CANADIAN COUNCIL FOR REFUGEES

Fall Consultation, November-December 2012
NOTES FOR MODERATORS

SUMMARY

Your key responsibilities are to:

· Review the preparations for the workshop and ensure that resource persons share an understanding of expectations.  

· Facilitate the accomplishment of workshop goals/objectives, including the development of action plans.

· Facilitate creating a space that is safe, and free of bias/prejudice, in conformity with the CCR Anti-Oppression Policy.

· Submit a short report on the workshop before the end of the consultation (see form below).

See also the Checklist below, second to last page.
BEFORE THE WORKSHOP
· Read the powerpoint presentation Training for Moderators: A short guide.  It gives a detailed overview of what your role as moderator involves: before, during and after the workshop.

· If you are not part of the organizing team for the workshop, make sure you know what the resource persons have been told about the workshop and what they are expected to present.  You should also have a copy of the organizing table for the workshop, which addresses such things as visual aids requested and how gender will be addressed.

· Communicate with the resource persons to ensure that everyone has a common understanding of who is speaking on what, for how long, how the discussion on networking will come out, etc. You will also want to collect information for introducing the speakers.

· Find out about what has already been done on the issue, what the relevant CCR resolutions and documents are and what pitfalls you may need to avoid. For documents, go to http://ccrweb.ca/en/library. The resolutions database is at http://ccrweb.ca/en/resolutions.

· Read the CCR Anti-Oppression Policy: http://ccrweb.ca/en/ccr-anti-oppression-policy and if you have any questions about it, feel free to ask a CCR staff member.
· Since it may be difficult to take notes while you are moderating, you may want to recruit someone else to prepare the report of the workshop.

· If your workshop is on Saturday morning, consider whether a resolution is likely to come out of the workshop. If so, plan to get a draft adopted by a working group on the Friday (see notes below).
AT THE WORKSHOP

Before the beginning of the workshop:
· Arrive early at the workshop and make sure that any visual aids being used are available and working, and that resource persons are present and understand what is expected of them.

· Make sure that resource persons who need them have headsets for simultaneous translation.

· Make sure that copies of any speaking notes, handouts or other texts are given to the interpreters.
· If there is no simultaneous translation, identify someone to assist with translation (see below under bilingualism).
· Look to see what parts of the room are designated as “photo-free” (a picture of a camera with line through it.)
At the beginning of the workshop:

· Welcome participants in both English and French.

· If the workshop does not have simultaneous translation, announce how bilingualism will be promoted in the workshop (see below). We want to promote the use of both official languages, and it is important to make clear that French is one of the languages of the CCR.

· Explain that the CCR is working to combat oppression and is committed to providing “an environment which is free of racism, sexism, discrimination and bias, where all individuals are treated with respect and dignity.” (from the CCR Anti-Racism Policy).  (en français: Le CCR s’engage à « offrir un environnement exempt de racisme, de sexisme, de discrimination et de préjugés, où tous les individus sont traités avec respect et dignité »).

· Introduce the specific goals and objectives of the workshop.
Bilingualism
Our goal is to make CCR consultations as bilingual as possible.  Unfortunately it is not possible due to expense to have simultaneous translation in all workshops and the discussions will in many cases be largely in one language.  Whether there is translation or not, you must begin the workshop by welcoming participants in both English and French, and explaining how bilingualism will be promoted in the workshop.  If you are not competent in French, find someone in the workshop who is.

Workshops without simultaneous translation
If your workshop has no simultaneous translation, you should say (in both languages) that although the workshop will be mainly in English or French, participants are encouraged to make interventions in either French or English as they prefer.  Identify a volunteer willing to translate these interventions, for those who don’t understand.  Also encourage anyone who has difficulty understanding to ask for clarification and remind people that for many participants English or French is not their first language, so they should speak slowly and clearly, and avoid acronyms.

Suggested message to give out at the beginning of the workshop (where there is no simultaneous translation, and presentations are in English):
« Je vous souhaite une chaleureuse bienvenue à cet atelier.  Le CCR est un organisme bilingue et nous encourageons la participation dans les deux langues officielles.  Malheureusement nous n’avons pas de traduction simultanée pour cet atelier et les présentations se feront en anglais.  Cependant, nous vous encourageons à poser des questions ou à faire des commentaires en français et les interventions seront traduites pour ceux qui ne comprennent pas le français par [name of person doing the translation]. »

Message suggéré pour un atelier en français:

“Welcome to this workshop. The CCR is a bilingual organization and we encourage participation in both official languages. Unfortunately we don’t have simultaneous translation for this workshop and presentations will be made in French. However, we encourage you to ask questions or make comments from the floor in English and if necessary your interventions will be translated by [nom de la personne qui fera la traduction.]”
Workshops with simultaneous translation

In workshops with simultaneous translation, you should inform participants at the beginning of the session that both English and French will be spoken and that those who don’t understand both languages should get headsets.  Make sure any panellist that needs translation has a headset.

As moderators, you should try to set the tone by speaking several sentences in each language at the beginning of the workshop, so that participants realize that the workshop is bilingual. Don’t jump back and forth too much between the two languages as that is confusing for both interpreters and listeners taking the earphones on and off.

Before the workshop begins, ensure that the interpreters have a copy of any speaking notes being used or other documents that will be referred to.

Monitor the speed at which people are speaking and tell them to slow down if they are too fast for the interpreters.  Also keep an eye out in case the interpreters are trying to signal a difficulty.
Seating

If the workshop you are facilitating is meant more for discussion than for presentations, we suggest you move the chairs from a theatre style into a circle format (if they can be moved).

Participation

It is CCR policy to encourage participation, particularly of those new to Canada and new to the CCR. We ask you to create an atmosphere in which newcomers feel they are invited to contribute actively. You should do this by:

· discouraging the use of acronyms and asking for people to use plain language;
· emphasizing that everyone is encouraged to speak;
· asking people to introduce themselves from the floor before they speak;
· if a few people are dominating the discussion, specifically ask for interventions from people who have not yet spoken.

Achieving the objectives of the workshop

Make sure that the discussion is directed towards the workshop’s specific goals and objectives. If it seems to be going off track, remind participants of what we are trying to achieve.
Please note that the CCR consultation is geared towards action follow up, so when appropriate try to encourage discussion on your topic’s implications for action – e.g. how it might affect immigrant-serving organizations, what we can do to address a problem, what policy changes are needed, how the CCR and its members might follow up, etc.
Creating an environment free of oppression
The CCR has committed itself, through its Anti-Racism Policy, to provide “an environment which is free of racism, sexism, discrimination and bias, where all individuals are treated with respect and dignity.” The CCR also adopted in May 2009 an Anti-Oppression Policy, in which we made a commitment “to anti-oppression in all the areas of our work focused externally on changing our society and internally on eliminating oppression within the CCR.”  This includes a commitment to ensuring that workshops “are organized and conducted in an accessible way, so that all participants can contribute in a manner free from obstacles, barriers and oppression.”
Please announce this commitment at the beginning of the workshop.  
Ground rules for participants to bear in mind:

· Listen

· Be respectful

· No personal attacks

· Speak about what was said, not who said it

· Speak about why a statement/comment is a problem

Throughout the workshop we are counting on you to frame the discussion in such a way as to make these principles clear. If problems arise, it is important to intervene quickly and assert the basic CCR values of anti-oppression, non-discrimination, anti-racism and respect for all people, all cultures and all faiths.  

· Address a concern/issue immediately, and preferably during the session. For example, if someone uses a term that is problematic, or says something that could offend, explain right away why that is inconsistent with CCR policies. If necessary, ask participants to help explain the problem or suggest alternative ways of making the point.
· Refer to ground rules and the CCR anti-oppression policy http://ccrweb.ca/en/ccr-anti-oppression-policy and anti-racism policy http://ccrweb.ca/en/anti-racism-policy 
· The complaints procedure is available if necessary http://ccrweb.ca/en/complaints-procedures
· At all times, be aware of power dynamics and difference, and be prepared to support the person who is marginalized and has less power.

A powerpoint presentation has been prepared to help moderators review issues of oppression: http://ccrweb.ca/documents/moderatorstrainingAO.ppt.

Ensuring language that is respectful of refugees and immigrants
The CCR looks to the moderators to ensure that participants are encouraged to use language that is respectful of refugees and immigrants and reflects the CCR positions.  Please take care with the language you use – and intervene politely with other speakers, where necessary, to suggest alternatives.
For example, the CCR disapproves of the use “burden-sharing” to refer to countries’ responsibilities towards refugees, since refugees should not be thought of as “burdens”.  The term “responsibility-sharing” can be used instead.  We also want to avoid speaking of people as “illegal.”
Photography, filming and audio recording 
Photography, filming and audio recording is not permitted during CCR sessions (workshops, plenary sessions, working group meetings) except for people acting for CCR, or for a purpose specifically approved by CCR in advance, in which case such persons must:

· Speak with you, as moderators, so that you can announce the purpose of the recording at the beginning of the session [and if you decide it will be disruptive for your particular workshop you can decline] 

· provide opportunities for people to discreetly request exclusion from recording, notably by sitting in the part of the room marked NO PHOTO, and 

· erase any recording on request. 

The policy is found at http://ccrweb.ca/en/policy-recording-consultations.

Resolutions and other follow up
The CCR develops its policy positions through the adoption of resolutions. Discussion in the workshop may prompt participants to draft a resolution, if there are new policy issues on which CCR does not already have a resolution. (If there is already a resolution covering the policy position, the group could instead discuss other follow up – see below).  

If it is relevant to develop a resolution, note that it must first go through a working group for approval, and then be submitted by 5:30 pm on Friday, November 30th. You should encourage people to work on drafting resolutions in groups that include at least one person with experience and at least one person who is new to the process. Details about resolutions are in the conference kit.  There is a form for people to write their resolution on.

If there is already a resolution on a topic, or the group wants to discuss exploring an issue rather than adopting a policy position, suggest taking the discussion to the relevant working group.

Resolutions from Saturday morning workshops

Resolutions coming out of the Saturday morning workshops may go to the General Meeting, even though they have not passed through a Working group.  However, the goal is to have resolutions passed through the Working Groups wherever possible and therefore available in printed form at the General Meetings. If you anticipate a resolution, please ensure that a draft is passed by the relevant working group on the preceding afternoon. The workshop can then discuss possible amendments as appropriate, to be brought to the General Meeting.

If there are unanticipated resolutions coming out of the Saturday morning workshops:

· Keep the text as short as possible as it will need to be read out to members at the General Meeting (unlike other resolutions that are available in writing).

· Have the resolution approved by the workshop participants

· Inform the chairs of the General Meeting that there is an extra resolution and provide them with the text.

Report of the workshop

Please complete the attached workshop report form immediately after the workshop (it only needs a couple of minutes) and hand it to CCR staff.

Enjoy your workshop!

CANADIAN COUNCIL FOR REFUGEES

MODERATORS’ CHECKLIST

IN PREPARATION FOR THE WORKSHOP  

· Understand the goal of the workshop
· Clarify plans of the workshop (who is speaking, what visual aids)

· Review CCR positions on the topic
· Read the CCR Anti-Oppression Policy
· Read the rules on photography and recording
· Recruit someone to take notes for the workshop report

BEFORE THE WORKSHOP BEGINS

· Check any visual aids are working
· Rearrange seating if helpful and identify the photo-free zone.
· Make sure interpreters (if any) have speaking notes and that resource persons who need them have headsets for simultaneous translation

· Identify someone to translate French interventions (if no simultaneous translation)
AT OPENING OF WORKSHOP

· Welcome participants in both English and French

· Explain CCR’s anti-oppression commitment  
(The CCR commits to providing “an environment which is free of racism, sexism, discrimination and bias, where all individuals are treated with respect and dignity.” En français: Le CCR s’engage à « offrir un environnement exempt de racisme, de sexisme, de discrimination et de préjugés, où tous les individus sont traités avec respect et dignité »).

· Announce rules re. photography/recording
· Remind participants to avoid acronyms and technical terms

· Explain the goal of the workshop

DURING WORKSHOP

· Slow speakers down if talking too fast. (Monitor interpreters)
· Watch out for acronyms and technical terms!
· Intervene if disrespectful terms used.

· Intervene promptly in case of conflict.

· Make sure any photography/recording respects the policy.
· Make sure a diversity of people get to speak (invite those who have not spoken before).

CCR CONSULTATION, TORONTO, FALL 2012
WORKSHOP REPORTS
Name of workshop:  

Resource persons: (if different from the consultation agenda)

What did the workshop cover?  Please give a brief summary of the issues discussed.

Outcomes of workshop: (identify any follow up suggested, e.g. resolutions, action items, 
next steps proposed, action suggestions for member organizations, resources that were recommended, etc).

Your name:

Please complete and hand in before the end of the consultation to CCR staff (Marisa or Janet).
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