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This Sowcebook on Workers u ha b prepred in c ion

with the Fifth Animal Conference by the

Inatitute of Industial Rtions Univerity of Galfornia, Berkelq

and Los Angeles0 It is or bhe that it wil be of hep to ui

ol g materials which wi1l be of prctical value in the developmt

of ur no i p Sourcebook will provide a work-

ig file of program suggestions and aswh ght t

not be ght to ur attention

From time ta time the Institute of Industrial Ratio ill issue

aitiona item thicth q be heu. iLn Asoon as pos-

sibe, suimiary p pRoeings of this onference wil be distributed to

*ach of you, We suggest that the o be incorporated in the

.3ourcebook.

our Suggestions for dtional erials l be welcod by the

stitute staff. You ca help us do a bor job In t fiel by

letting us know of your specific needs in developing your own progems

This kind of coopeation will, we hope, make our joint efforts in the

workers' education field most effective0



KwwTO COWUCT A DISCUSION GR0UP*

AJl Sims Otion W
jho,----a jbe in 8Am. -twelve to fifteen bes

with a arn t4ote group exce
ig difficut for' P~In aW5o ffi~ rs

- 20 The Wfp dn a

xape o ent tin a- ser-~ ueetg iffpart oftb gop
ha n wm s t- - suh a o
that t are eed to M t 4 s i eeaO . On te

goig onto aspects of tr w h inteest themJa ilethe
beginers ill be eqed to sit awl litntkn n the discussion
on a cato catoh..can basis,

- ~T ii~ 'discussion shudb of ineres to te grop wld
wi thir tc. T top . a di"b one
Ifto select a subjec wic reure eet;or tec ia knmleg
to be discusd the pi a lotwe,| st a discussion~ metig wz

be ndsa 4k*oif sixdtnopI hoeeada sbe apetots n seftn ourdsh

oussion topictunoasects of the suject onwhich thee}r
real differences of opini

- 2, Do o d jt s th ty wi o
to hd the i u grp. be th ntherhands do n ulo
the topic so bra that yo wilnt hasficiet time to coer it.

loEab ch mb ot group shoud be abe
to se ew' ote umer ithe-r a sqar or roun tablei best
A ro of sat withtbe ledr i frt st up a esio t
paricpation in fact, tae on the loo of a lassoo

_ 20 Checkligtig Lihn s l be good enough to rea by but
no~t too glrig Avoid eletri liht- glae.Aidsngh glae.
30 Ct Atu&f h omtco e idw
awake discussion.

_ hi. Chck acutics, if you' group is discussion befr an audiee
Oood acoustics cannot bef grantwed
. Alt it dsifiult to geneaite, it is better not to pl

a meeting longer tha -ad a half hors We frqetl ervi
planig too long a metig with the rslt that a8 peoplein
out b length, do- not o b or ater meetings,

Do Stt R
_~ or cusoa_ sr the _mbr of the group
hv bee inrducd toec othr

_ 2 At the begin f the meetig, tBe ler sould . it cler
what the group is to dsss gropaud k fro the start

*Adpted frm a reprInt of a report of Workshops on rogram Plang
(2p0msored by the Amrian Association fortbe United Nationa) by,Pau
HoSheats0



Ho- to Conduct a Discussin roup (continued)

what it is go to to acc pIsah, or what the --pos Of the
dic~ is* hne ~ ~ A 4 sol

-3, Everonemsould hve - scmass.Id
not be direted wrd the but fr be to . In
other words, you want the disto go backand forth, The

primay pur Osof a discussion poup is the sharing of ides" and

liethis: o lk this:ops~~~~o

lede ledr

~ Itisuptotheleadetobratheioeandalo tokeep the
4o It is up to te IWNNod. ce
dission rollingo Posi a la.i t most proftable device,
The leader, at the begidg ath after statingbfy
the scope of t bl r , po q n h

ha esth mp't ti o each to state hi
This hel-P tob *ehice
- 5 Th edrsol ien.sOf the p' confidene and enm

courgmest. ~e orshemut heptetmdto participate, and make
sre that eah has a h
60 A leader wi be ed t give infmtion as we to
lead the discus a h owedge of t
subjt, d te n s, so that he or she
can c the e nifc andz M a labl material dde.
But a good discusion a do wt have to be an xpr does
he ned to fe quo for w b does t h th a

Prearaionand sass kuAeg irferent fromexprnes As
co-eas p s st elves shae rt f
getting the facts.
7. The disaussio should be kept on the topic. If met up with
a "problem chld Wbo wants to go of0f n a tane s
question be the subject of anothermein if It sa fac l q
tion, recausal a source wh h e information he wants
without takig Vp the ti of the dsc gro
8. DonIt let two *bt ds in bewe thWselves.
Don't let nmmberS of the p all at Alt gh wt
spontaneitys at the am t*m wt folso that
what Is being sad can b by Ai.
9. A good ties up t discu fion frm t to time as the
meeting progressesn8di8n addit takes a fm at ted
of t discussion to e th mor lusios of the p,
This heps to gi the' oup a that it has ac pied
sThing4.



Ho"- to Conduct a Discussin Group (ot )

EoQw;LI~o f a§_qgDi lgasimngmg
~~~~ohm1A bste -ath in*th per in

aleOf dicsingte sujc.Ths ia eve seo"ipratta
a telical k l of e subject. Attith t
abel knled fail bcaus of a of fait in the i of
the subjeot m r in the Val owOftsubject, or in
theiwimotneof the mmes

- 2. A le a ul show no t eibur for a or
several members ofthe paw or for a p A od

leadr isimprtia, sa hol4 ty to~ngcut al onts Of view,
as vel as to ge to p-pain the disi

Eshoud nt4tr to get ars
- 30 The WOlede shoud fld s dm ood i t ntMribtima
by every inber, This does et men that he Will allw cc
ori uggtions to p brt i dep to
a large etent ontdptodoVWcalni

- 4,The l r s have a a e- a sens of hor - a
sens of ng ad oft, a of dr to



WHO DOE WHAT IN A MUP?

The Leader
-_*-e that evveryon is uinted
-matina ins an osp which Is permissiva concive to fl

priipation
-takes a problem cu
--ts gr m as to wh is most impot
--helps the spst go
-hesgop establish its rule.; eog., recess periods, closing
tiest lent Of tm one m c asp1, etc

-provides o t In attaon the problem throuht keeping
the discussion on Fteprblem

-aumaisn imotn poit frqet
inatn the efforts of the up

~allewing time for presett i fs facts
tim to or valuies--restiting

the manproblem whennesw
-maiainsImprtialit idua and id

-utilse speil ailitis of pg_e rSS
-makes appropiate us of rese fand consutant
--provides for o at the and

The Recorders
of the p Of the discussion (one

ca keep the t r oter r n lacboard)
-smmrie points eaAt te d' or begi g of the follw-

--conult with te uW a t fm of t r
-prepare and sks.f. rp

the g p c and w th op
to t gru t he s a Iaott w ng the

-ohelps rb o cono of of observing the j
without losing sight of th ofthe 'disssion

--evaluates problems census, attack, group interactiono
OangIng lrole t a o atmosp ch
niques used for the p goal etc

The Consultant
~I~I~ates as a mber of egrop

-provides i tion m te atreqst of group
-volunteers information which see rtt to dcussion
-assists lader in o io
--asists leader in achievemnt of goals



,!' Re ;u'rce .ifevb--
Ceontri~? t~ideas and sulggestiom to tc iisewsion
~ 'ssx~evvarious roles as needed

ito what others say and relate what is ksid to the problem
-qust clarification
-st. po).nts alearl and brtefly- and avoid wrangling over detoils
raDo- technicalities

--hJi-isn for themselves
rt gn4<e that everyone in the group has something unique o Con-
t-ribute to the solution of the problem



Visul Teaching Ados

It is sometimes possible to make material more interesting and under.

standable by presenting it in a visual form. Teaching aids should be

used where it appears that their use ujil:

1. concentrate a great deal of information into a concise

fom (graph, chart)

20 relate general infomation to experieneeswthat interest

the group (movies, film strips)

3o reinforce what has been heard by visual representation

(blackboard, charts)

4h sirmplify abstract or complex ideas (diagram)

5. dramatize information used to compare ideas or situations

(various wYpea of graphs)

6. bring outside experience into the laraming situation

(movies, filmz strips)

This is not an eahaustive list. Many tlypes of learning situations wil

be simplified or enhanced by audio.-visual devices, It is important to

iemnember that such devices are not efective if they are superficially

tacked on to the teaching process, They cannot be relied upon to do

the whole teaching Job, Audiovisual aids should be thoutght of as

effectiv4F supolemental aids to the teachers

Tvpez -of VIsualR1 ds

Blackboard-the most fiexible and generally usable visual aid for



~:¢ ,:.? .--.'. :..o : s t, ,c ss n $ o'.'..'e a e ht l Jzn .in a

wrt- n PLa
~ ~.~,":.' ,>'nztJ wi"~i~-' ha',rn a.reac,%r taken p lace,, These dev'!.es require ,-..

', '"" i.2 to, matters n pr.etestinrg a'^ eq.A~ t"
,

I~~~~~~~. arI C

~':'~~~~~ fiil!7 t',": f::"ft . ...... niq, S:tc'h*ta,1zki:,' tr '~.,?,4~ hallaf ;ac i. li'ti.es (eleQCt~r:~ ( ouP~v<)a' -.eots3 @ hade.s, ~,c U's tics~

es..,-),.~rtevxe;'.~:;r:,'tt'], fi!,~s~andtf9lii:."~ t'hXez to fit; into t,'.£ mo.st ~uit~-

~f'.,i_ .. :,"z c . ': ~hp*Xs} oiIz3 ramo

:'' :,.-:, several Sz Ces, fo. Secudring filsoon a -, ' ' '~'

- -:, rZent ,.)fi msualr truction,,U v,,.C. :;t+.aas.,e,..infoation
-- .,',i'vm>g¢t,,ofe ?,attl',fer-o£ lofs'tio, otion

-zt cve2, cases discul,>38on gulides have 1bee l prepavc6d to irs v with. thei~

i.q'v-, t r ai c g'r' CJSOT2~0~~rLuVtink ~;of"

J'- kon:'-Pihlacre~ N ireac, take~,tnp.ace Thez "e~ ~ euiecn
m~rertir~~liras L~Th l ra camIriciucati:n Mothrion.

a.-' 11 'JI Was ~ ~ , , .,,i lh: fo... Labo:'--

..
't..esO e'

Dl J>rt; ....7.sui'Inst ion U.i.''t."£.]cr-;'Bion

-;/}<_-*b>srtSIV5 ? ofX lcgrni;4 lln Iort6j Drow. Flositm cnatoMaotir

ki'avt~r~sXioja 4'Liatiori ofj LraV.zn1.W4, ork1 zisU ki, catieal i~rea¢ 16?

i :(t;zst 222i k j {) s,1> o* 't s' 4 - Ar S.;5( }

t1+3t, ~ ~~ ~~~~~ ~ o ;LaborZ2Ai en.s ,, } wzi'~ .' *,C XT].~.S~ i



Thc JC'e:artJ-.f'ti of Asdj^ isua" ist+r-n+. National "L,±cation

?n4Y(Viati-. 1201 -nt. treot,- o whington 6y D) C

i'e- *aJ i turlti, v rygton 25, Lk,

<thc M(ucat')nt4it P.lr L- brar Ass ciat, 6itrc adwa'., New

si r~c~i n. -fler c:a, W" JaS Z)tree+t, Lvanstrn, 11inoi.5

I3at.imad Atidi&'J.~ual Asoc i~ ti,,-i: 25'40 Eastwood Avenue

Graphs

Graphs should be simple and easy to read. The type of graph used should

depend on the nature of the material being presented.

Line -g..2h~~~~~~~~~~~5
10* useful for showing such things

/as union rowth, employment

pf1AM*OOKSfa {7 trends, cost of living, etc,.,
where growth or development

b'QSX~tfiW; /t --f- over time is significant



AL.

"DI L

1,Va, 6/8oJ(ewmi

A// 1h>-er
/ qso /? /qSZ

VI4ho O.^.qhS
Tht I a
DoseD8)FPu~l

ps~rticul uU~l-ZL', :; poX4n>i.hti.lng

*Lup di f£rer@Toc~en c~T.ig two

factor's or shwin,,? proportion

of one part to the whole-such

thlngs as emr^lovMent i n various

periods, emrlovrnent in various

industries, benefits or costs

under health and welfare plans

excellent for showing how some

total is divided-such as tax

dollar, union incones, source of

federal revenue, etc.

IN BIL4JwtAS)

These are especially helpful for

simplifying complex ideas. Dia-

grams mayy be used on the black.

board or as part of a prepared C C/

chart0 In the methods of in. N

struction chart included in thisItr t

sohroebook, the diagram was uisedL{

to hocw group interaction patterns,

Plc' n-ams are excellent for showing

organization of a union, structure

of a -overmental unit, etc0

&R.TCotUDIMC, ReEW OPfCW7AT1c"N

Cs Ceap~aLiv% '0o C%)

:;"a."Y;. tncapn.



ogurces o- -rncnr;tori an Graph &ad l'.'iart Gnstvuction

Arkin, Hierber', aud Coni. i'LI.IoZid on T,s- Make

And. Use Tlemo, Harper & Brcthers, 1936.

opear, Elr4eanor. Chatan stics McGrawEHill, 1952,
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i1:r, Jaik London

1, Adtita ihM'v the abitiy t- rn learn, T'I cld proverb,, "You can't teach
an old ilog now trieks,'$ it natot true, at least as tar as hwmer being* w
concerned, It is more accurate for us to charge the proverb to read,
"You Car;t teach a trick to a dog or a child who is too young," Research
awf what w* krim about tbe ability of adults to learn definitely estab=
lishem the ftit that no person should feel handicapped by his age,, One
study fc.und that mien Brld woen of' gentius have made their moet important
contribu- j.fl at the average age of 47,

2 Wh-ot. its learning?

3, Principles of Learnings
A. Learning is an active process
3,, Learning is affe Le by the total situation
C,, Learning should be meaningful
DI Learning mot be adjusted to indildual difierences
E Learning should result in transfer 80 that past experience is

enhanced an future ewrprience is better directeds

4. There are different types of learning which require different
methods , ways of teaching, equipment, etc,

A, Learning a skll like teomis typing, paintg stev
3, Leaire ng ideas like the meing of brotherhood, democracy, etc.
C, Learning to solve problem
D0 Learning an appreciation

5, The road to effective learning

6c, Limits to learnig ability

i , .i
I

itI(A



FTLi l HO: TO CONIDUJCT A DISCUS5IlOi!*

This film has been produced primarily for use in programrs designed tv

train non-professional discussion leaders.

Thbe ?ilnn -a so has certain snlcondaxy uses which are largely selZ-wi<

planatory0,

First, to help a discussion group evaluate itself and thereby improve

its own procedures.

Second, to help a group of potential discussion leaders understand

what it is that they will be called on to do if they take on the proposed

respohoibility. Very often leaders are, hesitant, fearing that they will

not be adequate to the task. The film will reassure them, since it iden-

tifCies leaders as persons very like them using principles that are under.

standableo

Third, to help a professional group of educators, potential educators,

or community workers to understand how to lead a discussion group.

Eleven Qualities for a Good Discussion

lo The physical setting should be attractive and comfortable.

2o There should be a good social feeling.

3o The leader should have a basic plan but be flexible in his use of ito

lo There should be direct interchange among the group members0

5^ The path of Drogress should be kept open for each individual. member0

6o The experience of the members of the group should be used to enrich

the discussion.)

*iEncrclopaedia Britannica Films, 5625 HSoLywood Blvdov Hollyood 28, Ci0



7 ? ; J O~ .c vt-i'i. a r,,s V,,, r ½t 3f t ,,In

Ct 2s(U;Jt. s)f th)e 'o 1,1.,

All meirbers of the -roup should u.ndeernstarnr I)o- h the immediate and

tedImat.c ~~1

23 citet~tzs mand procedures should be as v-aried as possible.

TO., The or'lYp shoulol base the discussion on facts and experience as well

J1,1k i mheornernberv; of the -roup should try to i-prove the group perfors
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Jeneral

Lly, ttaiy- L, (edt, Adult Eucation inAction iAA.gn936t(out of pint)

ndl;. Elizabetho Bibliuap Bibl of Instructional Aids

to Learni~'L,0o Univrersitty of Oregon, School of Education, Eugene, Oregon.

Krv, 1 es,s AL .coiraSoItformal Adult Education0 New Fork: Asociation
PtiCt S

1 .9 140 ,, 8 t~~e

ifflnd, fto1-erti S. K for What? Princeton University Press, 193*9

1^.e1l';r Alfred D,, PrinciplEs & Methods in Adult Educations, 19370 (out

of pr-rinth+

Pressey, S" Ij,, JJnney, J*. , & Kuhlen, R. G Ie: A Pschologicl

¢S.tws W~ tew f-rk~'Trpe r, 19.S3e'.

S t rauss iBert a.-d Strauss, Frances0 New Wayls to Better e New

T{_.rk.: 'Ykinr Press, 1951, $2.95

Trecker, Aucrel aid Trecker :iarleigh. How to ork with G Nea cork:

If)h~ris 'Sr2Ss;P19(22 $3s A reference book 'in its conpleteness, but

nott in Its stjrle,, this book "roes all the wva from the philosophic ft-Wyufs"
of d- Do~ot):Oic ;roip leadership to the Th aw's"I of oubllcity, financirig, and

alrwist everer othaer irobln;th-at haS ever arisen in a rroiip leaciex'-R mind.,

Adrul. Leaderslh i A raonthitr publicat on devoted to a ciL-ocasion o mtao,

VteChfKns A a d'i v;oSk n; Ith people in :3mai l or arge

Zt Ou>\ 7h3 1- kOiVaanh Avernue Ghlca.o121hI11c'os Subscription t4u0



q d~boM: of Ad,,I-'--t.d`2wucatio :rni e Ur .ted tatrts

Or. .,i.t;- a c ntO r¢--;- .o~ {;ow Cork:kCol1iini-) a ni-versity Press, 19143,'h,,ndarc); b >

.1 vr-;k on a- eicies and poo .'c aduit: ed -at'n

Grriatunity

Hunter, IFloyd. Comrvlanitr Power Stracture: A S fdj ecision -Makers0

CGhapel hiilJ: Unrlversit.7v of "orth Carolina Press, 19.531 $35oOO

Poston, Hichard W, Dermocracy Is YCou: A Guide to Citizen Action. New

York . arpersi 1953o w3*00

Sheats, Pa'1l 1II Jayne, C. D. & Spence, R, B. Adualt Education: The

Comunityrc New York: Dryden Press, 1953o $5o750

Coimnittee Work

Shotfield, :IAErard F0 MacinCoxmittees Effective0 Toronto: RyersonShefied. E'tvr . Ryerson

Pressg ;po0 o Deals with information about how to organize committees,

prepare for e tiis, work effectively, and report intelligently0

Discussion

Bomensan, LeRoy. How To Lead Discussion. New fork: Woman's Press, 19340

Dr"hebeck--.O L, a.d Howell, V SO Persuasion: A Means of Social Control.
Uew pork: 12enti.ccl.dall, l952 25

Eubank, H.. L and Auer, J. R. Discussion & Debate: Tools of a Dcmocraczo
New !ork: AppletornCentury-2rofts, 1951 2nd Edition0 $3%5)o,

Handbook for Discussion Ieaderr, New York: Harper & Bros0,

It 9 7 .



ICe .r -' t i a thoL; W)>giv of x~ear'5LniK- f} Dan

,-jpne;a w'n Hance, Kenneth As J.:czussion in Himan AfSare

.*,,r2 L".F $ )j arFl- o ai .19S,< r3 3 °0Jo

itorb,7ck4C . - Decision Thr ogA'%ulfrro tdo

~ ork~ "Inehart &l 0o,, I,% 0O Z7'

Thinkin
and Conference- .Leadershpt Tech es of

5...setcrz New, Lork: Rinehart & Co0 *50c1 1.S 1. l

Workers' Lducation

ErDr*'li, T .I, Workers Education in the United States. 1941h (out of

.v'j-lof%-OHt lorkers' ~l~cation at tlh Universit Level. Rutgers

IUnivens vr Press, 195-i $3Ooe

!sLvnr± ;itA,Q AO Union Leaders TraiNew Loric: Harper, 1951,

-. -zeC O Paper bound. $`2.00

1a. l caucat. _n 'n l953. f AFL AQ F 'T0 28 E0 Jackson

'{t)i (''/t.?'$ tic', 2a c) Ir] i )0)l.t!

Hurmn Relations

Kcn orith Do, L)radf ords 3 sland i anti Iazpp't;,t ionald,G

-'ii-s and Social Ar-tionn liew 'or-: Ant3i-efamation League of Bfna.

4,.,v 7P L i'AJA-erae .) rxeedori Pa -phi]. t 'srses. l950 Z-25%



Cnase, Stuart, Roads to Areement. New fork: Harpc-ir, 19l5o $3`50

Audio a Visual

ti s Handbook. Pictorial manual for amateur

operators AudioVisual Publication. 150 i. Superior Street, Chicago 11,

IIlinois, ";Qle,00o

Dale, Edgar. Audio-Visual Methods in Teachi.e New -fork: Dryden Press,

19¢6.

'Weaver, G. G. and Bollinger, E. W. Visual Aids: Their Constructiow and

Use, New fork: D. Van Nostrand Goe,, 1949. $6475a


