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Using tools in development work
Often when working with a group of people in an organisation or group, particularly those who lead or manage them, development workers have to get across a lot of information, introduce new ideas and challenge existing understanding or attitudes.

Using tools can be an effective method of supporting groups and organisations.

Tools are useful for:

· Information.
· Analysis.
· Diagnosing.
· Planning.
· Prioritising.
· Decision making.
Tools are useful to workers who have to support groups and organisations. They can help people quickly grasp key points.
· Processing information, putting thoughts, concepts and ideas into a simple order.
· Making connections between concepts, ideas and practice.
· Interacting with each other to discuss and hear other ideas, opinions, etc and applying the information.
· Reflecting – considering new ideas or having existing ideas, opinions, etc challenged.
· Create physical and mental images which help the above processes and also help people to remember the information.
Using tools:
· Select which tool you use carefully.

· Have an objective you want to achieve.

· Pre-test the tool to ensure it works.

· Have a back up plan.

· Keep it brief.

· Be creative – adapt it to fit you and the group.

· Know the answers – if there are ones.

· Remember it is only an exercise.

· Assess the risks and anticipate problems.

Some thing to keep in mind when creating or adapting tools are:

· Making them simple to use.

· Cheap and easy to produce.

· Highly adaptable. Created in Word or PowerPoint, they can be changed and adapted easily.

· Multifunctional having more than one use if possible.

· Easy to carry around and use in different environments.

· Useable with a small group and in larger settings.

Tools are useful but…!

· They supplement you, not replace you. Your relationship with the group and your communication/facilitation skills are still the main way that people will learn, understand and process.

· Tools need to be adapted in the way they are used in different situations and with different groups of people.

· Instructions need to be kept simple. Repeat often and check that people understand. 

· Don’t make assumptions about what people already know or understand. Check it out and explain acronyms. 

· Tools are a process mechanism which takes time to use, don’t rush the process.

· Don’t over use the tools. Use them to make one or two key points – not the total lesson. 
Skild tools available:

· Agreeing a mission

· Agreeing aims

· Attracting new people

· Getting ready for paid staff

· Improving governance

· Recruiting a worker

· Skills audit

· What can go wrong?

They are:

· Available at www.skild.org.uk

· They take 15 – 30 minutes to use

· They are deliberately low tech and not intimidating to use

· They are free and you don’t need permission to use them

· They can be adapted for your work with specific groups or local circumstances

Included is

· Instructions

· Downloadable relevant resources (for instance topic cards)

· PowerPoint presentation of supporting information

· Hints and tips

· The answer if there is one

Skild training
SKiLD training aims to equip development workers in infrastructure organisations with the skills and knowledge they need to give relevant and high quality support to third sector organisations.

Tools for development work

This one day course will introduce practical tools and  creative techniques for working with groups.

The topics covered will include

• how to use tools with groups for analysis, planning, prioritising and decision making

• the advantages and disadvantages of using tools with groups and organisations

• how to work with groups and some of the issues that you may have to deal with when working with them over a period of time,  including helping them deal with change, avoiding over reliance on you and exit strategies.

To book please see our website: www.skild.org.uk 
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