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	PICK UP & GO

This pack is intended to give all the guidance that a facilitator would need to run a good version of this course, first time around.

In this pack you will find:

1. Information for the region

2. Information for the facilitator

3. Objectives

4. Timetable

5. Detailed facilitator notes

6. Flipcharts

Accompanying documents:

· Handouts
· Supplementary supporting documents – not to be handed to participants
· Extra reading material for facilitators – can be handed out as appropriate


© Oxfam GB (2004)


Oxfam GB, 274 Banbury Road, Oxford, OX2 7DZ, UK.

Oxfam GB is a member of Oxfam International. Registered charity no 202918. 

	1. Information for the region

	Module length

2 hours 

	Facilitator Skills

· This module requires stand up presentation skills and the management of facilitated discussion.

· The level of facilitation skills required for this course must be determined by how much behavioural change this workshop must deliver.

· There will be questions on the Oxfam Code of Conduct and Sexual Conduct.  The facilitator needs to be able to answer and debate these and defend and promote Oxfam’s positions, using the facilitator’s notes provided and supporting documentation.

· Ideally the facilitator should have had some degree of exposure to Oxfam’s Code of Conduct and made management decisions on staff conduct.

· The region is responsible for ensuring that this workshop is delivered by a member of staff of sufficient capability

	Learners

This module is intended for:

Staff in non-management positions.  Priority must be given to those working directly with beneficiaries.

	Group size

This course could be run for groups of 6 to 30.  However it is easier to facilitate groups of 18 to 20.  In addition this stimulates the maximum amount of discussion amongst participants and therefore maximum learning.


	2. Information for Facilitators

	Room

This module requires space for the whole group to be working together in a room – sitting in such a way that they can all see one another.  It also requires sufficient space for the group to break into smaller groups.

	Equipment needed

· 1 flipchart stand, paper and pens (black or dark blue only to ensure visibility).
· Post-it notes

· Blue tac

	Preparation of material

·  Prepare flipcharts F1-F6

	Preparation of the facilitator

The facilitator will need to read and familiarise themselves with all the material as well as manage the preparation of the material and the room.  In addition the facilitator may well like to call either their regional sexual exploitation and abuse focal point, their line manager or their HR team – please ask your RPM or your closest HR team who this person is.

Supplementary material for the training session comes in two varieties:  S1 and S2 are called supplementary because they are not for handing out to participants.  They are essential material for running the training session and the facilitator must be familiar and comfortable with the content.  The zipped file that comes with the training pack contains various policies and guidelines that link well with the training.  It is a really good idea to read these before delivering the training and to have a 3 or 4 copies of each to hand out, if requested, at the end of the training session.  Flipcharts F1 – F6 are at the end of the facilitator’s notes.  They are to give you an idea/outline of how your flipcharts should look.

When you do the photocopying before the training session DO NOT staple all the handouts together.  Make sure they are stapled separately as H1, H2, H3 and H4 to be handed out at different times throughout the sessions.

	Linked learning

Other Pick up and Go packs:

· Preventing sexual exploitation and abuse – 8 hour training pack for managers.
Intranet:

· There will shortly be a site on the intranet.

The region/department:

· Ask your regional focal points, HR team, line manager, or Yo Winder  (on +44 1865 313 894 or ywinder@oxfam.org.uk) for support before or after running the sessions.

Amongst your colleagues

One of the strongest messages that should come out of this training course is that it is every individual’s responsibility to promote and uphold the principles that will decrease the likelihood of sexual exploitation and abuse being committed by Oxfam GB staff.  Please ensure that you take every opportunity to discuss this subject with your colleagues.

	Translations

This module is currently available in English.  It will be translated into Spanish, French and Portuguese.  If it would help learners, please feel free to translate all or part of this into additional languages – but please copy them to the L&D team

	Support and Feedback

Please contact us with any questions, ideas and feedback on how it feels to deliver a pick up and go module:

· Andy Baker: learninternational@oxfam.org.uk +44 1865 312505

· Yo Winder: ywinder@oxfam.org.uk  +44 1865 31 3894


3. Workshop Objectives

As a result of this workshop participants will have an increased knowledge of and ability to comply with Oxfam’s Internal Staff Code of Conduct.  

They will:

Know

· The principles that underpin Oxfam GB’s Code of Conduct and the Guidelines for Sexual Conduct

· Their responsibilities as Oxfam staff members

· Outcome of breaking rules or not living up to responsibilities

Feel

· Confident about raising issues and reporting suspected incidents to the organisation.  

· Confident about what the organisation expects of them

· Warned about what will happen if they break the rules

Do
· Study cases of sexual exploitation and abuse

· To test boundaries and understanding of rules

	4. Timetable 


	Start
	Finish
	Session

	00.00
	00.10
	1. Introductions and objectives



	00.10
	00.25
	2.  Story telling



	00.25
	00.50
	3.  Rules and Guidelines



	00.50
	00.60
	4. Reporting Unacceptable Behaviour



	01.00
	01.50
	      5.  Case Studies



	01.50
	02.00
	6.  Close and evaluation




The timings for this event are shown as starting at 00.00.  The facilitator needs to fit these to the working times available.  This timetable can also be split into two sessions – input sessions first (1-4) and practice session second (5 & 6).  This gives time for the information to sink in, for discussions to be had, before the case studies are tackled.

Note to facilitator

The subjects of sexual exploitation and abuse and of sexual conduct of Oxfam GB staff nearly always raise more questions than they answer.  Although the debates that occur are always stimulating, be aware that people’s feelings run high and their beliefs are often being called into question.  Make sure you read the supplementary documentation S1 and S2 before delivering the session and be sure that you can defend the positions taken in it.  Occasionally the arguments and debate can get fairly intellectual…
Please remember, and draw to participant’s attention, that although the debates can be fascinating, the reason we run these seminars is because we know that many beneficiaries are forced into sexual relations with humanitarian workers in order to get food, goods or essential services for themselves and their families.  Oxfam GB find this intolerable and will do everything it can to make sure it does not happen.  Those found sexually exploiting or abusing beneficiaries will be, subject to due process, dismissed for gross misconduct.
There is a lot of possible learning that can come out of the questions and debates, but it is important that you move the course along and delay questions until the relevant part of the course when they might be covered anyway. 

· Pay careful attention to the timings of the course and be prepared to chair the event – not every question can be asked or answered if you are going to get through the training in the allotted two hours.

· Have a page of flipchart paper on the wall to ‘park’ questions that arise – this is a clear way of acknowledging a question without having to answer it at that time – just make sure that by the end of the course you answer all of the questions or have a clear mechanism for answering them (e.g. that you will ask your RHRM or the sexual exploitation advisor for an answer and then email it to all of the participants)

· In order to keep the pace of the course moving, it is important that the facilitator provides energy to the course through their facilitation – so be really clear about timings and instructions and if you give 10 minutes for groups to do an exercise, after 5 minutes, say 5 minutes remain, after 9 minutes, say one minute remains – and then finish after 10 minutes.  You will find that groups that feel some sense of pressure often produce better results.

	Session 1
	Introduction and Objectives
	
	TOTAL TIME:
10 Minutes


Purpose - what is this session for? By the end of this session, participants will know the aim of this workshop and who is in the room.  
	Timing
	What YOU do
	What the LEARNERS do
	Resources

	00.00
	· Introduce yourself

· Ask the participants to introduce themselves by telling the group only their name, their job title and the country or project area in which they work.  Tell the participants they will only have a very few minutes to do this, stick to the essentials requested only.
	· Ask questions if they need clarification 

· Introduce themselves, but very briefly!
	Name badges if appropriate

	00.05


	· Introduce the Course objectives – show flipchart F1, attach it to the wall so it can be seen throughout all sessions.  Read them through to participants and ask if there are any questions.
	· Read objectives thoroughly and ensure that they match their own understanding and expectation of the course.
	Flipchart F1



	Session 2
	Story Telling
	
	TOTAL TIME:
15 Minutes


Purpose - what is this session for? To demonstrate breadth of the problem: that it is Oxfam GB staff that commit abuse and exploitation and that Oxfam GB will not tolerate this.
	Timing
	What YOU do
	What the LEARNERS do
	Resources

	00.10

00.15

00.25
	· Tell the participants the following story:  Guards at an Oxfam GB compound were letting beneficiary families into the compound at night to collect water the office tap.  In exchange for this water they were forcing the younger women and girls to have sex with them.  A compliant was eventually made by some of the women and an investigation supported their complaint.  The guards were suspended when the investigation began and dismissed when the complaint was found to be true.  They were not allowed to work their notice period and received no end of contract benefits.

· Ask the group if anyone has a similar story they would like to share.

· If not, tell them this one:  an Oxfam GB project officer overseeing an education programme was proved, eventually, of raping not only teachers involved with the school but also pupils.  He was instantly dismissed, with no notice period, with no end of contract benefits whatsoever.

· Ask for comments on these stories.

· Do remember to stress that the stories you have are real stories from real Oxfam GB staff – that sexual exploitation and abuse by Oxfam GB staff does happen and that we do do really bad things to beneficiaries.

· If you have time you can ask again if there is anybody who has a similar story they want to share … if not, move on to the next session.
	· Listen carefully to the case studies.  Think about what they mean – to you, your family, people you work with, your job.

· Tell a story about an experience you have had if you have one, and if you want.

· Ask questions for clarification or quick comment but do not expect an in-depth discussion of the cases.  Discussion and debate will come later.
	‘Parking’ flipchart


	Session 3
	Rules and Guidelines
	
	TOTAL TIME:
25 Minutes


Purpose - what is this session for? Gain enough knowledge to know what is and what isn’t allowed; in addition to how and why Oxfam GB has made the rules and guidelines.

	Timing
	What YOU do
	What the LEARNERS do
	Resources

	00.25

00.35

00.50
	· Split the group into small groups of 4 or 5.  Give each group one piece of flipchart paper and a pen.

· Put up Flipchart F2 and  ask each group to write down the rules that they KNOW OGB has concerning sexual conduct.  Tell them they have 10 minutes for this only.

· Bring the group back together and ask one group after the other to feedback what they have written down.

· Ask other groups to comment on the answers – in particular try to get other groups to say whether the ‘rules’ written down are correct or not.

· Give handout H1 to all participants.  Ask them to read it thoroughly and discuss it with their neighbour.

· Stick flipchart F3 on the wall and read through the two, very simple, rules.

· Ask if H1 and F3 say the same thing - discuss

NB At this stage you may well have to start defending OGB’s position.  Make sure you have read through the supporting documentation thoroughly and are fully able to debate the issues.

· Hand round the Code of Conduct H2 in the most appropriate language and encourage participants to read it as soon as they can – important bits in BOLD.
· Emphasise that they can contact their manager or their nearest HR staff member if they have any confusion or concern regarding the Code


	· Get into groups as requested

· Brainstorm and write down the rules for sexual conduct that you believe OGB has.

· Chose one person to read and explain these to whole group when asked.

· Give feedback to other groups suggestions for rules.

· Look closely at the rules that OGB does have and comment on what they mean to you when asked.

· Get answers to any questions or thoughts you might have at this stage.
	Flipchart paper

Pens

Handouts H1 & H2

Flipchart F2 & F3

	Session 4
	Reporting Unacceptable Behaviour
	
	TOTAL TIME:
10 Minutes


Purpose - what is this session for? For people to learn and discuss why they might want to whistle-blow and the procedures for doing it.

	Timing
	What YOU do
	What the LEARNERS do
	Resources

	00.50

01.00
	· Ask group what this word means.  Try to get from them a local translation.  Check this with others in the group to ensure that the right word is being used!

· Ask why people would want to reporting unacceptable behaviour.

· Ask what the risks associated with reporting unacceptable behaviour might be.

· Talk them through OGB’s reporting unacceptable behaviour procedure.

· Give a copy of H3 to all participants.

· Talk them through the really important bits of the document (genuine concern, confidentiality, procedure) and check for understanding by asking questions

?  who can use this procedure

?  what should you use it for

?  who should worried members talk to

?  who should they not talk to

?  what will happen if the procedure is mis-used

etc …


	· Try to translate word into local languages, check for correct understanding

· Answer questions as asked and debate with your colleagues as appropriate

· Read the handout you are given

· Answer questions about the reporting unacceptable behaviour procedure
	Handout H3


	Session 5
	Case Studies
	
	TOTAL TIME:
50 Minutes


Purpose - what is this session for?  Use information from previous sessions to practice and role-play some real life case studies.  To discuss, debate and learn from others what Oxfam GB expects from them in terms of their behaviour and their responsibilities.

	Timing
	What YOU do
	What the LEARNERS do
	Resources

	01.00

01.05

01.20

01.50
	· Split participants into three groups (regardless of the number of total participants.

· Each group will work on a different case study – three groups, three case studies.  Give a copy of H4 to each participant and make it clear which group must work on which case study.  Ensure each group has at least one piece of flipchart paper.

NB It is normally fine to use the same case studies that were used in the opening session as they will not yet have been discussed in depth.  There are more case studies in the pack than you will probably have time to use so feel free to ‘mix and match’ as you like.  

· Tell them they have 20 minutes only to read the case study, discuss it and answer the questions it poses.  Ask them to write their answers on a flipchart paper.

· Move round the groups and encourage them to look at all aspects of the case study and all angles from which it could be viewed.

· Tell the participants when they have 5 minutes only left.

· Bring the group back together and get each one in turn to present their answers.

· Discuss the answers as a group and ensure that the ‘right’ answers are clear to all at the end.

NB Please make sure you have read all the supplementary documents (S1 & S”) before you present this session.  It is really important that you are familiar with the ‘right’ answers to many of the questions that people will ask – it makes things much less stressful and much more coherent.
	· Read the case study closely

· Discuss it with other members of your small group

· Answer the questions that follow the case study

· Write these answers up and be prepared to explain and defend them to the whole group

· Make sure you finish the exercise within the 20 minute time limit.

· Listen carefully to others’ answers and ask for clarification of anything you do not understand.


	Handout H4

Flipchart paper


	Session 6
	Close and evaluation
	
	TOTAL TIME:
10 Minutes


	Timing
	What YOU do
	What the LEARNERS do
	Resources

	01.50

01.55

02.00
	· Refer back to the flipchart with the course objectives written on it.  Ask participants whether they feel they have met the objectives.

· Allow five minutes to discuss any outstanding queries and clarification from participants

· Look at the ‘parking’ flipchart and see if any of the questions there can now be answered

· Stick the two evaluation flipcharts up on the wall.  Ask participants to consider the two questions, and mark an x on the flipchart to indicate the extent to which they agree with the statement.
	· Question whether they really feel that they are happy and confident that the original objectives have been met.

· Raise any outstanding queries.

· Complete the evaluation flipcharts.
	Flipcharts F5 and F6




Flipcharts
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_1168090559.xls
F1,F2,F3

		

		Objectives										Instructions fo Rules and Guidelines Exercise

		1		Principles that underpin OGB's Code of

				Conduct & Guidelines for sexual conduct								1		As a small group write any 'rules' of

		2		Their responsibilities as OGB staff										conduct that you think OGB has (10m)

		3		Outcome of breaking rules or not living

				up to responsibilities.

												2		Feedback and discuss with whole group

		FEEL:

		1		Confident about raising issues and

				reporting poor behaviour								3		Read and H1 & discuss with your

		2		Confident about what the organisation										neighbour

				expects of them

		3		Warned about what will happen if								4		Consider H1 and F3 - do they say the

				they disobey the rules										same thing?  Discuss.

		DO:										5		Read the Code of Conduct (H2) as soon

		1		Case studies of sexual exploitation and										as you can after the training session.

				abuse

		2		Test boundaries and understanding

				of the rules				F1				F2

								F3				F4

		Sexual Conduct Guidelines										Instructions for Case Study Exercise

		1		No sexual contact at all with anybody								1		Read on the case study that your group

				under the age of 18.										is allocated - the rest you can read later.

												2		You have 20 minutes to read the case

														study and answer the questions

		2		No sexual contact at all with

				beneficiaries.								3		Write the answers to your case study

														on flipchart paper

												4		Feedback to large group and discuss

		How well do you think you understand what is unacceptable behaviour?										How well do you think you know what actions you should take?

												(about unacceptable behaviour by friends or colleagues)

		NOT WELL		|--------------------------------------------|				VERY WELL				NOT WELL		|--------------------------------------------|				VERY WELL

								F5				F6

		- - - training pack ends - - -
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		Objectives										Instructions fo Rules and Guidelines Exercise

		1		Principles that underpin OGB's Code of

				Conduct & Guidelines for sexual conduct								1		As a small group write any 'rules' of

		2		Their responsibilities as OGB staff										conduct that you think OGB has (10m)

		3		Outcome of breaking rules or not living

				up to responsibilities.

												2		Feedback and discuss with whole group

		FEEL:

		1		Confident about raising issues and

				reporting poor behaviour								3		Read and H1 & discuss with your

		2		Confident about what the organisation										neighbour

				expects of them

		3		Warned about what will happen if								4		Consider H1 and F3 - do they say the

				they disobey the rules										same thing?  Discuss.

		DO:										5		Read the Code of Conduct (H2) as soon

		1		Case studies of sexual exploitation and										as you can after the training session.

				abuse

		2		Test boundaries and understanding

				of the rules				F1				F2

								F3				F4

		Sexual Conduct Guidelines										Instructions for Case Study Exercise

		1		No sexual contact at all with anybody								1		Read on the case study that your group

				under the age of 18.										is allocated - the rest you can read later.

												2		You have 20 minutes to read the case

														study and answer the questions

		2		No sexual contact at all with

				beneficiaries.								3		Write the answers to your case study

														on flipchart paper

												4		Feedback to large group and discuss

		How well do you think you understand what is unacceptable behaviour?										How well do you think you know what actions you should take?

												(about unacceptable behaviour by friends or colleagues)

		NOT WELL		|--------------------------------------------|				VERY WELL				NOT WELL		|--------------------------------------------|				VERY WELL

								F5				F6

		- - - training pack ends - - -






