be interested in attending
the workshop. Promote the workshop via word-of-mouth, flyers, local
advertisements or media outlets.

It is necessary to have a firm idea of the number of participants for venue
and catering arrangements, include RSVP contacts ~ someone with an
answering machine is agood idea.
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e@: 14 Childcare requirements

Will it be necessary to provide childcare? If so, how will it be financed ~
sponsorship, fee paying etc. Childcare facilities will make the workshop
more accessible to everyone.

O

Check with your sponsoring body about the legal requirements or contact
your local Department of Community Services or shire office for more
information.

e@: 15 Equipment

Will there be any specia requirements for equipment? For example, overhead
projectors, video machines, butcher's paper, blue tac, markers, pens and
paper. It will be necessary to check with facilitators if they need any special
equipment.



®@: 16 Action plan and activity checklist

Y ou have discussed the details of the workshop. Now draw up an action plan
to delegate the tasks ~ who is responsible and by when. This is one way to
monitor the progress of the Planning Group. See Worksheet 1 for an example
of an Action Plan.

Use this checklist to make sure
everything has been done prior to the
workshop

Do you have a sponsoring body?

Planning group established

Workshop format designed and topics

selected
7
Budget prepared o
yy . VO : o‘(\ Q:‘N‘(\a‘
Dates and times set w0 000 o
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Venue booked e®” yo

Facilitators organised (if applicable)

Equipment organised (if applicable)

Caterers contacted and booked (if applicable)

Promotion planned

Childcare organised (if applicable)



Everyone in the Planning Group can have arole at the workshop. It isagood
idea to share the tasks.

®@: 17 Setting up the venue

The venue should be set up before the arrival of the participants. If you have
afacilitator, ask them how they would like the room set up. If not, be aware
of creating a friendly environment for your workshop. Check ~ the number
of seats, that the equipment isworking and facilities are in order.

®@: 18 Welcoming participants

A member of the Planning Group could be assigned the task of welcoming
participants. Each participant should receive a name tag and a workshop
program.

If people have travelled along distance, have refreshments available ~ thisis
also agood ice-breaker.

®@: 19 Keeping time and making
announcements

It isimportant to start and finish the workshop on time ~ people usually have
other commitments.

A member of the Planning Group should be responsible for time keeping and
making announcements. All sessions and breaks should run to the workshop
program and any changes should be announced.



e@: 20 Closing the day

At the close of the day thank everyone for participating. If the workshop has
finished ensure there is time for an evaluation ~ was the workshop helpful ?
Did people enjoy it? Also take the opportunity to discuss any future
directions including more workshop ideas ~ copy Background Sheet B
for each participant which has some ideas of places to contact for more
training opportunities.

It is a good idea for people to write down what they think they will do with
the new skills they have learned ~ ensure the facilitator encourages people to
do this.
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... Wrapping Up

®@: 21 Follow-up

Make sure there are no loose ends. Were al accounts paid? Will the Plan-
ning Group have a fina meeting? Have thank you letters been sent to
facilitators?

Make sure everyone knows how successful the workshop was ~ publicise it
in the local media.

Where do you go from here?

Congratulations!! You have completed a successful workshop. "But where
do you go from here?"

Maybe, you could follow-up the future workshop ideas from the closing

discussions. You now have the knowledge to organise and run successful
workshops.

So don't stop, on to the next workshop!!!



Worksheets

Team Bullding.........cccoovvveviiineeee, Worksheet 1
Getting Results from Meetings..................... Worksheet 2
Media SKillS.........ccooviiviiiiieecc e, Worksheet 3
Managing Change, Stressand Time........... Worksheet 4
NEtWOIKING ......coveieiriecicee e, Worksheet 5
Public Speaking .........cccccoovveiiiiin, Worksheet 6
Self ESteem .......cccovvvivcececccec s Worksheet 7
Conflict Resolution ..........ccccoevevveivinivinnnnns Worksheet 8
Effective Communication ..............c..ccceeee, Worksheet 9
MENLONING ......eoveiiiiece e Worksheet 10
Working in Groups.........ccccveevevenennen, Background Sheet A
Educational Flowchart......................... Background Sheet B
Evaluation Form...........cceeovevenennnnen, Background Sheet C

See the reverse of this sheet for some Ice-Breaker
exercises



lcebreaker Exercises

Before getting started on aworkshop, itis often a good idea to begin with anice-breaker exercise to get the
participants to feel comfortable with each other. Here are just afew examples.

Getting to know each other # 1

Divide the group into pairs and ask them to introduce themselves to each other. After about five minutes,
bring the group back together and ask them to introduce the other person to the rest of the group.

Getting to know each other # 2

Form a semi-circle and ask the person at one end to say their name, together with a positive word starting
with the same letter, eg. Attractive Anna or Efficient Elise. Go on to the next person who does the same
thing with her name, but also repeats the previous person’s name and word. Continue on around the circle.

Getting to know each other #3~The 4 C’s

At the beginning of the workshop, give all participants a piece of paper (the same size) and have them (in
the same colour pen) write down their favourite colour, car, cuisine (food) and companion (someone they
would like to have dinner with). Collect all papers and shuffle them before sticking them to the wall. At
the end of the workshop everyone has to try to guess the author of each piece of paper. There should be
plenty of time to find out the relevant information by communicating effectively over lunch/morning tea.

How good are your listening skills?

Give each person a piece of A4 paper. Ask everyone to form two lines with their backs to one another.
Show one line to fold the paper in a certain way and have them try to explain how to fold the piece of paper
to the person behind them. The line that can't see what is happening is not allowed to ask any questions and
they have to listen and follow the instructions ~ NO PEEPING!!!



Worksheet 1

Team Building
What is Team Building?

Team Building is the process of a group of people working effectively together towards shared goals and
objectives. Effective groups need care and attention in their development to become a strong team. Team
Building is about pulling together. A dynamic team will be able to get a project going, or a group playing.
In effective teams, everyone will fulfil a role, feel a part of the group and positive about themselves.
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Why do a workshop on Team Building?

There are groups that seem to go nowhere fast, and groups that are motivated, committed and achieve
results. This workshop on team building will enable participants to learn more about great team work and
put it into practice. The sharing of knowledge among participants is important in developing their own
pictures of good teamwork.

Who can run this workshop?

» Education providers with expertise in this area ~ they may be from local schools, TAFE, community
college, community health centre.

* You could also think about local teams that work well together. Who are the movers and shakers? They
may be suitable facilitators based on personal experience. These may be from community based
organisations such as Landcare, voluntary fire brigade, Rural Lands Protection Boards, local council,
auxillary groups, CWA, Quota, Lions, Apex, Rotary.



Information for Facilitators
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Trigger questions:

What makes a good team? Think of alocal sporting team or club that runs well. What is everyone’s role in
ateam? How does this contribute to teamwork?

What makes agood team leader? Think of famous leaders ~ such as Adolf Hitler or Mother Theresa. What
makes them a good/bad team leader? Think of differences between domination and facilitation, role
modelling and dictatorship, unbiased actions and prejudices.

ACtIVItIeS on Team Building

Ask the group to think about their involvement in an organisation, group or family. What works well and
what doesn’t? Inexploring these questions, people will arrive at the characteristics of effective teams.
Write these up onaboard or butcher’s paper and then compare them with what researchers have found*.
They will be very similar, and affirm that the group already knows a lot about good team work.

» Separate everyone around the room (make sure there is nothing that can cause injury). Blindfold
everyonel!! Ask everyone to join together and form atriangle. NO PEEPING!!! Allow 5 minutes for
this exercise and then facilitate a 5-10 minute group discussion.

What happened? How did people feel? How did you find direction? From this quick and entertaining
experience in teambuilding, groups will discover for themselves what works well and what doesn’t.

 Picture yourselves at the completion of a successful team project. What did you aim for and how did you
getthere? Write down some steps for a manageable project you want to complete this year, itmay be a
family event, or awork project. Then begin it using your team building skills.

Key contacts:

Margaret Carroll, Coordinator, Rural Women’s Network, Locked Bag 21 Orange 2800 @063) 91 3611
email:- carrolm@agric.nsw.gov.au

Resources:

Teams, The First Twelve Weeks, Tony Richardson et al @fax (03) 9844 4164
*Leadership Skills for Women, A Fifty MinuteJSeries book &(02) 9841 1061

ThankstoMargaretCarrollfor theinformation contained inthis Worksheet



Worksheet 2

Getting Results from Meetings

Why do a workshop on Getting Results from Meetings?

Meetings can be reasonably unstructured, informal and socially orientated or highly structured, formaland
outcome orientated.

Depending on the expectations of those attending, meetings can be useful and rewarding with successful
results or they can be frustrating, divisive and disappointing. This often depends on how they are conducted
and the knowledge and skills of the Chair/President or Group Leader.

Usually with structured/formal meetings the most important objective is to achieve successful results.
Effective meetings depend on good planning and preparation and a clear agendato give direction.

Knowledge of meeting procedure ~ how to deal correctly with motions, amendments, foreshadow
amendments and recision motions is essential if the Chair/President is to manage the discussion or debate
and bring it to a satisfactory resolution.

Lack of experience and expertise can cause dissent and frustration. If the necessary expertise does not exist
in the group or branch itis acceptable to invite a skilled Independent Chair to conduct a special issue or
public meeting. An efficient Secretary or Recorder, who has a good working relationship with the Chair/
Presidentand Treasurer (if finances are involved) is also important.

Who can run this workshop?

Successful committee people from local councils and organisations.

Suggestions:

To achieve successful and satisfying results from meetings an Action Sheet can be drawn up to assist the
process outlining:

Issue Who to Contact Action Whois Responsible DueDate | Result(tick
whendone)
eg:Contact LocalAnnouncer~ | Phoneherat JillFarmer NextMeeting
the ABCre JaneBroadcast workPh:
event

This Action Sheet should be circulated to all those who participated in the meeting. Try to involve as many
people as possible in the actions to be taken, to share the responsibility and involve everyone in the
progress as well as the final resullt.



Information for Facilitators

Suggested areas to cover

Purpose of the meeting.

Meeting agenda.

Members' roles ~ Chairman/President, Secretary, Treasurer etc.
Meeting procedures.

: : Ccig; R
Trigger questions: PegOnsMe,,

Why are you holding a meeting? '4//7 ™
What are you hoping to achieve at this meeting? 2 ly k
What type of meeting ~ formal or informal?

Who should attend the meeting? When? Where?

Workshop case studies/activities

Have amock meeting.

Decide on purpose of meeting.

Draftanagenda.

Allocate chair and give everyone adifferent personality (devil's advocate, know it all, uninterested,
supportive, persistent questioner, quarrelsome, shy).

ARE THERE ANY OBJNECTIONS IF |
PDECQARE THE MEETING OPEN IN
THe ABSENCE OF A QUORUM 2

Taken from “The Next Choice ~ Controls or Connections” by Tony Richardson and Jock MacNeish

Key contacts:

Audrey Hardman, “Bradgate Park”, Mandurama 2792 &063) 67 5034
Fran Rowe, “Bombah”, Tottenham 2873 @068) 93 3843
Marlene Farrell, Commonwealth Employment Service, Anson Street, Orange 2800 &063) 91 2700

Resources:

Getting Your Ideas Across, Geoffrey Moss ~ See chapter, "Meet with success™

Thanle tn Anidrav Hard frr tha inf i inad in thic \Wnrl,chaat




Worksheet 3

Media Skills
What are Media Skills?

One of the most precious hard-won freedoms is the freedom to speak and express our opinions. This
session introduces the media to you. It exposes some of the myths and breaks down the mystique. You'll
receive valuable tips on how to make the mediawork for you.

It gives you the confidence to relax and express your message clearly and concisely. It’s a forum for
having your questions answered and putting your skills to the test.

Why do a workshop on Media Skills?

There is nothing mysterious about working with the media. Infact, you probably already know everything
you need to know to educate the media about your issue or organisation. A workshop on media skills will
assistyou to develop the skills you already possess.

Developing these skills takes time and effort. It takes courage to stand up in front of alarge group of people
or before a television camera. We cannot let either nervousness or inexperience prevent us from speaking.

Alittle knowledge goes along way! Simply by understanding how the media operates, and what its
expectations are, can help you to effectively take advantage of the opportunities available.

Who can run this workshop?

Any representative of the mediawho is confident at speaking and interacting with a large group, aswell as
onaone-to-one basis. The workshop facilitator also needs to be flexible in delivering the workshop to meet
the needs of participants (eg. interviewing and able to use interactive methods).

Obviously, someone who has experience with more than one medium can give more detailed information
on how the various media outlets perform. Alocal/regional journalistwho is well recognised and respected
would be agood choice.

Yy QL U
Vb///&/b@(;bp ; be/\' %o
S 'l/ (7



Information for Facilitators

Suggested areas to cover

Whatis the media?

What role does the media play?

Skills for handling the media.

Putting skills to the test.

Rights when talking to the press and protocol of approach.
Writingamediarelease.

Trigger questions

Who has had media experience in the past?

How did he/she handle it? Feel about it? Why?

What rolefimportance do you see the media as having?

How can you benefit from interaction with the media?

How can you maintain control over your message?

How can you develop a media network that will work for you?

Workshop case studies/activities

In 1%2 - 2 hours there is little time to involve everyone, and not everyone wants to be involved. Here,
flexibility in delivery is needed. Here are some options:

1 Divide everyone into pairs. Selectatopic and spend afew minutes each developing questions. Have one
actthe journalist, the other the interviewee. After five minutes, swap. Open up group discussion after the
exercise to get feedback. How did it feel? Who had control of the conversation?

2. Callfor volunteers to talk on a topic of their choice with a tape recorder and microphone in a pre-
recorded interview environment. Trainer, participants and peer evaluation to follow. About four or five
participantsin allocated time.

/¢
Key contacts S o Sig
Local radio station U C’/';;)?{)@ -
Local television station Q'ba Cis,:

Local newspaper Ck, n b Up

Thanks to Kim Goldsmith for the information contained in this worksheet



Worksheet 4

Managing Change, Stress and Time

What is Managing Change, Stress and Time about?

Change may be defined as: A passing from one form or state to another. Nearly always this involves
adjustment ~ to new lifestyle, new situations. Often it is uncomfortable; sometimes painful.

Neil Inall makes the telling suggestion ~
“We also need to grab the opportunities which change presents.”

Stressis something we all experience when we need to adapt to change or cope with the demands of daily
living. Amoderate level of stress, for a brief period, can be helpful. Fo
moderate anxiety can make the mind sharperandthe =—— -
memory moreacute.

Please don’ttell me to relax.
Itis only my tension that is holding me
together”

Time Managementis important if we are to effectively
addressthe problems created by change and stress.

“The challenge is not to manage time, but to
manage ourselves.” Stephen Covey

Takenfrom“The NextChoice~Controls or Connections” by Tony Richardsonand Jock MacNeish

Why do a workshop on Managing Change, Stress and
Time?

This workshop can help you live longer and happier. It will show you how to control change, stress and

time within your life. It will help you set priorities. Also taking life one small step at atime ~ if you take
baby steps, soon you'll be running and dancing.

Who can run this workshop?

With careful preparation, anyone who has skills in facilitating group work.



Information for Facilitators

Suggested areas to cover

Change: Identify circumstances and events which affect change for us. Acknowledge that change implies
elements of loss which will be followed by grief. Grief is a process and therefore takes time to resolve.
There will be amourning period.

Stress: Identify typical signs of stress. Discuss causes of stress. Suggest ways of preventing stress and
coping with stress. Important: Recognise when to seek professional help.

Time: Explore strategies of time management and making personal choices for ime management decisions.

Workshop activities

4 Invite participants to clasp hands firmly. Observe which thumb is on top. Then reverse. This makes the
point that even this trivial change can cause discomfort.

4 Small groups can be formed to discuss individual experience of stress and helpful/unhelpful ways of
dealing with it. Record findings to share with the whole group.

4 Piece of Pie exercise. Draw a circle on the whiteboard to illustrate how the 168 hours of the week may
be divided into segments of pie, each of which represents time spent of various activities. Distribute
handouts with two circles. Invite participants to fill in first circle with how their time is spent now.
Suggested headings mightinclude sleeping, preparing meals, dining, personal care, working (on-farm;
off-farm; house and garden), community activities, recreation (reading, craft, sportand exercise, TV,
just BEING!), telephone, travel, other? Invite participants to fill in the second circle with changes each
would like to make. What is possible? Choice: Over which of these activities have | control ... over
which have | no control? Whatis realistic?

4 Aninteresting discussion topic: In managing time, how well do we distinguish between the following:
1. Urgentand important 2. Not urgent butimportant
3. Urgent but not important 4. Not urgent and not important

Key contacts:

Fran Spora, “Corniglia”’, Gulargambone 2828 Z&068) 48 5348

Resources:

Understanding Stress Breakdown, William Wilkie, 1995, Millenium

The Seven Habits of Highly Effective People, Stephen Covey, 1995, The Business Library
The Assertive Woman, Phelps and Austin, 1987, Impact

You and Stress, Montgomery and Evans, 1984, Nelson

Hey, You Can Heal Your Life, 1984, Specialist Publications

Stress Busters, Amanda Gore, 1991, Lifestyle Press

Thanks to Fran Snora for the information contained in this Worksheet



Worksheet 5

Networking
What is Networking? ®

Networks are made up of people. These people know people with whom

you needto connect. ‘
Everyone networks. Itis nothing new. Effective networking however is

learning how to use your connectionsin order to achieve your goals -

whether to find a babysitter or geta promotion! @

Why do a workshop on Networking?

Networking gets people together to share and access information, skills, knowledge, interests, resources
andsupyport.

A networking workshop will help you to set goals and use your contacts to help you achieve them.

Who can run this workshop?

Anyone who is actively involved in networking. Most people network but may need some ideas on how to
doitmore effectively.



Information for Facilitators

Suggested areas to cover

What s Networking? oal 1S
How can Networking help you? dow na chi ev\" °
Goal Setting. \Nr'\t'\f‘gste to @

Networking tools. e fiF st ity

Activities:
Brainstorm your goals with a partner. They may be short or long term but make sure they are achievable!

Ask yourselfwhere youwantto be in 10 years time, five years, three months etc. When you know where
you want to go you can then start networking more effectively.

Itis essential that goals are written down, so once you are clear on your goal, write down how you are
going to achieve itand who can help you.

Fun activities

Tangles ~ Form a circle facing into the middle. Join hands with two others across the circle. You will look
like a big knot. Now try to untangle yourselves without letting go. Networks are about "'connectedness™
and negotiation ~ see how everyone is connected and how you have to negotiate!!

Networking Bingo Game
Networking Bingo Game 1) Write a person's name who fits the criteria
~Here’s an example, but you can make up your own! 2) Aperson'sname may only appear once
3) First one finishes, wins
Haskids Playstennis
Key CcO ntaCtS :‘-|as_visited a Went to school in
oreign coun
Sonia Muir, Assistant Coordinator, . _g . _tr_y W_dne_y o
!R‘t_Jral Women’s Network, Locked Bag 21, Orange 2800 oS oN o Tp——
a (Q63) 9_1 3616 F_ax (063) 91 3650 Useacomputer P&C
email: muirso@agric.nsw.gov.au
Hasread"From Has beentoaWomen
R e SO u rce S - Strength to Strength”' ofthe Land Gathering
] ] by SaraHenderson
TallPoppies, SusanMitchelt | —m———— | —————

Learning Wealth, Roz Townsend

Go toaWomen of the Land Gathering
Subscribe to Rural Women’s Network’s Country Web newsletter
Joinagroup such as VIEW Club, CWA etc, or start your own!

Thanks to Sonia Muir for the information contained in this worksheet



Worksheet 6

Public Speaking

What is Public Speaking?

Public Speaking can be at formal occasions or casual celebrations. It could be as the keynote speaker atan
important conference, aguest speaker at a dinner, addressing a meeting, or making a speech atawedding.
A presentation can be long or short, in the middle of the day, or in the evening.

It isimportant to do some research about the occasion and the people attending. This will enable you to
adapt your special knowledge so that it will fulfil the expectations of the audience, appeal to their interests
and be appropriate for the occasion.

Why do a workshop on Public Speaking?

Do you feel nervous at the prospect of speaking in public? With a few simple skills and a checklist of
things to do to prepare yourself, you will gain the confidence to share your knowledge and enthusiasm with
your audience.

Who can run this workshop?

Local Toastmastersmembers

High school teacher/lecturers

People who are renowned for public speaking in the community
Government officers who speak often in the public arena



Information for Facilitators

Suggested areas to cover

Know your objective ~Why are you talking about this topic? WWho are you talking to?
Take control of your material ~ subject, structure and notes.

Take control of yourself ~body language, rehearsals.

Take control of your audience ~ research, visual aids, voice, questions.

Be prepared to speak ~ control your nerves.

Practise, practise, practise!

Workshop case study/activities

Role Play ~ Hold a mock presentation. Give everyone (time permitting) five minutes to prepare a short
talk onacurrenttopic. Have participants evaluate each speaker and then discuss the person’s presentation
techniques in a constructive fashion ~ eye contact, fiddling, loudness, body language, etc.

Ask for five or six volunteers. Then tell them they are to talk for one minute on any subject nominated by
another person in the group. After the talks, hold a discussion on how it felt to talk about an unfamiliar
subject off the cuff. Talking about things that you are passionate about or that you know about is often
easier.

Key contacts

Ann Charles “Cudgegong” Narrandera 2702 Z&069) 55 6236

Resources

Video - Speak for Yourself - available from NSW Agriculture Staff Development

Information used in Stepping Stones pilot program - available from the Rural Women’s Network, Locked
Bag 21, Orange &063) 91 3620

Thanks to Ann Charles for the information contained in this Worksheet



Worksheet 7

Self Esteem
What is Self Esteem?

Self esteem is what you think about yourself. Often this opinion is formed early in life. It can be influenced
by significant people such as family members, teachers, friends, etc. Often the message you hear about
yourselfiswrong. One of the beauties of being an adult is that you can question the selfimage shaped by
others. Itis important to focus not on your shortcomings, but rather on your strengths and values. You
can shape your self esteem based on the truths about yourself.

Why do a workshop on Self Esteem?

Everyone needs a boost of confidence. Society is very good at pointing out mistakes and ridiculing our
efforts, butis not as good at expressing appreciation and giving encouragement. Most people have an
estimation of their worth far below the reality. Aworkshop on self esteem is anon-threatening way to get
aclearer picture of who you are and give yourself awell deserved pat on the back. You owe itto yourself
to acknowledge your worth, talents and abilities even if ~ especially if ~ few others do. With a healthy self
regard, you cantake a determined stand and accomplish your goals.
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Who can run this workshop?

The presenter of a self esteem program has to have special skills in guiding participants to their own
decision making about themselves. For this reason, an experiential approach which allows active participation
while respecting the privacy of each individual is preferable to alecture.

People with self esteem training can range from school counsellors to health workers.



Information for Facilitators

Suggested areas to cover

Self esteem resides more in the heart than in the head. Therefore, itis essential to use images that speak to
the heart directly. These will be remembered long after the workshop is finished. The principles discovered
in the workshop will continue to be beneficial throughout the lives of the participants. Workshops could
include sessions on:

Characteristics of self esteem, and factors which undermine self esteem.
The truth and lies about yourself.

Letting go of pastinjury.

Maintaining self respectand dignity.

Trigger questions:

Do you like the image in the mirror? Is it realistic? Is it what others see?

Do you hide behind a mask, not showing your true self to the world? If so, what mask do you show?
Am lworth anything, even if | am not perfect?

What makes you feel good/bad about yourself?

Workshop case study/activities:

Write down five things you like about yourself.

Discuss the metamorphosis of agrub to a butterfly ~ this is the same as negative to positive self worth.
Listen to Whitney Houston's "'Greatest Love of All' and discuss its self esteem aspects.

Atthe end of the workshop, write a letter to someone in the group saying something positive about him/her
~deliver it to the person.

Key contacts:

Barbara Johnson, Orange Agricultural College (University of Sydney), PO Box 883, Orange 2800 Z&063)
60 5555 fax (063) 60 5590 email: orange@oac.usyd.edu.au

Resources:

Information used in Stepping Stones pilot program - available from the Rural Women’s Network, Locked
Bag 21, Orange &063) 91 3620

Music - Whitney Houston's Greatest Love of All

Issue One of Full Voice, The Body and Self Esteem, The Body Shop email: full_voice@bodyshop.co.uk or
visit their Internet site ~ http:/AMwwv.the-body-shop.com

Real Gorgeous by Kas Cooke

Books on self worth and self esteem content ~ there are heaps ... look in your local library or bookshop.

Thanlke tn RneaMarie Crowe for the infarmatinn cantained in thic \Wnrlkeheat



Worksheet 8

Conflict Resolution

What is Conflict Resolution?

Conflict resolution is a method of resolving a problem between parties that leaves everyone satisfied with
the result. Itaims for a WIN:WIN ending. Mutual respect, creative thinking and assertiveness without
aggressionare the key ingredients.

Why do a workshop on Conflict Resolution?

Everyone has to face conflictin her/his lives. It can be very stressful and destructive. Itis useful to explore
and practise the skills required for conflict resolution in an objective environment. Many participants
report that conflict resolution workshops enable them to successfully employ the principles of conflict
resolution in real life situations.
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Who can run this workshop?

There are many presenters of conflict resolution courses in TAFE colleges, high schools, counselling
programs and business management centres.



Information for Facilitators

Suggested areas to cover

An experiential approach is best, allowing participants to become actively involved in practising the skills.
Areas that could be covered are:

Reflective listening ~ hearing the feeling behind the words.

“I” statements ~ expressing your position without attacking the other, eg “I feel angry” vs “You make me
angry’.

Brainstorming group ideas for solving conflict.

Defining the problem together using negotiation skills and exploring solutions. Itis importantto setatrial
period for any solution reached and then to evaluate the situation to see if the problem has been resolved. If
nota new solution can be negotiated.

Trigger guestions

How do | see the situation?/How do you see the situation?

How does it make me feel?/ How does it make you feel?

What do | need?/What do you need?

How do you cope with conflict ~ by competing, collaborating, avoidance, accommodating or compromising?

Workshop case study/activities

Selectacurrentissue. Formfive groups with each assigned a coping mechanism (competing, collaborating,
avoidance, accommodating, compromising). Each group must resolve the situation with the assigned
coping mechanism. Hold a group discussion ~Which were the most effective in producing a WIN:WIN
result?

Share stories of conflicts and see if the group can share insights into solutions. You may be amazed!

Key contacts

Barbara Johnson, Orange Agricultural College (University of Sydney), PO Box 883, Orange 2800 &063)
60 5555 fax (063) 60 5590 email: orange@oac.usyd.edu.au
The Conflict Resolution Network on Z&(02) 9419 8500

Resources

Information used in the Stepping Stones pilot program - available from the Rural Women’s Network,
Locked Bag 21, Orange @063) 91 3620

Thanks to RoseMarie Crowe for the information contained in this Worksheet



Worksheet 9

Effective Communication

What is Effective Communication?

Effective communication is a two-way activity: | can express clearly what | want to say; | listen with
respect to what you want to say; together we can arrive at mutual understanding and explore ideas
fruitfully.

Why do a workshop on Effective Communication?

Relationships suffer when there is poor communication. There are certain ground-rules for enhancing our
ability to communicate; aworkshop is anideal way to practice these. Participants of effective communication
workshops report that they have been able to express themselves more confidently, repair broken relationships
~even long-standing ones ~and establish a more satisfactory style of behaviour with the significant people
in their lives.

Who can run this workshop?

There are many presenters of effective communication skills courses in TAFE colleges, high schools,
counselling programs and business management courses. A very successful approach is one based on
identifying the various power relationships which canimpede or build effective communications.



Information for Facilitators

Suggested areas to cover

An experiential approach is best, allowing participants to become actively involved in practising the skills.
Having fun is a good educational tool. Areas that could be covered are:

The barriers to effective communication.
Reflective listening ~ hearing the feeling behind the words.
Establishing an equal-to-equal relationship eg. not allowing others to put you down.
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Workshop case studies/activities

Chinese Whispers ~ Starting at one end of the room, whisper a written message to the first person, whoin
turn whispers the same message to the next person and so on until the last person in the group receives the
message. Ask this person to write the message on a board (or on butcher's paper) and compare it to the
original message. Hold a group discussion on the outcome.

Key contacts

Barbara Johnson, Orange Agricultural College (University of Sydney), PO Box 883, Orange 2800 &063)
60 5555 fax (063) 60 5590 email: orange@oac.usyd.edu.au

Resources

Information used in Stepping Stones pilot program - available from the Rural Women’s Network, Locked
Bag 21, Orange &063) 91 3620
Transactional Analysis by E Berne

Thanks to RoseMarie Crowe for the information contained in this Worksheet



Worksheet 10

Mentoring
What is Mentoring?

Amentor isamore experienced person who assists, supports and guides another less experienced personto
achieve their goals. Mentors can play an important role in passing on knowledge and experience: in the
workplace, in our communities and in our daily lives. Mentors can be formal or informal.

Amentor is someone to:
* discussthingswith;
» provide advice; and
* offerguidance.

To relate this to real-life think of those older members of a family or a trade master, who have had a
generational responsibility of passing down experience and knowledge to younger members. We often
have had family, friends and working companions acting as mentors during different stages in our own
lives.

Why do a workshop on Mentoring?

Most of us have something, or many things, that we would like to achieve. Thisis very individual. Some
examples could beto:-

startor growabusiness venture;
refine craft skills and sell products;
be agood parent; or

develop leadership skills.

A mentoring workshop can help to identify your ideal mentor and give practical advice on developing a
mentoring relationship or circle.

Who can run this workshop?

Someone who has been involved in a successful mentor relationship, or has been involved with arranging
mentoring relationships.



Information for Facilitators

Suggested areas to cover Yense,
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Trigger guestions

Think of a person who has influenced you at some time in your life. Inwhatway did they help you? Was
she/he amentor? What qualities would make agood mentor?

Activities
Write down five things that a mentor could assist you with - then think of key people who could help you.

Think about how you could approach someone you would like to act as your mentor. Share your ideas in
pairs~sharingideas.

Talk about how a mentoring circle of peers may work, eg. you could form coffee mornings to discussissues
efc.

Key contacts

Sue Pardy, “Craigie Burn”, Huntley Road, Orange 2800 Z&063) 61 8213

Resources

Strategies for Getting the Mentoring you Need: A Look at Best Practice or Successful Mentees - Linda
Phillips-Jones ~ Available from Worklife Z&{(02) 9968 1588

The Mentoring Workbook, Ann Rolfe-Flett ~ Describes successful mentoring, spells out potential pitfalls
and provides insight into Australian experience ~ Available from Worklife Z02) 9968 1588

Friends in High Places: The Executive Women’s Guide ~ How to achieve your ambitions, goals and
potential with the help of amentor - Bonnie C McKenzie - $24.95 ~ Available from Business and
Professional Publishing P/L &(02) 9415 1548

Thanks to Sue Pardy for the information contained in this Worksheet



Background Sheet A

Working in Groups

Working in groups can be awonderful way to solve problems, share work, or to achieve any outcomes that
members value. But not all groups work well together. Have you ever been amember of agroup where all
the work was leftto afew members? Orwhere conflict between two members made it very hard to achieve
your goals?

Effective groups need care and attention in their development.

How do we build an effective group?

1 Seek a balanced group

See if you can organise agroup where the strengths of the different members complement each other. It's
helpful if you have someone in the group who:

Can spark the group withideas

Caninvestigate issues ~who’s good at finding things out

Will guide the team confidently and calmly

Has the energy to keep the team moving

Is good at people skills ~who will help keep the group working contentedly together
Evaluates the group’s output and monitors its performance

Organises what needs to be done and seesit’'sdone

Finishes the work off with care ~who ensures things aren’t half done!

N/ N/ N N N N N N

Usually your group will have people who might have a number of these attributes. Just make sure that you
don’t end up with, for example, lots of ideas people and no one who’s good at getting the work done!

2 Think about your group size

This depends on what you want to do. Small groups of say, 4-6 members are often easier to coordinate and
manage. However, if you’re planning on running the local Show, you’ll probably need a cast of thousands!

3 Spend time getting to know each other

You may already know each other well and socialise ~ if not, arrange to spend some time together
occasionally getting to know each other in a relaxed atmosphere ~ maybe have lunch together, or organise
dinner. This will help to build group cohesion.



4 Decide on your ground rules

Decide on how you’d like to work together - for example, when you’ll meet and where, who'll chair the
meetings and take minutes(you may decide to rotate these), how you’ll share the work, how you’ll make
decisions (by consensus? by majority? etc.) It's up to your group to set the ground rules at the beginning -
this will save lots of time and trouble later on!

Make sure that one of your ground rules is that all members share responsibility for achieving the group’s
aims ~ there’s little point in having passengers.

*Takenfrom The NextChoice-Controls or Connections by Tony Richardsonand JockMacNeish

5 Be aware of the stages groups go through

As individuals we all go through stages in our development - childhood, adolescence, young adulthood, and
soon. Usually, each stage sees the development of greater maturity. Sometimes some of us get stuck at
less mature stages, or slip back into them from time to time!

Groups have a similar cycle of development. Forming is the first stage where members make initial contact
and work to gain acceptance from each other. A sort of honeymoon period - atime for seeking inclusion.

The storming period soon sees the end of the honeymoon! This is where members start testing each other,
and there is some jockeying for positions and roles - a time of seeking control. Fur may fly!

Norming is the next stage where the dust begins to settle and the group works out its ground rules which
will help it work more effectively. Atime where affection develops.

Performing is the stage where members work cooperatively as a unit. There istrust, openness, feedback,
responsibility and intimacy. Tasks are shared and the group is highly cohesive. Groups that reach this stage
are the mosteffective.

There may also be a final stage of adjourning where a group finishes its task and disbands. Thismay seea
time of celebration at the completion of a task mixed with sadness at the ending of the group.

Like people in their stages of development, not all groups reach the performing stage. Some limp along
moving from storming to norming and back again! Needless to say, the achievements of groups like this
are notvery high. Many groups will disband if these problems persist. In order to manage problems like
these, group members need to manage group processes.



6 Manage the group processes

Groups are a bit like our bodies - they need a system of smoothly working parts in order to function. And
like our bodies, these parts need constant maintenance to keep working effectively.

Who does the maintenance?

This needs to be shared by all group members. It's NOT the role of the leader or chairpersonto doitall.
As mentioned above, group effectiveness is a shared responsibility.

What maintenance is needed?

Task maintenance is needed to make sure that the group’s task is achieved successfully. Itinvolves:

) Clarifying goals and getting started. “What do we want to achieve? What’s our agenda for today?”
“What is mostimportant?

) Clarifying standards. “How will we check that we’ve done a good job?” “What are our guidelines?”
“Arewe allagreed?”

) Seeking information. “Does anyone know where we can find...?” “How should we tackle this prob-
lem?”

) Directing traffic. “We’re getting off the point!” “Hang on, let’s hear what she has to say first!” “What
arewe herefor?”

) Summarising. “The group seemsto be agreed that...” “The key pointswe’ve made sofar are...”

) Evaluating. “How have we gone today?” “Are we satisfied?” “How could we have done this better?”
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Relationship maintenance is to do with ensuring members work together harmoniously. Itinvolves:

) Managing conflict. “The differences between Kim and John seemto be...” “How can we reconcile these
differences?”

) Clarifying meaning. “What I think Alisonis saying is...” “Could you explain again what you mean?”

) Relieving tension. “Let’s stop for acup of tea.” “Have you heard the one about...”

) Evaluating processes. “How do you feel about what we’ve done today?” “What should we be doing
differently?” “You seem to be a bitworried...” “Would you like to talk about it?”



Working in Groups

[ Decide about a group leader

Does your group need an identified leader? Not all groups do, although you’ll need to have someone to
organise and chair meetings. Some groups rotate this function - although you need to make sure that the
people who do it have strengths in this area. The main point is to make sure that your group identifies all
the tasks needed to keep the group functioning - and that SOMEONE does them!

If you do decide you need one leader - encourage that person to develop skills in facilitating the group - that
IS, helping the group members to achieve what they want. Leaders who try to control the group members
and insist on doing things their way are usually not very effective - or respected. A good leader encourages
the development of leadership skills in all group members.

If you don’t want an identified leader, then all group members should try to develop some facilitation skills.

Being a facilitating leader, or a facilitating group member involves:

listening and asking questions

encouragingmembers

creating a positive feeling in the group for open and honest communication

not taking sides - but working out problems together

listening for what ISN'T being said - and trying to help bring issues out in the open

helping the group to learn and to talk about what's learned

challenging group members who usually focus on their own needs at the expense of the group. For
example, attention seekers or dominating or bossy members.

N N N N N N N

What can go wrong?

Groups often have problems with how they work together - it’s part of being human! If your groupisin
trouble, ask yourselves questions about what's happening. Look at the points we’ve raised in this handout,
and ask yourselvesiif you’re doing these things.

Bibliography
Gibbs, G,1994, Learning in Teams: A Student Guide, Oxford Centre for Staff Development, Oxford, UK.
Ford, J,(n.d), Managing Group Processes, Faculty of Business, Royal Melbourne Institute of Technology,

Melboume.

Prepared by Barbara Johnson,
Orange Agricultural College, University of Sydney



Background Sheet B

Where to Now?

We hope you'’ve enjoyed the Stepping Stones program. And that you feel this is just the beginning! Butwhat are
the things you can do? Here’s an example of some of the ways you can follow up Stepping Stones.

Community
Options

Enhance leadership skills - eg get
involved with your local P&C, CWA
orserviceclub

Start a new organisation - eg a craft
group, study group, book club

Community Projects - eg working
together to provide a new facility for
your community; improving existing
facilities and services

Lobbying government (Local, State &
Federal) for policy change, funding,
€.

Vocational Options

Adult and Community Education:
offers you and your friends a range of
courses. Theirflexible service can adapt
toyour preferred location and topics
for study.

NSW Agriculture: specialist provider
through Murrumbidgee and Tocal
Colleges of home study courses, short
courses, full time and part time
programs for the agricultural and food
processingindustries.

Farming For The Future: provides
workshops in all aspects of rural
property management and planning
which can help you secure the viability
of your farm.

TAFE Outreach and Equity Programs:
committed to creating opportunities for
anyone who has difficulty accessing
TAFE courses, eg due to isolation or
lack of confidence.

TAFE NSW: has a whole range of
courses that provide training for jobs
and which are recognised by industry
throughout Australia.

Orange Agricultural College -
University of Sydney: offers arange
of programs - such as short courses,
diplomas and degrees - either by
distance education or atthe college.

Interested? See inside for more details




O IAVES @ ACE ~ Adult & Community Education ~ is the fastest growing sector of the post-compulsory
Regional education system operating through hundreds of local education and training centres.
Council of

Adult & ACE is flexible, community-based and demand-driven so that courses can be developed
Ot LI MAN Guickly tomeetanimmediate training or community education need and delivered in the
Education workplace or in familiar local venues.

If you would like more information on the ACE centre nearest you and how they can assist
you inimplementing the Stepping Stones Program then please call your Regional Council of ACE for assistance.

CentralWest  (063) 61 2595 CentralCoast (043)484334
Far West (080)879111 Hunter (049)689 077
NewEngland  (067) 725173 North Coast (066) 22 2739
Orana (068) 829120 Riverina (069) 620434

South East (042) 27 2744

TAFE NSW delivers courses which are designed to provide you with a flexible
education and career development path. You can study at TAFE:

M parttime

M full-time

M externally

M by flexible learning which combines external study with tutorials with teachers

Some examples of courses that may interest you are:
= Certificate in Career Education for Women

= Farm and Life Skills for Women

= Computing courses

= Rural Studies courses

For more information please call your local TAFE College or ring the TAFE Information Hotline for the cost
ofalocalcall, 131601

TAFE Outreach and Equity Programs

Outreach is a flexible program which provides for a range of target groups such as isolated rural communities,
women, Aboriginal people, prisoners, etc. Outreach coordinators are available to meet with any groups interested in
TAFE courses and have the ability to respond to your needs quickly and flexibly.

Outreach courses can be run in any location (eg: the local hall) and the course structure, content and times are
negotiated with the students. They can include accredited subjects and locally developed subjects designed to meet
your particular needs. Outreach courses are free, and include:

= Work Opportunities for Women (WOW)

= QutreachAccess

Other equity programs in TAFE include Aboriginal education which, through consultation with local communities,
provides courses for Aboriginal people as well as support by the Aboriginal Coordinator for Aboriginal people
enrolled in TAFE courses. Aboriginal education can provide courses in your location.

TAFE teacher/consultants for people with disabilities provide courses for students with disabilities and also provide
support for students enrolled in other TAFE courses.

For more information about Outreach and Equity programs, contact your local TAFE College or ring the
Manager, Equity and Liaisonon (063) 91 5664.



NSW Agriculture operates CB Alexander Agricultural College, Tocal,and Murrumbidgee
College of Agriculture, Yanco. The Colleges offer fulltime and parttime Diplomaand
5 Certificatecourses, includingtraineeshipsandapprenticeships.Newcoursesareavailablein
NSW Agriculture viticulture, food processingand Aboriginal ruraltraining.

TheCollegeshaveexcellentresources(includingfarms)andaccommaodationisavailable onbothcampuses.

Homestudy coursesareofferedinawiderangeofsubjectsincludingFarmManagement, Landcare, Pastoral Property
Management, Poultry Production, etc. Allhome study courses provide awelldesigned handbook, studyguideand
supportinginformation. Some coursesincluderesidentialschoolsandaudioiideocassettes.

Comprehensive programsofshortcoursesare providedbyboth Colleges, Coursescanbe*“tailor-made”tomeetthe
needsofspecificgroupsandcanbeheldattimesand convenientlocationswithinthe region.

For more information contact:
CB Alexander Agricultural College, ‘Tocal’, Paterson2421 (049)398888 Fax:(049) 385549
Murrumbidgee College of Agriculture, NarranderaRoad, Yanco2703 (069)512700Fax(069)557580

aaldnIel Farming for the Future provides training in integrated property management and facilitates the

; involvement of service providers to help farm business.
FOR THE

The program aims to ensure the ongoing development of an ecologically sustainable and
RN  economically viable agricultural sector through the development of landholder skills in natural

resource management, farm business management, property planning, risk and drought management.

The program is a partnership with NSW Farmers’ Association and is delivered jointly by NSW Agriculture,
Department of Land and Water Conservation, NSW National Parks and Wildlife Service and outside providers.

The basic function of the program is the education and training of landholders in the essential aspects of property
management planning, primarily through workshop activity. The program also provides contacts, referrals and links
to private providers and other agency programs to meet the particular information and service needs of landholders.

For more information contact Farming for the Futureon  (063) 91 3591 Fax (063) 91 3650 or local offices
of NSW Agriculture, Department of Land and Water Conservation or National Parks and Wildlife Service.

You can study from home, using our popular distance education
materials, or at the College, or you may attend one of our short
courseswhich include seminars and workshops at places and times
to suitinterested groups.

Orange Agricultural College

The University of Sydney

Here are afew examples of the many choices you have:

= businessfinance, marketing, rural financial accounting, people management, managing change
= grazing management, cropping or plantsystems

= habitatassessment, environmental law or water resource management.

You can study single units (subjects such as those mentioned above) or a full course leading to an advanced diploma
or degree. Or you may attend some of our short courses ~it’s your choice.

For more information contact the Orange Agricultural Collegeon  (063) 60 5555 Fax (063) 60 5590
email: orange@oac.usyd.edu.au

*Pleasenote: From August 1997 allNSW phone numberswill change asfollows
eg: old (063) XX XXXX new (02) 63XX XXXX



Where to Now?

Adult
Education
Guide

Farming for
the Future

Central West
Community
College

Tocal and
Murrumbidgee
Ag Colleges

TAFE
Outreach

Orange
Agricultural
College ~
University of
Sydney

TAFE

Hobby and Leisure

ShortCourses(egl
or2days)

Coursesrunatyour
location

Day Courses

Night Courses

Studying atHome

Certificate Courses

Diploma Courses

DegreeCourses

Reading and Writing
Courses

Leaming Needs
Workshop eg. helps
youwork outwhat
youwanttoleamn

Special Services
“Nomen
*Seniors
*Aboriginals
*Disabled etc.

Agricultural Courses
for Rural People

Fees

Fee Exemptions
Concessionsand/or
Financial Support

Information provided by Jo Sedgers and Ainslie Cahill,

Western Institute of TAFE




