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This Sourcebook on Workers' Educstion has been prepered in connection
with the Fifth Annual Workers® Education Conference presented Ly the
Institute of Industrial Relaticns, University of Cslifornia, Berkelesy
and Los Angeles, It is our hope that it will be of help to you in
collecting materials which will be of practical valus in the development
of your union's educstion program, The Sourcebook will provide a work-
ing file of program suggestions and teaching sids which might otherwise
not be brought to yomr attention,

From time to time, the Institute of Industrial Relations will issue
additional items which may be helpful in your program. As sSoon as pos-
sible, summary proceedings of this confarence will be distributed to
each of you. We suggest that the proceedings be incorporated in the
Sourcsbook,

Your suggestions for additional materials will be welcomed by the
Institute staff, You can help us do a betber job in this field by
letting us know of your specific needs in developing your own programs,
This kind of coopersation will, we hope, make our joint efforts in the

workers' education field most effective,



HOW TO CONDUCT A DISCUSSION GROUP®

A, Size and Compositlion of Croup

- I, The group should be Smali in size - twelve to fifteen members
with & leader, Participation by all members of the group is excesd-
ingly difficult for groupe in excess of fiftesn mewbers,

= 2, The group should have some common denominator of interest, and
2 common basis for judgmsent on the subject under discussion. Fop
example, you cannot stage a successful meeting if part of the group
has no interest whatsoever in the subject or has such a strong opinion
that they sre ready to break up the discussion if necessary. On the
other hand, you cannot plan a successful discussion if you mix expsrts
and beginners, The experts will take certain knowledge for granted,
going on to aspects of the subject which interest them, while the
beginners will be tempted to sit and listen, taking in the discuzsion
on a catch-as-catch-can basis,

B. Discussion Topis

=1, The Yopic for discussion should be of interest to the group, and
within their competence, The topiec should be a "discussable" one.
If you select a subject which requires expert or technicel knowlcdge
to be discussed, then plan a lecture, not & discussion meeting. Any
topic, however, has "discussable" aspects., In selecting yowr dis-
cussion topic, turn to aspects of ths subject on which there are
real differencss of opinion.

= 2. Do not define your subject so narrowly that you will not be zble
to hold the interest of your group. On the other hand, do not make
ths toplc so broad that you will net have sufficlent time to cover it,

C, Physical Arrangemsnis

= 1, OSeating is important, Each member of the group should be able
to ses every other member, FEither a square or round table is bast,
A row of seats with ths leader in front sets up a resistance to
participationg in fast, takes on the look of a classroom,

-~ 2, Check lighting. Lighting should be grod enough to read by, but
not too glaring. Avold electric light glare. Avoid sunlight glare.

= 3. Check ventilation. A stuffy, hot room is not conducive to wide-
awake discussion,

- i, Check scoustiecs, if your group is discussion before an sudiencs.
Good acoustics cannot be taken for granted,

- 5. Although it is difficult to generalizs, it is better not to plan
& meeting longer than one and a half hours, We frequently err in
planning too long a meeting, with the result that some people, worn
cut by length; do not come back for later mestings.

D, Starting and Regulating the Discussion
- I. Before ths discussion starts, be sure the members of the group
have been introduced to each other,
~ 2, At tha beginning of the meeting, the leader should make it clear
what the group is to discuss. The group should know from the start

#Adaptaed from a reprint of a report of Workshops on Frogram FPlanning
{sponsored by the American Association for the United Nations) by Paul
H, Sheats.



How to Conduct a Discussion Group (continued}

what it is going to try to accomplish, or what the purpose of the
discussion is,

. 3., Everyone should have a chance to discuss. The discussion should
not be directed toward the leader, but from member to member., In
other words, you want the discussion to go back and forth, The
primary purpose of a discussion group is ths shering of ideas and
opinions,

like this: not like this:

leader :

D O

- U, It is up to the leader to break the ice, and also to keep the
discussion rolling, Posing a question is the most profitable device,
The leader, at the beginning of the meeting, after stating briefly
the scope of the problem under discussion, can pose a question which
challenges the group's thinking, calling on each to state his opinion,
This helps to break the ice.

~ 5. The leader should give members of the group confidence and en-
couragement. He or she must help the timid to participate, snd mske
sure that each member has a2 chance.

- 6, A leader will be called upon to give informstion as well as to
lead the discussion., Therefore a good leadsr has knowledge of the
subject,; and knows the pertinent source material, so that he or she
can collect the essential facts and assemble svallable material s4ds.
But a good discussion leader does not have to be an expert, nor doss
he need to fear questions for which he doss not have the answers.
Preparation and some knowledge are different from expertness, As
co-equals, group members mst themselves share responsibility for
getting the facts,

-« T, The discussion should be kept on the topic. If you meet up with
& "problem child" who wants to go off on a tangent, suggest that his
question be the subject of another meetings if it is a factual ques-
tion, recommend a source where he can find the information he waats,
without taking up the time of the discussion group.

- 8, Don't let two members get into a discussion between themselves.
Don'"t let members of the group all talk at once. Although you want
spontaneity, at the same time you want sufficient control so that
what is being said can be heard by all.

= 9. A good leader ties up the discussion from tims to lime as the
meeting progresses; and in addition takes a few minutes zt the end
of the discussion to summarize the major conclusions of the group.
This helps to give the group a feeling that it has accomplishad
something,



How to Conduct a Discussion Group (coatinued)
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Qualities of a Good Discussion Leader

1. The leader should have faith in the group members snd in the
value of discussing the subject. This is even more important than
a8 technical knowledgs of the subject. At times peopls with tech-
aical knowledge fail because of lack of faith in the importance of
the subject matter, in the value of discussing the subject, or im
the importance of the members® contributions,

2, A leader should show no partiality - eithsr for a member or
saveral members of the group or for a particular opinion. A good
leader is impartisl, and should try to bring out all points of view,
as well as to get every member to participate in the discussion,

He should not try to get across sny pre-conceived ideas of his own.
3. The leader should find something good in the contribution made
by every member. This does not mean that he will allow inaccurate
or impractical suggestions to go unchallenged, but will depend to
a large extent on the group itself to do the challenging,

he The leader should have a pleasant voice - a sense of humor - a
sense of timing - and often, a sense of dramatics,



WHO DOES WHAT IN A GROUP?

The Leader

-=gees that sveryone is szcquainted _

==maintains an atmosphere which is permissive and conducive to full
partisipation

-=takes a problem census :

-=gets group consensus as to which problem is mest important

~=helps the group set goals

=~halps group establish its owm rules; e.g.,; recess periods, closing
tims, length of time any ons member can speak, etc.

«=provides continuity in the atteck on the problem through: keeping
the discussion on ths problem

==gummarizing important pointe frequently

-=coordinating the efforts of the group

==allowing time for presentation of issues and facts :

--gllowing time to harmonize conflicting idess or values--restating
the main problem when necessary

--maintains impartiality toward individuals and ideass

-=utilizes special abilities of group members

=-makes appropriate use of resource members and consultant

-=provides for contimmous evalustion of the group product and group
precess through reports from recorders and cbserver

-<works toward areas of agreement and/or final summary

The Recorders
--keep & record of the wmein points of the discussion (one recorder
can keep the permanent record while ths other records on blaskboard)
-=gummarige points and reports at the end or beginning of the follow-
ing session
-=gconsult with the group about the form of the final report
«=prepare snd make final report

The Observer :

--observe the group process and how the group operates

=<reports to the group what he has observed about the working of the
process

~-helps others become conscious of ways of observing the process
without losing sight of the content of the discussion

--evaluates problems census, problem attack, group interaction,
changing leadership role within the group, group atmosphere, tech-
niques used for moving the group toward goal, etc.

The Consultant
«-participetes as a member of the group
-=provides information or material at regquest of group
-«yolunteers informetion which seeme pertinent tc discussion
~«g8sists leader in keeping group on discussions
--g58ists leader in moving group towsrd achievement of goals




WHO DOES WHAT IN A CGROUP? (continued)

The Participants or Resource ilembers

==contribute ideas and suggestions to the discussion

=-gs5ume various roles as needed

=-1isten to what others say and relate what is eaid tc the problem

-=request clarification

=-atate points clearly and briefly and avoid wrangling over details
and technicalities

==think for themselves :

--yrecognine that everyone in the group has something unique to con-
tribute to the solution of the problem :




Visual Teaching Aids

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 will:
1, concentrate a great deal of information into a c;ncise
form (graph, chart)
2, relate general information to experiencesthat interest
the group_(mcviaa, film strips)
3. reinforce what has been heard by visual representation
(blackboard, charts)
Lho simplify abstraét or complex ideas (diagram)
5o dramatize information used to compare ideas or situations
(various types of graphs)
6. bring ocutside experience into the lesarning situation
(movies, film strips)

This is not an exhaustive list, Many types of lsarning situations will
be simplified or enhanced by sadio~visual devices. It is important to
remember that such devices are not effective if' they are superficially
tacked on to the teaching process. They cannot be relied upon to do
the whols teaching job., Audio-visual aids should be thought of as

effective supolemental aids to the teacher.
Types of Visual Aids

Blackboard--the most flexible and generally usable visual aid for



classes, meetings, lectures, conferences, and panel discussions. Sim-
ple to use, the blackboard is helpful‘in explaining complicated éubjecta
and in aiding the audisnce to remember points or figures that have
already been discussed, .

Movies, film strips——useful in many situations to arouse intersst in a

subjeet and to stimlula‘oe discussion. Some are helpful in summarizing
discussions which have already taken place. These devices require care-
ful planning, including such matters as pre-testing the equipment,
checking the hall facilities (eleétrical outlets, shades, acoustics,
etc.,) previewing the films and timing them to fit into the most suit-

able place in the prozram.

There are several sources for securing films on a rental basis. MNost
or-anizations renting films publish éatalogs that give basi:z information
concerning the subject matter of the film, the length of the filum, and

in some cases discussion guides have been prepared to use with the films.

A few such sources are:

Department of Visual Instruction, University txtension,

University of California - Catalogue of lémm Lducation Motion

Pictures

Agerican Federation of labor, Workers Education Bureau, 1625

Eye Street, N. W, , Washington 6, D. C. Films on Labor

CI0 Film Division, Depirtment of Education & Resesrch, 718

Jackson Place, N.W., Washington &, D, C. Pilms for Labor

Roosevelt College, labor Education Division, Film Services,

430 South #ichigan Avenue, Chicago 5, Illinois,



Sources of General Information

The Department of Audio-Visual Instruction, National Education

Association, 1201 =16th Street; N.W., Washington 6, D. C.

The United States Office of Education, Visual Education Service,

Federal Security Agency, washington 25, U, C,

The Educational Film Library Association, 1600 broadway, New

fark, N. €,
Film Council of America, 600 Vavis ©treet, Lvanston, Illinois

" National Audio-Visual Association, 2540 Eastwood Avenue,

Lvanston, Illincis.

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 graph
. 15
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Diagram, charts

These are especially helpful for

particularly helpful in pointing
up differences, comparing two
factors or showing proportion

of one part to the whole-—such
things as emplovment in various
periods, employment in various
industries, benefits or costs

under health and welfare plans

excellent for showing how some
total is divided--such as tax
dollar, union income, source of

federal revenue, etc.

simplifying complex ideas. Dia=

grams may be used on the blacke

board or as part of a prepared (‘,( :
chart, In the methods of in-
struction chart included in this‘[:]

|
sourcebook, the diagram was usedf._‘_.
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BOARD

T

to show group interaction patterns.
Diagrams are excellent for showing

organization of a union, structure

of a govermmental unit, ete.
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Sources of Information on Graph and Chart Construction

Arkin, Herbert and Colton, Raymond R. Graphs, How To Make

And Use Them, Harper & Brothers, 1936.

Spear, YMary Eleanor. Charting Statistics. McGraw-Hill, 1952.




“IRTJIejeW TBOTUYD9Y
J0 SAT3BYTJIOYINE

Jo uotjvquesead 03
pejdepe qon °3urums
=UCO=9WL] °UOTIBZT
-ugdao JO gSeUeso0]

°ngeJlequT Juepnys
wWnUTXBy °e3peTaouy
Jo 3utrgeod °sJeq
=ueow dnoad jo souey
~Jedxe TEUPTATPUT 03
pejered eq ued 30
=qng °uofjoBISIUT
dnox8 J0J SMOTTV

UoT3eonpy [PWX0JUT soTmouy WILOTE), WOy psjdepys

UOTR0BISUT
dnoad jo eaadep y3tH

UOTSSNOSL(

*ButJoq

oq feu L3TTRWICT 83T
*quspnjs eyj Jutue
=qwexys snyy Ssseasus
2ydta uo geedls

yonw ooy 3nd Ley
‘g2uepnas 3uouww UOTL0®
=JEQUT MOTTY 30U ssoQ

>TeTI9q B
Butuaee] sJae dnoJdd Jo
sJdequeul Jou JI0 Jeyj3eys
SUTWIS}8p Avw JSYORI]
cuofyedotq.ced

juepnj}s swWos SMOTTY

Jeusee] JO

suotasenb 3s¥ sjquepnis Jo
squepnys suoyjsend Jsyoes]

(uotqeqTo8y) JemMsuy
pur uotjsony

°@1qyssod.

=W} A{TeNsSn Uot}
=edroTqaed quepnig

SHOVINVAQVSIO

°Tefieq8uW JO UOTQ¥ZT
~ueSJo qu3dty AJea
®ABYy 09 8TqIsscd

97 sexey °sj08f
=qns TBOTUYO®] JOJ
poop  °ewtq jJaoys
Uf UOT3BUIOFUT

fonu J2A0D UR)

SHOVINVAQY

2 5 0 vy
R0 0 @

NYELIVd NOIIOVUIINI

#NOILONYLSNI 40 SCOHLIK

UCTBUIOJUT
Jo uopgrjuessdd TEUWIO]

OLLSIHRLOVUVHD A4IHD

SJn9007

QOHIHEKW



*uotqed
=1073aed pOITWT]

cggeoouad
JO UOTABETTENSTA

g9 0 v
0.0 00 Wl

080 0

°goyoee) Aq ses
=gagoad JO UCTIBIRSNHTII

SpTe TBNSTA puB
UOTABIL SUOWS(]

°gatsuedxe oq LB}
S 3UTUMSUOI=SUT]

°gotioead pepind
pue @ousetJed

=X? PUBY=48JT]

sTeTIejeW Y3TH SUTNIOjH

£LioqeI0qe]

°guopaEN}Ts LuBW UL

aTqelIns 30U pue
FUoT 5T 888004g
°qJd03Je pejsea
swos og Aew aIeyy

SHOVINVAQVSIA

cqusu

=ystrducody °3se
-J8qut f{eouetasdxe
Tenjor §£97TIqTS
=uodsed TBupTA
=Tput J0 duodp

SEOVINVAQV

Hv )
|
0 : 0
P
0 0

N¥E 1 IVd NOILOVHRINT

°aJ03Je aafjegado

=00 MG STOYM ® €8 wWeq
=0dd JO uoT3e3T3E0AUT

OILSTHHLOVUVHD JHIHO

q08f0ayg

(OHLEN



*passeadxs eq feu 8 9 6 0O
°goJaN3 08T 3JI0yS #9TA JO sjutod 0
Jo saTJes euodeq fuBy  °3urjern o 0. 0. B a 0 °goueTpn®
feul uotT}RISPOU ~WI98 ST Svept Ol ©J0J9q UOTSSNOSTP UL
TNITITAS JUoUYITM Jo s3usyoxy a0 06 0 o383ue oydoed TeaeARg UOTSSNOSTP T[8uUBd
°mata Jo jutod 0 0
s,uosaed suo uo 8uIPp "uotgedrotiaed

o gk

=uadaq °uoTSSNOSTP dnoad suos suyd 0 0 ‘@ousTpne 2y} Lq UOTSSND
ut dnoal e8ua®T poysem aInjoeT M\ I =gFp pue suotjsenb Aq
SATOAUT 0% FTNOTIFTQ Jo sedequBApy 0 0 pemoTTo] yoeads TBUIOY umJoy 2JING087
SHOVINVAQVSICA SEDVINVAQY NYELIYd NOILOVYUEINI OLLSIYALOVEVHD JdTHD QOHJIENW



HOW ADULTS LEARN

Dr 2 JB@k I‘)m@n

1. Adults have the ability to learn, The old proverb, "You can’t teach
an old dog new tricks;" is not true, at lesst as far as human beings are
eoncerned, It is more accurate for us to change the proverb to read,
"You can’t teach & trick to a dog or a child who i3 too young.* Research
and what we know sbout ths abiiity of adults to learn definitely estab-
iishes the fact that no person should feel handicapped by his age. One
study found that men ard women of genius have made their most important
contributions at the average age of L7.

2. What is learning?

3., Principles of Learning:

- Learning is an active process

Learning is affected by the total situation

Learning should be meaningful

Learning must be adjusted to individual differsnces

Learning should result in transfer so that past experience iz
enhanced and future experience is bstter directed

o © ©

HOOQWe

o

o There are different types of learning which require different
methods, wayes of teaching, equipment, etc.
A, Learning & skill like temnis, typing, painting, ete,
B, Learning ideas like the meaning of brotherhood, democracy, etc,
C. Learning to solve problens
D, Learning an appreciation

5. The road to effective learning
6, Limits to learning ability



FIILi{: HOW TO CONDUCT A DISCUSSION#*

This film has been produced primarily for use in programs designed to
train non-professional discussion leaders.

The film also has certain secondery uses which are largely seli-ex=
planatory.

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
respohsibility. Very often leaders are hesitant, fearing that they will
not be adequate to the task. The film will reassure them, since it iden-
tifies leaders as persons very like them using principleg that are under—
standable,

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

or commnity workers to understand how to lead a discussion group.
Eleven Qualities for a Good Discussion

1, The physical setting should be attractive and comfortable.

2. There should be a good social feeling,

3. The leader should have a basic plan but be flexible in his use of ite.
L. There should be direct interchange among the group members.

5 The path of progress should be kept open for each individual member,
6o The experience of the members of the group shculd be used to enrich

the discussion.

#incyclopaedia Britannica Films, 5625 Hollywood Blvd., Hollywood 28, Calif,
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1,

All of the members should feel a resbonsibility for the effective
conduct of the group,

A1l members of the group should understand both the immediate and
the ultimate pgoals, :

I'ethods and procedures should be as varied as possible,

The group should base the discussion on facts and experience as well
as opinion,

All the members of the group should try to improve the group perfore

mance,



BIBLIOGRAPH! OF USEFUL MATERIALS

General

Ely, Mary L. (ed.) Adult Education in Action. AAAE, 1936. (out of print)

Findly, Elizabeth. Bibliography of Bibliographies of Instructional Aids

to learning. University of Oregon, School of Education, Eugene, Oragon.

$0500

Fnowles, lalcolm S, Informal Adult Education, New York: Association

PI‘GSS, 1950: ghoOOe

Iynd, Robert S, Knowledge for What? Princeton University Press, 1939.

thieller, Alfred D, Principles & Methods in Adult Education. 1937. (out

of print)
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Survey. New York: Marper, 1939.
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Tork: Viking Press, 1951, $2.95.

Trecker, Audrey and Trecker Harleigh. How to Work with Groups. New Lork:
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Vomsn's Press, 1952. ¥3.00. A reference book in its completeness, but
not in its style, this book goes all the way from the philosophic "why's"
of derocratic group leadership to the "how®s" of publicity, financing, and

almost everv other problem that has ever arisen in a group leader's mind.

Adult Leadership, A monthly publication devoted to a discussion of methods,
techniques, and ideas useful in working with people in small or large

groups, ThL3 No, Wabash Avenue, Chicago 11, Illinois. Subscription $4.00.



Ely, Mary L. Handbook of Adult Education in the United States. 3rd

Edition. New fork: Columbia University Press, 1948. The standard refer-
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Commnitz
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Chapel Hill: University of North Carolina Press, 1953. 85,00,
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York: Ilarpers, 1953. 53.00.
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Community Approach. New York: Dryden Press, 1953, $5.75.

Committee Work

Sheffield, Edward F, Making Committees Effective. Toronto: Ryerson

Press; .75 Deals with information about how to organize committees,

prepare for meetings, work effectively, and report intelligently,

Discussion

Bownan, LeRoy. How To Lead Discussion. New fork: Voman's Press, 193l.

Brembeck, . L. and Howell, W. S, Persuasion: A Means of Social Control.

lew fork: Prentice-lall, 1952. $5.25,
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1947,
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print)

Kerrison, Irvine L, H, Workers®' Education at the University Level. Rutgers

University Press, 1951, $3.00,
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‘33000. Paper bound: $2.00°
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Dynamics and Social Action, New fork: Anti-Defamation League of Binai

Bipith, 212 Fifth Avenue, Freedom Pamphlet Yeries. 1950. $.25.



Chase, Stuart. Roads to Agreement. New fLork: Harper, 1951. $3.50

Audio = Visual

Audio-Visual Projectionist’s Handbook. Pictorial manual for amateur

operators., Audio-Visual Publication. 150 E, Superior Street, Chicago 11,

Illinois., $1.00,

Dale, Edgar. Audio-Visual Lletnods in Teaching. New fork: Dryden Press,
1946,

Weaver; G, G, and Bollinger, E, W, Visual Aids: Their Construction and

Use., New fork: D, Van Nostrand Co., 19L9. $Lo75.



