Improving access to informal learning for older people in
residential care, day care and sheltered housing settings
can have an overwhelmingly positive impact on their
health and confidence, and dramatically improve the
qua lity of their lives. This Best Practice Toolkit will help
care professionals and heritage educators understand the
positive impact of on-going heritage learning, and show
them how they can develop programmes of learning
activity.
This Best Practice Toolkit shares what we have learned
from running Sounding Out Your Heritage (SOYH) - a
pi lot heritage learning project for the over 60s - and
conta ins contributions from participants, project staff and
partners who were involved in the project.
This toolkit will enable more individuals and organisations
to p lan informal heritage learning activit ies with the over
60s, and explains how such activities can improve the
quality of their lives. By reading through this toolkit you
will:
• read about the project's outputs and outcomes;
• find out about the practicalities and potential
pitfalls of working with groups of learners over a
period of time;
• share in the good practice and lessons learned
from the SOYH project;
• be able to develop your work in heritage learning
for the over 60s;
• find ways of embedding this type of activity in
your day to day work;
• look at ways of working with the over 60s to keep
them living independently longer;
• learn ways of networking and finding new
partners.

and shout about their heritage as a way of improving the
qua lity of their lives. The six participating groups have
'sounded out' about their accomplishments in a series of
ce lebration events. These events were an opportunity to
exh ibit the six finished project resources .
These resources include a book of individual stories and
images; audio recordings and a memory box; a series of
leaflets that highlight individuals' stories and interests; a
sensory quilt inspired by the group's love of music and
dance; audio recordings about a commu nity's colourful
past and a recipe book that shares stories related to
favourite foods .

You will find this toolkit useful if you are:
• a sen ior manager of a she ltered hou sin g
scheme or care home wishing to partner with
heritage organisations to deliver learning
activities for your residents;
• a member of care (including dementia and
nursing care) staff wanting practical help in
meeting best practice requirements;
• a heritage manager wanting to develop quality
learning provision for the over 60s;
• a heritage education professional wanting to
find out more about working with over 60s;
• an independent learner wanting to learn some
new skills;
• community leader wanting to set up a project
for the over 60s

The Best Practice Toolkit is the .cu lm ination of GEM 's
Sounding Out Your Heritage project funded by the
Transformation Fund as part of a 'learning for pleasure'
initiative spearheaded by the Department for Busin ess,
Innovation and Skills.
GEM's Sounding Out Your Heritage too lkit is also
available online - visit www.gem.org .uk.
From November 2009 to March 2010, GEM's Sounding
Out Your Heritage pilot project encouraged over 60s in
Kent and Medway to come together to explore, discover
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The SOYH Best Practice Toolkit is made up of a number
of different components and these are explained below:

3.1

The "core" toolkit

The core toolkit is a basic, step by step guide to running
a heritage learning project for over-60s, covering the
strategy and planning as well as the day to day
coordination.
It takes you throug h from the very
beginning - developing the project idea - to the very end
- how to sustain the work in the future.

3.2

3.3

The How To practical guides

Finally, there are five How To practical guides for
producing specific heritage resources. They are simple
and easy to use, and can be found on separate cards at
the end of the toolkit folder. They are:
•
•
•
•
•

How to Record an Ora l History
How to Make Specia l Interest Posters and Leaflets
How To Create a Memory Book
How To Make a Memory Box
How To Make a Story Quilt

The In Focus and
Example Documents

At the end of this booklet, you will come across In Focus
and Example Documents. These provide additional
guidance on specific aspects of the core toolkit; for
example, a template from the SOYH project or a more
detai led look at a particu lar aspect of the too lkit i.e.
working with the frail elderly.

4
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I work for a medium-sized museum. We have won
funding for learning projects before, but we haven't
worked much with over-60s. Can I benefit from this
toolkit?
Yes, we would suggest reading the core toolkit to get a
genera l sense of what this sort of project might involve.

I run a small sheltered housing scheme and I would like
to run some heritage learning activities for our residents.
Is th is toolkit for me?
Yes, you should read the core too lkit for practica l,
straightforward guidance on how to create and p lan these
types of activit ies on their own or as part of a project. You
shou ld also read the How To practica l guides, particularly
if you don't have the resources to bri ng in extra teachi ng
expertise. These wil l give you gu idance on where to
access resources and equipment and how to create a
resource.

c;em
•

I am a local pensioner. I live_with my wife and we would
like to photograph our historic town high street be fore
the developers come in. Can I use this toolkit?
Yes, the How To practical guides are perfect for th is. They
wi ll hel p you find out where to access the equipment you
need, point you to p laces where you can find out more
about the hi story of the area or particular buildings and
g ive you practical guidance on p hotography.
W e hope you enjoy read ing the toolkit and it g ives you
new ideas and practical t ips for making learn ing for older
adults enjoyable and accessible.

5

4.1

About the Sounding Out Your
Heritage project

GEM's Sounding Out Your Heritage (SOYH) won
government funding in mid-2009 to help kickstart The
Learning Revolution in Kent & Medway. SOYH was one of
over 213 projects which won a grant from the £20 million
Transformation Fund, launched by government to offer
fu nding for innovative informal adu lt learning projects in
England. The fund aimed to bring to life The Learning
Revolution, a White Paper presented to Parliament in
March 200

GEM is a membership organisation with over 2,000
members worldwide. Alongside projects such as SOYH,
GEM also develops and shares best practice in heritage
learning through tra ining events and publications and
works in partnership with others to contribute to
important government agendas such as curriculum review
and Learning Outside the Classroom .
GEM is for everyon e interested in learn ing through
museums and heritage, and you can find out more about
GEM's work at www.gem.org.uk.

4.3
The SOYH project brought .together groups of over-60s
from a wide variety of backgrounds across Kent and
Medway over a series of learn ing sessions. These
sessions provided learning support to the participants to
help them explore an aspect of t heir heritage that
interested them and produce a resource which would
enable others to learn about their heritage too. Over the
course of the sessions, it was intended that whe re
possible learners would begin to develop a new ski ll or
realise other opportunities for learning which could help
to sustain their informal learn ing activity in the future.
Learning goals for each individual were identified and
supported. The achievements of the learners were
celebrated at an end of project event and the resources
they have produced are being made widely avai lable.
The project was evaluated, and best practice as we ll as
lessons learned from the project are being widely
disseminated. GEM will continue its work with over-60s
by organising professional development events for care
professionals and heritage educators, and producing
further resources and publications - including updating
and improving this toolkit.

4.2

About GEM

GEM is a registered charity based in Gillingham but
working across the UK and internationally to promote
heritage organisations and the learning opportunities
they provide for people of all ages, abi lities and
backgrounds. Through projects such as SOYH , GEM is
helping more people find exciting new ways to learn
through and about their heritage; whether that's by
investigating objects from the local museum or discussing
memories of a time gone by. GEM believes that heritage
can help us to explore and make sense of the world in
which we live.
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Informal adult learning

On 23 Ma rch 2009 the government lau nched The
Learning Revolution Wh ite Paper. It stated:
"Informa l learning can help people gain personal
satisfaction, development and fulfilment. For the low
ski lled and wit h poor experiences of forma l education,
informa l learning can be an important stepping stone to
further learning, qualifications and more rewarding work.
It can help keep people mentally and physical ly active
and independent into old age. It can also bring people
and communities together."
The White Paper described informal adult lea rnin g as
follows:
"Inform al adult learn ing is learning for its own intrinsic
value. It encompasses a huge variety of activity which
cou ld take place almost anywhere: it could be a dance
class at a church hall , a book group at a local library,
cookery skills learnt in a commun ity centre, a guided visit
to a nature reserve or stately home, researching the
National Ga llery co llection on-line, writing a Wikipedia
entry or taking part in a volunteer project to record the
living history of particular community."
The government recognised in March 2009 that there had
been a gradual increase in recent years in informa l adult
learning activity- driven by individuals, commun ities and
loca l organisations; there was a desire within the general
public for learning to be part of the ir adult lives. But the
opportunities available were often hard to find, not joined
up and relative ly inaccessible to those wh o were not
independent and well-networked already.
The Transformation Fund aimed to drive and support the
existing momentum for learning, particu larly at a local
level, but also to encourage linkage between
opportunities and to embed informal adult learning into
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th e fabric of people's lives.
For exampl e, a loca l
supermarket holding an even ing " foods of the world"
tasting session - a trip to the superm arket could lead
someone to a greater interest in food, travel and world
cult ures; and fi nally to enable those with lim ited
independence and motivation to access informal learning
opportunities.

4.4

Heritage

A ll t he projects supported by t he Transformati on Fund
were different. G EM, drawi ng on its expertise in heritage
and learning, focused on helping over-60s explore their
heritage. Heritage is a broad term and as an adult you
can encounter it in many d ifferent ways : memories,
objects, buildings, t raditions. Heritage is ab out identity
and about making rea l, meaningful con nections between
the past and the present.
Adults can explore heritage in a number of ways; you can
visit a museu m or library and read books, see objects,
take a gu ided tour, take part in a workshop or li sten to a
lecture. But for an adult with limited independence the
options are more restricted . Th rough SOYH w e aimed to
make heritage more accessibl e to o lder people by
encouraging them to structure and develop t heir own
learning and identify th e way in wh ich t hey wanted to
engage with heritage. We also attempted to link this w ith
the development of other skills and opportunities to
co nnect to other types of informa l adult learni ng, for
example developing audio recording skills whi lst creating
an ora l history archive for a loca l area.
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"Inactivity and isolation accelerate physical and
psychologica l declines, creating a negative spiral towards
premature, preventable ill health and dependency."
Report of the House of Lords Select Committee on
Science and Technology on Ag eing, 2005
16% of the UK population is over the age of 65 and the
number over the age of 85 has risen to 1.2 m illion (ONS,
2009). It is a fact that participation in activities decreases
with age including in sports, leisu re and learning and that
the number of wom en experiencing loneliness ri ses to
over 50% in th e 80+ age group. This is recogn ised in the
HM Government's Bu ilding a Society for All Ages (DWP,
2009). Many older people strugg le t o make new friends
and to develop socia l networks as they get older. These
ca n lead to social isolation and exclusion, wh ich may in
turn ca use anxiety and depression. It is often the case
that those who are suffering from social exclusion then fai l
t o access the assistance that they need, such as primary
healthcare services.
By engag ing olde r people in informal learning activities
they are g iven the opportunity in a relaxed atmosphere to
meet new people and to discover, or in some cases
rediscover, new skill s.
M any participants in such
programmes report that taking part in these activities has
improved th e quality of the ir lives and has got them
talking to other people who live nea r th em . In some
cases it has improved the ir level of participation in other
community activities, such as attending coffee mornings
and outings.
Professor Tom Schu ller, head of the Centre for
Educational Research and Innovation at the Organisation
for Economic Cooperation and Development was q uoted
in 2006 in the Guardian as saying, "learn ing is an effective
buffer against Alzheimer's d isease. It doesn't prevent it,
but postpones its onset and th us reduces the period for
which it afflicts people." He also stated that, "there is a
clear and positive link between learn ing and health for
the elderly."
Recognisin g t he importance of the heritage sector in
combatin g isolation the government already p rovides
free access to national museums and ga lleri es. However,
the maj ority of over 60s suffering from social exclusion
tend to be found in areas of m ultiple deprivation and are
not a natural audience for these types of establishments.
Developing informa l learning projects such as Sounding
Out Your Heritage ca n help to engage t his group of
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individuals helping to prevent them from slipping into the
cycle of iso lation, exclusion and poor health.
The socia l engagement and intellectual stimu lation
provided by these programmes may also help t reat any
resulting emotional symptoms. Unfortunately, although
th ese programmes can help to alleviate th e sympt oms of
menta l disorders they cannot be considered to be a cu re.
Individ uals experienci ng the p rogression of mental
disorders (specifica lly dementia) are frequently
characterised as undergoing a "steady erosion of
selfhood" through the "unbecom ing" of oneself.
Creativity and learning help combat the sense of isolat ion
that may lead a sufferer to fee l inferior. These fee lings
often manifest themselves as anxiety, frustration and
behavioural problems. Heritage learning programmes,
especially those held in a group setting, help elim inate a
person's sense of isolation experienced by a self imposed
social inclusion.

Sounding Out Your Heritage type learning gives people
living with menta l and emot iona l problems the
opportun ity to exert control through decision-making and
commun ication which may enable them to maintai n th eir
"selfhood". It helps participants reinforce their sense of
id entity and acceptance wh ile deterring the effects of
debilitating illnesses. Heritage educators and housing
professiona ls ca n help ach ieve t hi s by respecting and
acknowledging that programme participants have a
lifetime of experiences, knowledge and educatio n to
contribute to group discussions.
Participants are
welcome and encouraged to 'sound out' and celebrate
their persona l stories, opinions and reflections. In doing
so, heritage learn ing can increase an individua l's sense of
importance, and bring joy, frien dship and a sense of
belong ing.
In recent yea rs museums have begun to recog ni se t he
huge potential of the "ol der audience" . There is no strict
definition of this term but it usua lly refers to those ove r
the age of 60 (a lthough some include those over 50) most
of whom wi ll have retired from fu ll-time paid work.
Sometimes they are referred to by terms such as " silver
surfers" and the "third age " . This is not only a huge and
growing audience - in t he UK for example, they now
o utnumber you ng people - but extremely varied. They
include very active and mobile individuals (some still
working in a paid or volu ntary position) to those who are
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less mobile. Some are living independently whereas
others may have long-term illnesses or suffer from some
form of dementia such as Alzheimer's Disease. These
individuals may require care as provided by sheltered
accommodation and residential care homes.

A quick search of the internet will provide many
references to relevant papers and articles, and links to
museums working with older people . A longer list is
ava il able on the GEM website, www.gem.org.uk, but a
random few are given below to start you off:

It is now recognised good practice in care homes that
new residents should be encouraged to bring personal
items that hold memories of their past into their new
home. Staff also help residents and their families with the
creation of photo albums, collages and scrapbooks;
memory boards; memory or keepsake boxes; and
recorded oral histories. They organise reminiscence
sessions using artefacts, and other activities using
drawing, painting, modelling and other art forms (often
very useful when verbal communication is limited) to
generate conversation and encourage the recollections
of memories.

www3 .hants.gov.uk/museum/museumsearch/reminiscence-at-search .htm

Museums recognise the potential of the o lder audience
and have developed programmes and activities which
usually centre on reminiscence and oral history. Museums
are providing activities for relatively mobile individuals,
and for those less mobi le there are outreach programmes
which take the museum to the elderly.
It is generally recognised that reminiscence therapy
provides benefits for participants who as a result are likely
to suffer from less depression and be in better health.
However, dwe ll ing on unpleasant memories or livin g in
the past is best avoided . Not everyone, for example,
wants to reflect on their unhappy experiences of perhaps
their childhood or the Second World War. Museums have
also produced "memory boxes" - collections of artefacts
to encourage reminiscence and conversation. Hampshire
County Council museums service have taken this a step
further by not only providing such boxes and running
reminiscence sessions but also running a reminiscence
training programme for care staff in residential and
nursing care homes.
Oral history has proved to be a useful technique for
museums which have recognised that collecting,
preserving and using recorded memories is of value to
both themse lves and those providing the memories. For
example, the Museum of London has been co llecting the
memories of Londoners since the 1980s and now has an
oral history collection containing more than 5,000 hours
of recorded life story interviews. As a result, the museum
now has a better picture of what it was like to be a
Londoner during the twentieth century.

www.m useumoflondon .org .uk/English/Collections/ 1700
Today/Life-stories-oral-history.htm
www.oralhistory.org .uk/
www.eastanglianlife.org.uk/learning/reminiscence-work/
www.liverpoolmuseums.org .uk/learning/community/adu
lts.aspx
www.niace.org.uk/
www.mla .gov.uk/what/policy_development/learning/-/
media/Files/ pdf/2009/0lder_Learners_Report_Fi nal_20
09_2.ashx
museumvictoria.com .au/pages/3619/adult-learni ngmelbourne-museum. pdf
www.a lzheimers.org.uk
Bryden (Boden), Christine. A Person -Centred Approach
to Counselling, Psychotherapy and Rehabilitation of
People Diagnosed with Dementia in the Early Stages.
Dementia, 1 (2002), 141-156.
Culture Unlimited, Museums of the Mind: Mental

Health, Emotional Well-Being and Museums,
http://www.cu ltureunlimited.org/museums-of-themind.php
Gottlieb-Tanaka, Dalia, Jeff Small and Annalee Yassi. A
programme of creative expression activities for seniors
with dementia . Dementia, 2: 125 (2003), 127 - 132.
Kontos, Pia C. Embodied selfh ood in A lzheimer's
disease: Rethinking person-centred care. Dementia, 4
(2005), 553 - 570.
Nightingale, Julie . As state of mind: What role can
museums and ga lleries play in preventing mental illness.
Museums Journal (July 2009), 27-31.
Swann, Julie, Preserving memories: using reminiscence
techniques, Nursing & Residentia l Care, December
2008, Vol 10, No 12
Zeisel, John. I'm Still Here : A Breakthrough Approach to

Understanding Someone Living with

Alzheimer's~

Penguin Group (USA) Inc.: New Yo rk, 2009.
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So you want to help t he older adult aud ience to learn
about heritage? But what do they rea lly need from you.
You can have a wonderfu l idea for a project but once you
start researching your "market" you may we ll find t hat
t here is no demand or that your target audience is " hard
to reach " .. So ask and listen to you r pot ential users and
be fl exible and prepared to adapt your ideas as you fi nd
out more about your audience and their needs.

6.1

Evidencing the need

Before getting started with the research process, identify
a "need" for you r project or service, note down t he
evidence (ideally statistical) to back it up. If you are going
to develop an effective p roj ect you need to convince
yourse lf, your management, you r audience and your
funders that the project is necessary.

6.2

A growing section of society

Between 1983 and 2008, the number of people over 65
in the UK increased by 1.5million and th is age group now
make up 16 percent of t he total UK populatio n. By 2033,
23 percent of t he population wil l be aged over 65 (ONS,
2009). The implications of this m ight be:
• there is a signifi cant and growing potential
audience for your project
• there is potentially more funding ava ilable to
support work with this group
• there wi ll be others engaging with th is group who
might be able to support or inform your work

6.3

A multitude of generations

The term "over 60s" is not synonymous with "elderly" or
"incapacitated" ; it covers a huge spectrum
of
experi ences that have shaped people's lives, attitudes
and values and th is w ill affect the way you organise your
project Th ink about:
• the d ifferent physica l and menta l abilities within a
group
• the advantages and d isadvantages of mixing
ages/generations/sexes
• t he d ifferent memories and life experiences within
a g roup

6.4

• some individ uals may be suffi ciently networked,
th rough work and fam ily, not to wish to take part
in the learn ing opportunities/support you are
offering
• the workp lace might be a reasonable route for
accessing this age group
• you might need to conside r the tim ing and
location of any learning activities in the light of
employment or family comm itments

6.5

Definition of "hard to reach"

W hen you are t hinking about you r project consider issues
of "hard to reach" and how these will be addressed.

Social exclusion
Those who are socially excluded are hard to reach.
Organ isations like yours, wanting to plan learn ing
activities, can't access the socia lly excluded because, for
reasons such as homelessness, unemployment or
isolation, they are not involved in any of the standard
social or cultural institutions you might approach i.e. the
workp lace, a nursing home etc.

Restricted freedom of participation
Even if you have been able to make an arrangement to
work with a housin g association site or a comm unity
group (i. e. with those who are not socially excluded), that
doesn't necessarily mean that the participants will be easy
to reach . There are numerous factors wh ich could restrict
their freedom t o participate:
•
•
•
•
•
•
•
•

Physica l or mental d isability
Language
Economic disadvantage
Geographical location
Economic activity i.e. work
Education (either a lack of education or a bad
p revious experience of education)
Gender

Work and family

Over 60s also includes those who are still in employment.
The compu lsory retirement age is set at 65 but is likely to
increase in t he near future and many people are already
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continui ng to work into their 70s. Moreover, an ageing
populat ion means t hat many people in their 60s and 70s
still have dependents, both children and parents. These
are factors that might influence how you approach this
group:

So, wh en you are thinking about your p roject consider
issues of "hard to reach" and how these wi ll b e
addressed.
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6.6

The older adult audience the
context of your project

A ll of t he above data and definitions ca n g ive you a sense
of your audience, b ut you will need to be more specific if
you are to demonstrate that you have real ly understood
your audience and identified their needs.
Find o ut more about the older adu lt audience in your
geographi cal area or in the context of your particular
sector. For example, there may be very few over 80s in
your area; employment may be high and the area
generally affluent; the majority of the population m ight
have Eng li sh as a foreign lang uage.

The older adult audience in Kent & Medway:
In 2001 (ONS, 200 1 Census}, 17% of t he population of
Medwa y was ove r 60 . Considering genera l nationa l
trends, this was above average for the time and is likely
to have grown.
The ethnic makeup of Medway largely mirrors that of
the UK as a wh o le, but wi t h a cons iderably lower
proportion of Black or Black British people livi ng in the
area than nationally (O NS, 2001 Census)
Kent & Medway is the most deprived area in t he South
East and have the highest ra t e of econom ic inactivity (1
in 5 of working age popu lation), t he highest rate of
unemployment and higher than average Job Seekers
Allowance (JSA) cla ims in the South East (ON S, Region
in Figures for the South East, 2005)

6. 7

Mapping current provision

To beg in to sow the seeds of an idea for a project, it is
importa nt to understa nd what provision alread y exists for
t he au d ience you have in mind . Some th ings t hat you
might th ink about are :
• How are local religious and commun ity
o rgan isations engag ing w it h t hi s aud ience?
• W hat sort of cultu ra l o r other learni ng activit ies
are provided by the loca l authority?
• What charities operate in the area and how do
they support this audience?
• Wh at are empl oyers and other businesses doin g
to engage t hi s aud ience?
• W hat sort of activities are provided for this group
by housing schemes?
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• How are other museums and heritage
organisations engaging with this audience?
• Whi ch geographica l areas or types of people are I
east we ll served?
• Are there adu lt education services offered through
a loca l further education college or un iversity?
It won't be possib le to capture all of t he information on
what is go ing on in t he area, but you can get a good
sense of this by:
• Talking to your contacts and networking within the
loca l area
• Ta lkin g to umbrella organisations which can g ive
an overview of the activities of a number of groups
(i.e. the National Council for Voluntary
Organisations www.ncvo-vol.org.uk/)
• Researchi ng o n the internet (local aut hority
websites , to urist gu ides etc)
• Looking in local newspapers, listening to local
radio and visiting the library
Wh en p lann ing SOYH, we conc lu ded that:
• There was no joined-up initiative to support
informa l heritage learn ing for adults in Medway
in the same way as there was for young
people i.e. Our Medway
• There was a wea lth of heritage information and
expertise ava ilable but widely dispersed
geographically and over the internet and no
concerted effort to bring it together for the
benefit of t hi s audience
• Th ere had been no attempt to all ow t his aud ience
to interpret and disseminate their own heritage,
rather than observing or consulting on other's
p rojects
• There were no clea r lin ks between lea rni ng about
heritage and other areas of learni ng , such as
digital technology, communication ski lls,
photography, etc.
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6.8

Where to find useful data

ONS - www.statistics.gov.uk/default.asp

Action Points
• Research your audience

The Audit Commission area profiles - www.areaprofiles.audit-commission .gov.uk

• Identify local and national trends

Local council website

• Understand what provision already exists

Age Concern - www.ageconcern .org.uk/
Department for Communities and Loca l Government www.communities.gov.uk
Local Housing Associations - list available from
www.housingcorp .gov.uk
Coll ege and university prospectuses

12
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Now you understand a little more about the audience you
want to work with, you can start developing the project
idea - not the project plan (i.e. how to implement t he
idea) - but the hard facts of what the idea actua lly is. The
most important rule to remember at t his stage is .. . be
realistic.

7 .1

Ask yourself two questions?

W hen formu lating t he idea for the SOYH project, GEM
asked two questions:
• What do hard-to-reach over 60s in Kent & Medway
need in terms of informal learning opportunities?
• What is GEM's capacity for supporting and
delivering informa l learning opportunities?
The answers to these q uestions helped us to formulate
the idea.

Question

Answer

What do hard-to-reach
over 60s
in Kent & Medway need
in terms of informal
learning opportunities?

• more opportunities to learn
• more attractive learning
opportunities
• more opportunities to explore
and better understand their own
and/or other people's heritage
• wider variety of opportunities
to tell others about who they are
and what their heritage is

What is GEM's capacity
for supporting and
delivering informal
learning opportunities?

• extensive network of
professional
heritage contacts
• good local heritage network
• heritage learning expertise
• project management and
partnership-building expertise

Some of the major factors influencing the development
of SOYH were :
• The high p rofile of informa l adult learning
• M edway and large parts of Kent as regeneration
areas
• The role of the cou ncil as the major provider of
adult learn ing opportunities and comm unity led
services in the area
• The history of Kent and Medway
• National and loca l government emphasis on
community cohesion and identity
• Ageing population

7 .3

Ideas can easily spira l out of control in our enthusiasm to
create hi gh quality, innovative work. So it is worthwhile
g iving some thought to the limitations and obstacles you
are li kely to encounter:
• Your own capacity and resources
• Funding requi rements
• Evidencing need and available research do you need to conduct your own research?
• W illingness of partners
• The natu re of the audience

7 .4

The Big Picture

When d eveloping a project idea, it is important to thi nk
about the "big pictu re " . W hat are other organisatio ns
doing? Wh at are t he big issues and ideas affecting
decision-making in t his area? This wi ll impact on
decisions that you ta ke about wh o to partner with, where
t.o apply for funding, how to develop the project idea etc.
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Sustainability

Understand from th e outset whether this idea and the
work that comes out of it can be sust ained by you or your
partners in the medium to long term. It doesn't have to
be sustainable (a lthough if you are applying for funding ,
sustainabi lity is attractive), but if you don 't ta ke the
decision about sustainability ea rly on, your project p lan
will lack clarity. It is also worth bearing in mind that by
carrying out a project which is valued by participants you
will have built up an expectation that it may continue and
you wi ll need to ensu re that th ose expectations are
managed . It is b est to be clear with participants about
whether or not a project is a 'one-off' or wi ll continue.

7 .5
7 .2

Understanding the parameters

What does sustainability mean?

Can you or your partners carry on some or part of the project
work without the support of additional funding? If you can
carry on the work, think carefu lly about your reasons for
doing so and remember that the work should complement
your organisation's core mission and objectives if you are
going to continue after the project fund ing has fin ished. So
be real istic, perhaps there are elements of the idea that are
sustainable, but not the who le package.
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7 .6

Project legacy

Regard less of whether your project is sustainable you will
need to consider its legacy. What wi ll be the enduring
benefits of the project once activities have wound up?
For example, new relationsh ips, greater ski lls I knowledge
I confidence of project participants, resources etc.

Action Points
• Answer the question: what is the need
and can you meet it?
• Make a note of the opportunities and
limitations for you r project

7 .6.1

Identifying the project legacy

You need to identify the project legacy right at the sta rt of
the project. The starting point for th is is often "what am
I hoping to achieve with this project?" If the funding is to
come to a close and you have no intention of seeking
further funding you need to have considered what you do
next. Do you say the project is finished, close the door
and leave it at that? Fund ers won't like that approach.
Alternatively you cou ld take the GEM approach which is
to write up your findings and produce toolkits and
dissem in ate them to anyone that wou ld li ke to consider
doing a simi lar project in the future. At that point you
need to consider how you wil l disseminate the
information. It may be that your project legacy is in fact
its continuation o r development; if so, you should state
how you will continue to fund the project, and how you
will ensure it is stil l relevant in the future (eva luation etc)

• Think about the long term impact of
the project
• Understand what provision already exists

For useful ideas and advice on developing learning
projects, visit www.inspiringlearningfora ll. gov.uk
As you begin to get a clearer sense of your project idea,
you should think about road testing it with your target
audience. Taking the opportunity to consult with people
at this early stage will help you to find further evidence
to support your idea and/or give you the opportunity to
refine it. For more g uidance on consulting with your
target audience, have a look at the In Focus - Consulting
with the target audience - at the end of this booklet.
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Your project needs to be inclusive from the moment of
conception and the principles of inclusion need to infuse
the strategy as well as the coord in ation of the project. The
term "inclusion" often suggests compl icated terminology,
pol icy and practice. We seek to demystify things a little
here and hopefully give some simple, practical tips on
how to ensure your project is inclusive .

8.1

The terminology

Inclusion - this is the sense of belonging and support that
you wish to promote for all those involved in your project;
whether they are participants or partners, employees or
stakeholders. In promotin g inclusion in your project, yo u
may come across the fo ll owing terms :
Diversity - is an understanding and appreciation that
everyone is different for reasons of ethnicity, gender, age,
re ligion, disab ility, nationa l orig in, sexua l orientation or
sim p ly due to an ind ividua l's un ique characteristics and
experiences such as job, learning style, educational
background etc.
Equality - is recogn ising t hat everyone, regardless of
the ir d ifferences, has a right to participate and that, as a
result of being from a certain background or having had
a certain set of experiences, a group or individual might
have restricted opportunities to participate .
Access - is ensuring that everyone, regard less of physica l,
mental, social, fina ncial or cultura l barriers, is enabled to
participate in your project.

8.2

Creating an inclusion policy
and strategy

Policy
At the start of your project, you should create an inclusion
policy. It only needs to be a short document - perhaps a
side of A4 - that articu lates what you understand by
inclusion and how you intend to ensure that your project
will be inclusive . For an example of an inclusion policy
visit:
www. nm m. ac. u k/u p load/pdf/Socia l_I ncl usion_Po l icy.pdf
Strategy

inclusion and it needs to set reasonable objectives and
deve lop with the project. An example of an inclusion
strategy (though in this case it's cal led a policy!) is here
www.connecthousing.org .uk/Documents/AboutUs/Equali
tyDiversityand Inclusion Po Iicy. pdf

Consulting on your inclusion policy and strategy
To be truly inclusive you really need to be out in your local
commu ni ty and gettin g the ir input into yo ur policy and
strategy - not just at the start of the project but
throughout. At the outset, you might want to consult with
potential project participants and the wider community
to produce an equa l opportunities needs analysis based
on the project proposal. For examp le, there is li ke ly to
be a need for transport assistance, variab le timings of
learning sessions etc and it is good to have identified
these needs during the planning stage.
Yo u might also want to set up a steerin g committee or
inclusion pane l (representatives of the different groups
involved in and affected by the project) to monitor
inclusion throughout the project and to help problem
solve as the project progresses. This w ill help to ensure
that equa lity and d iversity is at t he heart of the work.

8.3

Inclusion in practice

Being truly inclu sive of course isn't ultimately about
having a po li cy or a strategy; it is about being able to
ensure inclusiveness on the ground and that means
dea li ng with the peculiarities and whims of people . You
will need to have a flexible attitude and approach - ask
what will enable people to maximise their enjoyment of
an experience; don't assume you know t he answer
already. If you adopt a constantly consultative approach,
you are more likely to identify potential problems and
possible solutions before they get out of control. For
example, you may have a wheelchair user in the group.
Rather than going ahead and booking a vehicle with a
ramp, speak to the individual concerned . They might
have an alternative solution - their own mode of transport
or they might have a specific type of whee lchair which
Have open
req ui res a specif ic type of veh icle.
conversations.

The inclusion strategy is a longer document and should
explore how you are going to turn principles into practice.
It needs to recognise areas of project activity w here
incl usion wi ll require particular attention i.e. recruitment of
staff, recruitment of learners, marketing and publicity,
transport etc. It needs to explore responsibility for
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8.4

Knowing the law on equality
and diversity

This website is useful for familiarising yourself with the law
around equal opportunities:
www. b usiness!i nk.gov.uk/bdotg/action/layer?topicld= 10
74003268
www.acas.org .uk/index.aspx?articleid=818

Action Points
• Produce an inclusion strategy and policy
• Approach inclusion in an open and
honest way
• Know the law on equa lity and diversity

Helpful tools and resources
Very useful document for understanding approaching
equa lity and d iversity in terms of project work:
www.gos.gov.uk/497417/docs/252705/eo_guidance_pr
ojects.pdf
www.faculty.londondeanery.ac.uk/e-learning/diversityequal-opportunities-and-human-rights/what-is-equalityand-diversity
www.gem .org .uk/lotc/lotc_resources/ dev_learning_servi
ces/lotc_dev_lrn_serv_menu.htm l
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Often turning an idea into rea lity is about knowing who
has an "interest" in the idea and who can help you deliver
the work; often these are one and the same, but it is worth
trying to define these groups and individuals.

9.1

Stakeholders

9.1.1

Identifying stakeholders

A stakeholder is litera lly, someone who ho lds a stake or
has an "interest" in something; that "something" is in th is
case your project idea. It is your job, in the early stages
of developing a project, to identify who your stakeholders
are likely to be . For SOYH, we identified the following
stakeholders (next to each group, we have detailed why
they might have an interest in the project):

How to involve stakeholders

Even though you w il l have identified your stakeholders
early on, you may not choose to involve them in your
project until it is underway. You may also need to interact
with different groups in different ways. For example, the
loca l press wi ll need press re leases and you might not
want to contact them until you have an event or a
reso urce to publicise; however you may wish to send an
introductory emai l to housing association managers
before the project gets underway as they may deve lop
into potential partners.
Generally-speaking, involving stakeholders is largely
about ensuring that they are:
a) Informed of the project and the ways in which it impacts
on them
b) Invited to participate in re levant ways (i.e. attending
events, using resources etc)

Group

Interest/stake

Hard-to-reach over 60s in Kent & Medway

Opportunities to learn, socialise etc.

Local authority

Adult learning opportunities for individuals
and communities within their area .
Help delivering their own agendas, including
the Community Plan .
Opportunities for professional development in
heritage learni ng for individuals involved
with support for the elderly (e .g. occupationa l
therapists; socia l workers; care workers)

Heritage organisations in Kent & Medway

Opportunities for partnership which will help
to develop relationships with key audiences.

Heritage sector in England

Example of how to work with a particular audience.

Local press

Local,human interest stories.

Charities co ncerned with over 60s i. e . Age
Concern, N IACE

Opportunities for partnersh ip which will help
to develop re lationships w ith key aud iences.
Opportunities for professiona l development
in heritage learning for individua ls involved
with support for the elderly (e.g. occupational
therapists; social workers; care workers)

The wider local community (i.e. community
organisations etc)

Information about the heritage and citizens of
the local community.

Funders - Department for Business, Innovation
and Ski lls in our case

Help de livering their agenda and also an opportun ity
to learn lessons for shaping future policy

Service providers such as Housing
Associations and Housing Departments

An opportun ity to find innovative engagement
opportunities for their residents and guests
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c) Able to make comments and suggestions that might
help t he project

9 .2

Partners

9.2.1

Identifying partners

A partner is an individ ual or organisation which can help
you to deliver t he project. A partner w ill p robably be a
stakeho lder as we ll, as it wi ll be in their interest to help
you to deliver the project.
Perhaps t hose most likely to become partners are those
wit h t he g reatest "stake" in your project: financial gain;
growing visitor numbers or aud iences; meeting targets
for fundin g o r other bod ies; demonstratin g corporate
social responsibility; meeting organisationa l aims and
obj ect ives. Ult imately, a perfect partnership is one which
delivers the original p roject idea but meets both partners'
needs.
As w it h stakeho lders, you should first create a list of
potential partners, so that you have a genera l idea of
where support might be found . Potential SOYH partners
we re: commu nity/rel ig ious groups, Medway Adult an d
Community Learni ng Services (MACLS), BBC Radio Kent,
heritage o rganisations in Kent & Medway, housing
providers.

9.2.2

Approaching partners

You wi ll need to approach partners as early as possible in
the p lanning process. If you are applying for fund ing, it
is best to have confirmed t he comm itment of your
partners (depending on fund ing) before the application
is submitted.
Approachi ng partners cannot be done w ith the same
b lanket coverage, as is sometimes possibl e with
stakeholders (i .e. group ema ils, notices o n websites,
articles in newspapers). A lt hough you may have a long
list of pot entia l partners, t hi nk carefu lly about which
organi sations you approach first and w hat, exactly, you
need from them and what you have to offer. Here are
some simple steps:
• Research the organisation before you approach
them. Learn about their goa ls and what is
important for t hem from t heir website, newsletters,
o r a conversation with someone that knows the
organi sation
• Articulate clearly what your project is; you will
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need to " sell" it to them as an attractive propos1t1on
(hence why you should have t hought carefully
about wh at m ight interest them about the proj ect)
• Listen carefu lly to w hat their particular
circumstances and objectives are
• Have an introductory conversation so that you can
both understand the situation, before taking any
decisions about taking the partnership forward.
Th is needn't be a long conversation . You can send
more information about your project by email.
• If you are reasonably confident about the potential
for partnership, try to secu re a face to face
meeting .
Have a number of such introductory conversations with
severa l potential partners, before deciding who you wish
to approach to establish a more formal arrangement. This
wi ll al low you to make informed comparisons and to
develop your p roject idea in the most feasible way.

9.2.3

Building relationships

The formality of the re lationshi p you have w it h you r
partners will depend on what they are delive ring and the
level of their contribution to t he project. You m ight
decide that it's best to have a contract in p lace. Be clear
about what you need from them and what they can get
out of supporting t he project.
Be courteous, keep your partners up to date with project
information, even when it doesn't directly involve them;
invite them to celebration events; ask them to help advise
on t he project (if relevant) . Don't let t he relationship fall
away after the proj ect has finished. Let them be part of
the evaluation and feel real ownership of the project too .
A lso remember t hat t he ongoing relationship may not be
with the person who you initially have an agreement with.
Don't be put off if you are passed from one person to
another. It might not be im mediately clear to the
potential partner who in their organisation is best p laced
to take things forward . They may g ive t he relationship
ma intenance t o another colleag ue or a lower grade
member of staff. Know what t he d elegated authorit ies
are and what events may be likely to influence you r
partnership (loca l and general elections, etc).
• If you are interested in worki ng with heritage
organisat ions, have a look at t he In Focus -

Developing partnerships in the heritage sector
- at the end of th is booklet to find out more about
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organisation structures and sector priorities in
terms of informal adult learning .
• If you are interested in working with housing
associations, have a look at the In Focus Developing partnerships in the social housing
sector - at the end of this booklet to find out
more about organisation structures and sector
priorities in terms of informal adult learn ing .

9.3

SOYH partnership case study

Best Practice Toolkit

Action Points
• Research and identify potential
partners and stakeholders
• Approach potential partners with a
clear proposition
• Keep your partners involved and
up to speed

The SOYH project team adopted a partnership model for
identifying project participants:

We needed to identify six groups of hard-to-reach over
60s, in a short space of time, to participate in the project.
The first thoughts were to advertise in the local press, to
put up posters and to distribute flyers in places where the
over 60s might visit (doctor surgeries, supermarkets, lunch
clubs etc.) However, this approach gave rise to problems:
• What if ind ividua ls from a wide variety of places
came forward and we ended up with insufficient
people in any one area to make up a group?
• Would there be any common bond between
individuals who came from disparate
backgrounds?
• Wa s there enough time to form six groups in this
way and run four learning sessions per group
before the end of March?
The team decided to try and attract over 60s who were
already organised into groups. W e approached over 60s
in social housing via housing associations and local
authority social housing departments (social housing in
England is made available through private housing
associations and local councils; housing associations are
regulated by the Housing Corporation, which also funds
new affordable housing). By developing partnerships
with these organisations, the project team gained access
to five groups of learners. The team also approached a
residents' association (via a loca l heritage organisation)
and this became the sixth project group.
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We have looked at identifying and understanding the
audience and developing the idea and in particular, the
importance of finding evidence to support the demand
for the work you intend to do. Now, it's time to get things
down on paper. If you are applying for funding, these are
some of the areas you will need to cover in your
application . But even if you are not applying for funding,
you should still try to produce a written project plan as it
will help you get a sense of the scale of what you are
aiming to achieve.

10.1 What is the idea?
Ultimately, you need to be .able to clearly articulate the
project idea in one or two sentences. But you may not be
able to do this straight away. In fact, the process of
creating the project plan will probably help you to
consolidate your thoughts and find the right wording.

SOYH - our wording
"The aim of Sounding Out Your Heritage is to enable
hard-to-reach over 60s in Kent and Medway to come
together in small groups to explore and shout about
their personal, local, national and cultural heritage."

You need to answer the following questions concisely:
1) Who are you?
2) Who is the project for?
2) What will you actually do?
3) How will you do it?
4) Where will you do it?
5) Why is it important and necessary?
Think about including memorable words and the
possibility of a name for your project that can be easily
abbreviated (we didn't think about this for SOYH and
ended up referring to it as SOYA!). It is worth spending
some time on this - try lots of different versions out with
friends and colleagues. You'll know when you've got it
right!
Once you have developed some clear wording to
describe your project, you will be able to talk about it
confidently when building relationships with partners and
stakeholders and applying for funding.
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10.2 Why are you developing this
project?
You and/or your organisation need to explore the reasons
why you think your idea is a good one. By being clear
about your reasons for developing the project, you can
demonstrate your commitment to it. This is really about
identifying benefits: to you and your organisation; to the
target audience; to your partners and other stakeholders.

Benefits to the target audience
These benefits are distinct from the "needs" identified in
6 Understanding the older adult audience. Once you
are clear about "what" you are going to deliver, you need
to be clear about what the positive impact of this will be
on the target audience. Will it help the audience to
access more learning opportunities in the future? Will it
help the audience to socialise and build positive
relationships within the community? Will it help the
audience to value their lives and heritage?
We identified the following benefits for the target
audience for SOYH :
• Signposting over 60s to learning resources
• Stimulating interest and enjoyment in learning
• Encouraging the able to support the less able to
learn
• Producing resources and toolkits that will facilitate
independent learning
• Validate this group's lives and contributions - to
• give them a sense of affirmation, provide them
with more confidence, build self-esteem, and keep
them active in learning.
• Connect people with places and resources so that
they can learn flexibly and independently.
• Support learning and discovery about heritage in
order to celebrate identities and promote
understanding.

Benefits to you and your organisation
• Don't embark on a project if there are no tangible
advantages to you doing so
• Does the project fit with your organisational
strategy?
• Does the project help your organisation to grow
and develop? (by supporting your core activities,
raising your profile; developing new skills etc.)
• Does the project allow you to fill a gap in your
current provision? (perhaps by enabling you to
work with a different audience)
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• Does the project help you to meet the needs of
your members/users etc?
• Does the project help you to develop relationships
and partnerships that are helpful in the long term?
• Does the project cha llenge your organisational
cu lture, informing your future strategies?

Wider benefits
It is worth thinking about how you r project will positively
impact on the loca l community, your partners and
stakeholders, your sector, informal adu lt learn ing, care
organisations etc. If you are delivering your project in
isolation w ith no sense of how it fits into the bigger
picture, it is unlikely that others will learn from yo ur
experience or that the work wi ll be sustainable in the long
term.

10.3 Identifying outputs and outcomes
What is the difference between an output and an
outcome?
An output is something tangible and measu rable
produced in the course of the project i.e. a learning
session or an evaluation report. An outcom e is an
intangible benefit, not easily measured, result ing from the
work of the project. For example, a greater sense of self
worth amongst participants or improved participation
rates amongst the target audience. You shou ld identify a
series of both outputs and outcomes, when developing
your project plan and try to review them regu larly at your
progress meetings.
How do you decide what your outputs and outcomes
will be?
When deciding the outputs of your project, you need to
think through the stages of activity or work involved in
your project. Id entify what tangible product wi ll come out
of each stage of activity. You are seeking to identify
products that are for external consumption and that
provide lasting evidence of the va lue of your work.
Products produced from the internal workings of your
project i.e. job descriptions, employment contracts,
internal project reports etc are not outputs.
Deciding the outcomes of your project, shou ld lead on
natural ly from the thoughts you have had about the
benefits of your project. But outcomes are a little more
precise and it is worth using SMART (specific, measurable,
achievable, realistic and time-specific) to help you clarify
them. It ca n help to provide examples of how you wil l
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achieve your outcomes if you are having difficulty
expressing t hem .
For more information on objective setting and SMART,
visit: www.projectsmart.co.uk/smart-goals.html

10.4 Capacity and resources
What can your organisation rea listica lly deliver and what
sort of additional support wil l you need? Answering these
questions will inform the way you shape the project idea,
it wi ll impose lim itations on what you do and it will gu ide
you in understanding what you need from any potential
partners.
Key areas to look at when trying to understand what your
capacity is for delivering a project:
• Staffing - do you have enough capacity to do t he
project, or do you need extra help? What can be
volunteer tasks and what req uires a paid person or
specific expertise?
• Finances - finances isn't j ust about cash in the
bank, it is about staff costs, staff time, overheads
such as electricity, gas etc.
• Time - do you have the time to manage and
deliver th is project? Will you have to cal l on
externa l help to ensure the project can be
completed?
• Space - do you have the space for extra staff? If
you plan on running learning sessions, will you
need to hire venues?
• Location - depending on the project, do you and
your staff need to be "on the ground" a lot of the
t ime or can you run the project from a remote
location?
• Equipment/resources - how much extra
equipment wil l you need to bring in i.e.computers,
printers, desks for running t he project
and resources such as paper, techn ical equipment
etc to run learning sessions
• Expertise - which aspects of your project require
specific skills? i.e. marketing, teaching, eva luatio n?

10.5 Researching and refining the idea
Pu lling the project plan toget her may raise a few
questions in your mind about how to achieve certa in
aspects of what you are planning. Now you are beginning
to fine tune your project idea, you will be able to identify
specific aspects that need to be refin ed. For example,
one of your agreed outputs might be a website providing
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information about the history of a particular loca l area.
But now you need to know:
• How much w ill the website cost to produce?
• How long will it take to produce?
• Where can you find the expertise to design the
website? Is there a volunteer in the age group you
are targeting or do they have a relation or friend
who could help?
Without this information, you won't be able to budget
properly or accurately estimate the amount of time and
expertise you will require. So have a look on th e internet
or contact your partners and stakeholders to see what
others have done. You wi ll find ideas in others' practice.
Alternative ly or in addition; you can consu lt with your
target audience, stakeho lders and partners to see how
they might use such a website or what they would like to
see included in such a website.

Action Points
• Find the words to describe your project
• Explain why and how you are running
your project and what you hope to
achieve
• Think th rough the practicalities and
risks of delivering your project

10.6 Identifying and mitigating potential
risks to the project
There are risks associated with every project and normally
they can b e overcome. But you need to think carefully
about what they might be at the outset and you need to
constantly review them throughout the project. You need
to be honest with yourself about the risks so that you can
keep control of the project.
Produce a risk log for your project. The risk log cou ld look
like this (alth oug h at this stage of proj ect p lanning yo u
will not be able to fill in the Update co lumn):

Risk

Winter weather
resulting in
lea rners unable
to attend
sessions.
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Level
(low, medium,
hig h)
High

Mitigating action

Responsibility

Update
(date, status)

A llow more time in
the programme for
sessions to take
p lace.

Project manager

1 January 10,
snow has led
to sessions
being
postponed
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You may not be seeking funding for your project, but in
case you are, we have provided you with a few tips below.
There are a great number of sources of information on
pots of money, how to fundraise and how to create a
successful application . We don't try and cover all of that
here, but instead we have tried to signpost you to other
useful sources of information and expertise .

11.1 Planning your search for funding
You need to be targeted and tactical about how you
identify sources of funding .
1) Think local. If you are running a project within a specific
local area, look locally for sources of funding :
• Do an internet search for "funding Kent" (or
whatever your local area is).
• Talk to friends and colleagues in the area to get
recommendations and a bit of insider information .
• Talk to your local or county authority; many will
have a free funding support service for voluntary,
community and charitable organisations.
• See if there is a local Council for Voluntary
Services, Development Trust or Regeneration
Partnership that may have pots of funding for
projects.
2) Think about the key features of your project idea. In
th is case, GEM was p lanning a project in Kent &
Medway working with over-60s on a heritage project
which facilitated adult learning. Use these key features
to plan your search for funding (see below for sources of
funding in these areas).
3) Think about organisations which have funded you in
the past. If you have a positive track record, they may be
willing to fund you again .
4) Think about how your project may help partner
organisations fulfil their objectives and therefore enable
For example by
you to piggyback on their funding.
working with mental health services, housing associations'
services, training programmes for adu lt social care
workers .

11.2 General funding directories and
lists
www.communityfoundations.org .uk/ - Channels a range
of grants to support loca l communities. You should
have a local branch.
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www.lotteryfunding.org.uk/ - This site allows you to
search information on current lottery funding
programmes across the UK.
www.governmentfunding.org.uk/Defau lt.aspx - Search
for funding for the voluntary and community sector from
150 Local Authorities using our NEW Local Authority
Funder Finder.
www.fund ingcentral.org.uk - Funding Centra l is a free
smart website for all third sector organisations,
including community groups, providing access to
thousands of funding and finance opportunities, plus a
wealth of tools and resources supporting organisations
to develop sustainable income strategies appropriate to
their needs.
www.grantsnet.co .uk - Grantsnet is a search engine for
grants available to UK organisations.
www.trustfunding.org .uk - Trustfunding detai ls all trusts
featured in DSC publications including the Directory of
Grant-Making Trusts and the Guide to the Major Trusts
Volumes 1 & 2. It is updated regularly throughout the
year. This is not a free service.
www.welcomeurope .com/ - There are about 500 funds
available for EU countries and this website allows you to
search the funds to find one that might be appropriate
for your project. A lot of European funds designated for
the UK are adm inistered through local government
organisations and regional development agencies.
www.ageconcern.org .uk/AgeConcern/grant_giving.asp
- Age Concern England have a limited amount of
money to distribute in grants to support work with the
elderly. Read the grants manua l to find out if your
project is eligible .
www.hlf.org .uk - The Heritage Lottery Fund (HLF)
sustains and transforms a wide range of heritage though
innovative investment in projects with a lasting impact
on people and places.
www.heritage link.org .uk/fundingdirectory/main/funding
home.php - The Heritage Funding Directory is a
comprehensive guide to sources of financial support
(and more) for anyone seeking to undertake creative
projects connected with the UK's heritage.
www.cloreduffield.org .uk/index.php - Clore Duffield
funds projects in education, the arts, museum and
ga llery education, cu ltural leadersh ip training, health
and social care and enhancing Jewish life, whi lst placing
a particular emphasis on supporting children, young
people and society's more vu lnerable individuals.
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www.awardsforall.org.uk/england/ - The Awards for A ll
programme aims to help improve local communities
and the lives of people most in need (awards of
between £300 and £10,000)
www.direct.gov.uk/en/HomeAndCommunity/Getting inv
o lvedinyourcommunity/Charitiesandcommunitygroups/
DG_ 10025966 - Government guidance on accessing
fu nding for voluntary and community o rganisations.
www.biglotteryfund .org.uk - BIG money goes to
community groups and to projects that improve health,
education and th e environment.
www.comfirst.org.uk/funding - Community First's
fu nding advisory service is open to cha rities, voluntary
organisations, commu nity groups and social enterprises.
We can help you find grants and maxim ise your income.
www.communitybu ildersfund.org.uk - Supports
organisations at the heart of your comm unity with
fina nce, t raining and resources
www.museumse.org.uk/learning/funding.htm l Guidance on find ing funding for museum education

24

11.3 Guidance on writing funding
applications and help with
fund raising
www.financehub.org .uk/funding_fundamentals/default.a
spa - lots of advice for fundraising and writing fundin g
applications ava ilable on this site
www.fundingcentra l.org.uk/cmsresults.aspx?SEARCH=C
M STI=CSGRNT,FTYPE=2&MODE=CMS - helpfu l list of
g uides on navigating your way throug h a fundi ng
application
www.acf.org.uk/seekingfunding/index.aspx?id=70 simple guidance on applying for funding
Pl ease not e, these are not comprehensive list s, but
hopeful ly they w ill give you somewhere to start.

Action Points

• Plan your search for fund ing
• Get searching

c;em
•

Whether you are applying for funding or not, you will
need to establish a budget for your project (however
small). Below we have identified some of the key
elements to think about when creating your budget.

12.1 Categories of expenditure
The process of drawing up your project plan and setting
outcomes and objectives, will have he lped you ident ify
areas of expenditu re and consequently what you need to
budget for. Here are some things to think about.

Staff costs
• How much permanent staff time are you allocating
to this project and how much will that cost?
• Staff costs are not just salary, but can also include
the overheads associated with that position i.e .
electricity, computer, insurance etc.
• Staff costs also in cur on-costs for employers i.e.
national in surance, tax etc, which shou ld be
factored into t he budget as well.
Freelancer costs
• You can choose to include this in staff costs.
• If you are bringing in temporary, specialist
expertise i.e. photographer, teacher, carer - how
much will this cost? Do they charge VAT?

Learner support costs
• If you are working with over 60s you should
anticipate spending some money on specialist
transport, support for those who are visually
impaired or deaf or any other sort of staff support
or equ ipment costs to en sure that the learners can
fu lly benefit from the sessions.
• You shou ld also th ink about venue hire for learning
sessions.
Marketing
• If you are running events or producing
publications or leaflets, you need to budget for this.
Website
• If you are developing a website for your project,
again you need to make sure you have thought
about the costs in terms of expertise, time and
hostin g.
Contingency
• A contingency is a pot of money reserved at the
outset for any unforeseen expenditure, perhaps
due to the extension of the project or having to
re- recruit for staff. Typically a contingency fund is
10% of the total budget.

Resources/equipment
• If you are running learni ng sessions or creatin g
resources, then you will need to provide small
scale equipment such as paper, pens etc. How
much should you estimate for this?
• Don't forget, that if you are using freelancers to
run sessions, you must give them clear guidance
on how much they can spend on this sort of
equ ipment.
Capital expenditure
• You may incur large capital costs as part of the
project i.e . buying a video camera or a computer.
Include these costs in your budget.
Travel & subsistence expenses
• You should allow travel expenses for your
employees to get to and from learning sessions
and meetings (typically setting a rate per mile for
petrol usage or insisting on second class travel on
public transport).
• You wi ll also incur subsistence expenses for
learners during sessions - tea, coffee, biscuits etc.

~em
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12.2 Periods of expenditure
We will look later in the toolkit at setting milestones for
your project. But it is worth saying here that it might be
usefu l to t ie in periods of expenditure with your project
milestones. Essentially, we are talking about identifying
the key stages of your project and in each stage
highlighting what will be achieved and how much of the
budget wi ll have been spent. For exampl e:

•

Phase two - March 1 to May 1
Activity
Run three learning
sessions at local
museum

Costs incurred

•
•
•
•
•

Hold PR event for local
press

Run training event for
museum staff re .
working with deafblind

•
•
•
•
•
•
•
•

Permanent staff time
Freelance staff time
Travel & subsistence
Resources & equipment
Learner support costs travel to
museum, specialist materials)
Marketing
Venue hire
Trave l & subsistence
Permanent staff t ime
Venue hire
Freelance staff time
Travel & subsistence
Permanent st aff time

Total expenditure for period:

If you have funding for your project, you may find that the
funder sets the periods of expenditure and will expect
you to report on activity and expenditure at the end of
each period. Be realistic about what you hope to achieve
in each period - if you are significantly o ver or underspending on yo ur predicted targets, t he funder may we ll
be concerned and ask for further explanation. More
importantly, having an idea of your outgoings in advance
will help you manage your cash flow according ly.

12.3 Costing things out: finding quotes
and supplying evidence
Before you can produce a complete budget , you need to
have a reasonable, informed idea of how much things are
goin g to cost. To find t hat out, you need to get some
quotes. Here are some t ips:
• Research the market thoroughly and get at least
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three quotes for the service or product you
require. You want to get an idea of what is offered
at the top, m iddle and bottom end of the market.
It won't always b e the case t hat the cheapest
quote is t he best. Getting va lue for money is as
much about the quality of the goods and services
as it is about cost. If you are going to need the
services of professionals you may need to consider
experience, qualifications, and a who le other raft
of things. One brand of equipment may appear to
be cheaper than another th at
Expenditure
provides the same output.
However, you may have seen
£4000
severa l reviews stating that the
cheaper version is likely break
down. Value for money is a
judgement cal l and has to be
decided on a case by case
basis. Just ensure t hat you r
j ustification for why you have
£700
chosen a particular item or
service is clear and
documented and that the
process by which it was chosen
£1000
is fa ir and transparent.
• If you are applying for
funding or have been awarded
a grant, make sure you
understand any procurement
£5700
rules attached to the grant.
This may affect you r selection of products o r
services and consequently your budget.
Always check if a quote includes VAT or not. VAT
currently stands at 17 .5%. Although some
organ isations are exempt from paying VAT and
some products and services do not carry VAT. It is
worth checking www. hmrc.gov.ukNAT/ index.htm
Don't be afraid to have detai led conversations
with providers of products and services at t his
stage - if you think they are offering what you
want, begin the negotiation process early on.
Ask for emailed or written q uotes. This wi ll help
you in the future and may be requi red by funders.

Once you have been throug h th is process you should
have a much clearer idea of how much you r proj ect is
going to cost and, crucia lly, whether or not you can afford
to carry out the work. If not, you need to ask yourselves
some important quest ions:
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• Where can I get funding? (see previous section)
• Can I ask potential partners to contribute in cash
or in kind?
• Can I drop elements of the project in order to
make it affordable but still worthwhile?
If you are already applying for funding or have funding in
place, you might be interested in the In Focus - Planning
and managing grant income and expenditure - at the
end of this booklet.

Action Points
• Work out what you are likely to spend
money on
• Make a rough plan of what you are
going to spend and when
• Get a realistic idea of what things
will cost

..
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Through the process of creating your project plan, you
will be aware of a) what your staffing ca pacity is in-house
and b) what your capacity is to bring in more staff. For
small projects, perhaps without fundi ng, recruitment and
staffing may not b e about brin ging in more staff, but
about training and developing existing staff to carry out
key areas of project activity; or it may be about f inding
volunteers to help out with the delivery of the proj ect.

13.1 Understanding your staffing
requirements
Whether your project is big or small, you shou ld take the
fo llowing steps to work out what your staffing
requirements rea lly are:
Break the project d own
into t asks/ma in areas of activity

Th ink about the skil ls
required for each task

Estimate the hours
required for each task

Think about whether your organisation or partners have the
skills and/or the time needed to carry out t he tasks

If you need to enhance the skills and staffing to carry out the
project, think about ways in which you can achieve this
(i.e. recruiting paid staff, training current staff etc.)

If you decide to recruit, group t he tasks in a logical
way and build ro les for which you can recruit
(i .e. project manager)

Plan the recruiting and/or training of staff carefully.
A llow eno ug h time to complete the process and remember
that your staffing and t raining needs may not just be at the
start of the p roject but arise throughout.

Wit h th e SOYH proj ect, w e decided that o ur staffing
requirements were as follows:
• Hire a full-time, project manager to lead and be
responsib le for th e delivery of the project
• Hire a part-time, project coordinator to oversee
t he day to day adm inistration of the project and
support the project manager
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• Hire freela ncers for running t he learning sessions
and for elements of the production of the too lkits
• Use GEM staff support to provide supplementary
staffing support where necessary.

13.2 Skills and experience
Th e skills and experience requ ired w ill be d istinct for
every project, but it is worth noting some important skills
and experience required for some of the work carried out
in the SOYH proj ect.
Have a look at the job descriptions for SOYH project
coordinator position and the SOYH project manager
position in t he example documents at the end of t his
booklet.

13.3 Volunteers
If you are operat ing on a very small or a non-existent
budget, then you should think seriously about using
volunteers to help out. But simply because you are not
paying a volunteer, it does not necessarily mean there is
no cost to you and your o rgan isation. Just as with paid
staff, you must be prepared to support and develop a
vol unteer in return for t heir offer to you of thei r t ime and
expertise free of charge. If you thi nk careful ly about what
you can offer a volunteer in term s of opportun ity and
support in kind, you wil l put yourself in a much stronger
position for attracting high ca libre people.
In general the recruitment and selection process for
volunteers is the same as for paid staff, but here are some
important things to think about:

Payment
You are not paying your volu nteer a wag e, but there
might be some other form of payment you can offer t hem
e.g. travel and/ o r subsistence expenses (perhaps you ca n
provide them with lunch)
Training & development
Think about whether you can provide your volunteer with
tra inin g opportunit ies in areas of interest to t hem.
Perhaps t here mi ght b e the opportun ity to shadow
someone at your organ isation or to give them hands-on
experience to develop their CV in a particular area.
Recruitment and selection
Volunteers come in many shapes and sizes: some wi ll
want to volunteer to build their experience and develop
th eir skill s so that they can get the rig ht paid job; ot hers
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will want to do something charitable and support a good
cause; volunteers might be young people looking for
work experience or they might be older people looking
for company and a way to spend their time; they might be
very busy business people expanding their portfolio of
interests ...... the list goes on. Each, in their own way, can
make a va luable contribution to your work, so be openminded when you recruit and th ink about flexib le workin g
arrangements and m ultipl e vo lu nteers to help make the
most of the skills avai lable in the vo lunteer workforce.
Follow this link for help with volunteer recruitment and
management
www.volunteering.org .uk/resources/goodpracticebank/C
ore+ Themes/recruitment/therecruitmentguideoverview.htm

13.4 Recruiting paid project staff
There shou ld be p lenty of free advice and gu idance
available on recruitment and employment in your local
library or job centre. If you are searching the internet, the
fol lowing sites should be helpful:
www.d ire ct. gov. u kl en/Employment/Employees/Employ
mentContractsAndConditions/DG_ 10027905
www.businesslink.gov.uk/bdotg/action/layer?r.s=tl&r.lc=
en&topicld= 1073858787
www.adviceguide.org.uk/index/your_money/employme
nt/contracts_of_employment.htm
www.acas.org. uk/i ndex.aspx?articleid= 1371
However, we have highlighted a few tips when recruiting
for your project:

The job description
Give some time to creating an attractive job description .
If you are offering a salary at t he lower end of the range,
you might still be able to attract sign ifica nt talent if the
job description is appealing

Employment law
Inform yourself about employment law and make sure
you are inclusive in every step of the recruitment process
including advertising, analysing applications and
interview

CRB checking
Thin k about what your requirements will be in terms of
staff CRB checkin g at an early stage in the recruitment
process. There is more on CRB checkin g later in the
toolkit see 25 Health, risk and safety, but it may be

.
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necessary for you to make clear that anyone accepted
into this position w ill have to undergo an enhanced or
standard CRB check

Advertising
Advertising jobs can cost a lot of money, so think carefully
about how to maximise any advertising budget and be
tactica l about where you advertise; thinking about the
sort of sk il ls and experience you are looking for.
Remember that if peop le are working, they wi ll need
enough non-work t ime to research and complete their
application. A month is standard for this stage of the
process. And provide a time on the deadline date for
applications to ensure that there is no confusion .

Selection panel
Think about developing a se lection panel from a range of
backgrounds and with a range of expertise, w ith
experience in recruitment. Once you have a long list of
applicants, provide the pane l with a selection matrix
which detai ls the sk il ls and experience required for the
job and ask the panel to score each long list applicant in
each category. Using this process, you should be able to
come up with an objective short list of applicants to invite
for interview.

Pay & terms of employment
Do some research into current rates of pay for positions
simil ar to that which you are advertisin g. If you are
recruiting expertise from outside your traditional sector,
rates of pay may d iffer significantly. Rates of pay wil l
certain ly differ between the public and private sectors .
You clearly need to be competitive, but remember that
you can attract applicants on higher rates of pay through
your description of the job and through the offer of
attractive working arrangements (i .e. part-time, flexible
working etc).

13.5 Advertising
If you are lookin g for learning professionals with
experience in the heritage sector, you can advertise jobs
on:
• www.gem.org.uk
• www.guardianjobs.co .uk
• www.heritagelink.cQ.uk
• www.museumjobs.com/
• Or post a job description (free) o n GEM JI SCmai l www.jiscmail.ac.uk/lists/gem.html
If you are lookin g for project management professiona ls,
particularly with experience in the pub lic sector, you can
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advertise jobs on:
• www.lgjobs.com/ (if you are a local authority)
• Or visit agencies such as www.venngroup.com or
www.morganhunt.com or www.badenochandclark.com
If you are looking for project coordination skills, you can
advertise jobs on:
• Low cost or free jobs websites such as
www.charityjob.co.uk or www.gumtree.co.uk or
www.thirdsector.co.uk (you can end up inundated
with applications, so be as precise as possible
when categorising the job and organisation on the
website)
• Or visit local recruitment agencies

Action Points
• Work out your recruiting and training
needs
• Think seriously and sensibly about
recruiting volunteers
• Put time and effort into recruitment
and training

For all jobs, try to combine targeted advertising with a
more general approach. Some suggestions:
• Local paper (they may advertise jobs in print or on
their website)
• Your networks and internally (if you are a large
organisation)
• Loca l job centre
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By working through the project idea, identifying key tasks
and understanding your staffing requirements you wil l
have sorted out the day to day running and delivery of
the project - i.e. who is going to do the work and how
they are going to do it. But you also need to think
careful ly about how the project is going to be managed .

14.1 The management structure
There are two key areas in which strong management is
crucial for a project:
• Responsibility for ensuring that the work is delivered
on time, on budget and to the desired standard
• Responsibility for the strategic direction of the
project (i.e . responding to stakeholders, poli cy
developments etc)

Project management
The first of these respons ib ilities is typica ll y taken on by
the project manager or project d irector and it may be that
in th e case of very sma ll projects, the project manager or
director is responsible for the coordination and delivery of
the work as well.
The advisory group
The second of these responsibilities should really be
taken on by an advisory group under the supervision of
the project management. An advisory group is a sma ll
group of experienced indi viduals who meet at regular
intervals to rev iew and gu ide project activity. Regardless
of the size of your project, you should t hink seriously
about recruiting an advisory group . Often members of
an advisory group will give their time voluntarily, so
should not cost you much or indeed anything in the way
of additional resources and they provide crucial, objective
advice on taking the project forward .
Here are some tips on creatin g and managing an advisory
group:
• Produce some "terms of reference" for your
advisory group. This wil l help to clarify the role of
the group and avoid any confusion . Have a look at
the example document SOYH Advisory Group
Terms of Reference at the end of this booklet.
• Think about your stakeholders when trying to
identify members of t he advisory group. By
including representatives of key stakeho lder groups
on your advisory group, you increase you r chan ces
of meeting t hei r needs and conseque ntly the
objectives of your project.
• Report forma lly to your advisory group, by
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producing reports on progress, agendas of items for
discussion etc. Your advisory group might meet four
times during the course of your project and these
meetings will therefore form focal points for
ensuring work is completed and the project team
are fu lly aware of what needs to be achieved next .

14.2 Monitoring outputs and record
keeping
It is really important that all members of the project team
are aware of what has to be done, who has to do it and
when it has to be done by. Aga in, establishing your
staffing requirements will have helped you to get started
on this process, but it is important to be as thorough as
possible so that you can manage everybody's time
efficiently.

Product breakdown schedules
The product breakdown schedu le is a very useful tool .
The product breakdown schedule contains the fol lowing
information about your project:
• Th e product or output to be created as a result of a
particular task (i.e. the programme for an event
produced as a result of having found a venue,
identified keynote speakers, confirmed a date etc.)
• The size and type of the product or output (i .e. one
A4 page, t hree CD or DVD toolkits etc)
• The proposed completion date and actual
completion date for delivery of the product or
output
• The name of the person responsible for ensuring the
product or output is delivered
Product breakdown schedules can be produced to
varying degrees of complexity, but fundamentally they
allow the project manager to review progress on the
project and they give project staff a clear idea of their
work load and dead lines . The product breakdown
schedu le shou ld be updated on a week ly basis and
reviewed with all project staff.
Record keeping
Keep ing good records is essential for the following
reasons:
• You can demonstrate the outputs of your project
activity (what you have achieved)
• You can show in come and expenditure associated
w it h project activity
• Yo u can provide evidence of actio n shou ld a d ispute
or disagreement occur.
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What sort of records should I keep?
Everyone has their own way of working. You may
prefer to store things electronically or in a paper fi le.
You may wish to keep every document or just a few.
But here are some tips for the types of records you
may need to refer to further down the line:
•
The major outputs or products of your project
activity (i .e. those detailed on your product
breakdown schedule). Some of the products
from the SOYH project were : the learner
registration form; the session eva luation form;
the press release for the project etc.
•

All financial and legal records associated with
the project (i.e. pay slips, signed contracts, CRB
checks, emails accepting quotes or confirming
arrangements etc.) In the case of larger
organisations, this is particularly important as
financial records can often get swept up by
centra l accounting departments and evidencing
income and expenditure when the project is
audited then becomes a more ti me-consuming
process.

•

All correspondence and agreements with the
funder (if relevant)

•

Timesheets recording staff and free lancer time
by hour

Remember that you may not b e the on ly person who
needs access to these documents. Make sure they are
accessible to all project staff and that they are backed up
in case of any technica l problems.

Monitoring systems: creating and monitoring against
milestones
You m ig ht find it useful to create m il estones for t he
project and indeed many funders will requ ire you to do so
o r set them for you. These are · higher level than the
product breakdown schedule. You m ig ht have three or
four mil estones established at certain dates during the
course of your proj ect: perhaps to coincide with the
advisory group m eet ings. These milestone dates require
you to assess progress aga in st your stated project
objectives.
Settin g mi lestones allows for a more qua litative
evaluation of progress. You can assess t he fol lowing
between each milestone (i.e. 2 January to 2 March):
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• What activities have been ca rried out in relation to
each objective
• Who has been responsible for those activities
• When these activities have occurred
• What resources have been used to support those
activities
• How much money has been spent on those activities
• What products/outputs evidence those activit ies
• An objective evaluation of the success of those
activities
Your funder may require you to set and report against
mi lestones such as these. But even if they don't, it is a
usef ul way of getting a sense of how the project is going .
The main th ing to remember at t he outset is not to set
yourself unachievable targets. Be rea listic about what you
can deliver in a given time frame and also be honest when
reporting against milestones.

14.3 Internal reporting
Internal reporting is about maki ng sure that everyone
involved in the project is kept up to date with progress;
particularly the project manager. You need to establish
clear reporting lines - who reports what to whom - and
reporting dates. For example, it might be best to review
the product brea kdown schedu le every Friday o r every
Monday - you might need to change dates of delivery in
the event of unforeseen circumstances, but it is important
that everyone knows what changes have been m ade .
Aside from this more forma l reporting, you also need to
make su re that any project staff fee l free to report
problems or ask for advice when t hey need to. A n open
reporting arrangement is important in making everyone
feel valued and clear about their objectives.

14.4 External reporting
If your project is being funded externally, you will no
doubt be requi red to produce interim and fina l project
reports and the parameters and content of these reports
wi ll be defined by the funder. But even if you are fun ding
the proj ect internally, you shou ld try and establ ish an
equ ivalent, fo rma l reporting process - perhaps to your
advisory group. The following information is important
when reporting externa lly:
• How much money has been spent and how m uch
money remains to be spent
• What outputs have been delivered
• Progress against intended outcomes/ objectives

.
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• Any problems arising or potential risks
Try to develop a regular relationship with a named person
in your funding body to avoid misunderstandings, to get
quick advice, and to give them a sense of ownership in
the project as well. They shou ld be invited to all social
and ce lebratory events and kept informed of press
coverage and other success.
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Action Points
• Establish a strong management structure
• Keep good quality, thorough records
• Be open, honest and disciplined about
monitoring and reporting on the project
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Every project needs evaluating, no matter how sma ll.
Evaluation helps you to understand how successful your
project has been. Establ ishing what and how yo u will
eva luate should form part of the planning process for your
project. Here some tips for getting started:

15.1 What are you evaluating?
• Delivery against outcomes and o utputs
• The model and processes of project delivery

15.2 Identify your outcomes and outputs
You shou ld have established your project outcomes and
outputs during the creation of your project plan - see 10
Creating the project plan. These will be high level
outcomes and outputs and ultimately will be the
measures of your success. For projects and activities
involving learning, th e Inspiring Learning for A ll
framework is a good place to start when trying to identify
measurable outcomes for your work www.inspiringlearningforall.gov.uk.
Dependin g on the size of your project, you will probably
also need to identify outcomes (and outputs) for different
elements of your work. For example, you will need to
establish learning outcomes for individuals, individual
sessions and for a series of sessions. Th ese should be
connected in some way to your high-level outcomes so
that you can easily process and analyse evaluation data
from different parts of the project against the overall
project objectives.

Example:
Project outcome/output: to improve the ability of
hard-to-reach over 60s in the local area to access
heritage learning resources
Session series o utcome (for very frail group in
nursing accommodation): to develop the ability of
participants to use the internet to explore heritage
Session outcome (for the same group): to introduce
and build familiarity with two key heritage websites

15.3 Collecting baseline data
Importantly, you need to establish what the initial
situation is before you can begin to measure how much
you have improved it. Th is will have formed part of the
_initial stages of t he project planning - see 6
Understanding the older adult audience. Ideally you
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need clear, re liable statistics with w hich you can draw
reason able comparisons at the end of the evaluation
process.

15.4 Data types
You will need to collect a mix of quantitative and
qualitative data to get a ba lanced and contextua lised
sense of the project. Quantitative data are the numbers:
how many participants were there; how many participants
came to every session : what percentage of participa nts
fe lt that the sessions were "excellent", "alright", "poor"
etc. Qua litative data are the thoughts, comments,
opin ions etc. gathered through evaluation. They are of
course subjective , but if they are col lected in a
neutral/unbiased way, they can be usefu l in painting a
more subtle picture of the project.

15.5 Evaluation methods
You can use a variety of methods to evaluate a project
and in fact a mix of two or more methods is advisable.
The methods you choose will vary according to the data
you requ ire (i.e. qualitative or quantitative), the type of
audience (i.e. project staff, participant s etc) and the ability
of the audience (i.e. those with hearing or visual
impairments etc). Here is an example of the range of
methods you m ight use:
• Interviews with project staff
• Comments books or walls for partners/participants
/families etc at a celebration event
• Feedback forms to be filled in by participants (or
by the carers of those who are too frail)
• Feedback d iscussion groups with participants

15.6 Reviewing the data
If at all possible, you should try and structure your
eva luation so that you collect com parable data wh ich is
easy to manage. Th is will help you when it comes to the
ana lysis stage. Of course it won 't always be possible to
directly compare data, because you will be asking for
subtly different information from each eva luation.
In p utting evaluation data into a database or Excel
spreadsheet is a useful way of storing data and putting it
into a format that can be used flexibly. You may need to
have a database for each part of the evaluation.

15.7 The report
Th e evaluation report is an opportunity for you to explain
your findings from the evaluation process. You should
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include relevant data in an easy to read format i.e. a table
or graph or a quote from a participant. You shou ld state
your evaluation methods, numbers participating in the
eva luation versus overa ll numbers and any anoma lies in
the process which might skew find ings. You shou ld avoid
drawing conclusions or hypothesising unless you can offer
clear evidence to support your claims. You shou ld link
your f indings to your intended outcomes and outputs and
explain clearly whether or not you have achieved against
these. You should use your evaluation findings to identify
ways in which the work can be carried forward and/or
modified. Try to bring your project alive for the reader by
includ ing photographs and q uotes. Yo u are try ing to
inspire as well as inform .
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Action Points
• Establish outcomes and outputs against
which to evaluate
• Use a variety of evaluation methods so
that you can collect a range of data
• Produce a report w hich inspires as we ll
as informs

The report and your findings can be used to generate
more funding and to promote the work of your
o rgan isation . They shou ld form part of any d issemination
activity at the end of the project.
For a short, practical introduction to eva luation, read
Eva luation, feedback and review at
www.gem.org .uk/lotc/lotc_resources/dev_learn ing_servi
ces/lotc_dev_lrn_serv_menu .html
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So, you have done the planning, you have the staff,
you've built the partnerships ... now you have to start
making things happen. First and foremost, you have to
identify and inspire people to participate in the sessions
or activities you are offering . Even if you have direct
access to potential participants i.e. through a housing
manager or as a community group leader, you still need
to ensure that the participants are genuinely interested in
the opportunity and participating out of choice.

16.1 Marketing to over 60s
The marketing information that you create for potential
partners, the press and other professionals is likely to be
very different from the materials you produce for t he
beneficiaries. More than simply te lling this audience
about your project, you want to encourage them to
participate. Consider:
• What are the different types of media that over 60s
might access? - public notices (i .e. in the library or
loca l shop}, loca l newspaper, local radio or television
• How technological ly able are they? - do they use
the internet or email?
• Are they likely to have any disabi lit ies (i. e. b lindness,
deafness.) that might prevent them from accessi ng
the materials that you create?
• How do you reach those who are housebound? fli ers through the door, word of mouth via social
services, meals on wheels
• Th ink about the language that you wil l use. W ill
some words be off-putting? For example is it
possible that words like 'heritage' and 'culture'
might conjure up images of dusty castles, or the
ballet, rather than a fun community led project?

16.2 A cohesive group
If you haven't yet identified how to access the participants
you wish to work with, a good starting point is to
approach individuals with a common bond. This wi ll give
you a good platform on wh ich to build and will make it
easier to find common interests and learning goals going
forward . For example, you could approach:
• A nursing home or secure housing facility
• A faith group
• Residents of a particular street or area
• A special interest group
• An employer
.Remember, when it comes to actually running sessions or
activities, you shouldn't focus on the group's common
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bond at the expense of all else. People will have lives
and interests beyond the g roup. For example, residents
of a nursing home may come from all over the country
and from a range of different backgrounds.

16.3 Generating interest
Alternatively, you may have identified a group of
individuals to work with but it isn't always the case that
they are committed to or even interested in participating
in the activities you are offering. You will need to do some
work generating their interest.

Coffee mornings
A good way of stimulating interest and enthusiasm is by
visiting the group informal ly, perhaps during a coffee
morning, introducing you rself and te ll ing them a little bit
about the project. Remem ber this initial contact isn't a
hard-sell! Th is is about starting to build a relationship with
the participants and identifying how and why they m ight
like to become involved in your project. Sell the positive
aspects such as the fun they will have and how it is about
them and their stories.
Posters
Posters and leaflets are a good way of maintaining a
presence for your project between or before sessions.
For the SOYH project, GEM produced A4 informational
notices (poste rs) to be hung on notice boards and AS
leaflets, which included additiona l information on the
back about GEM and th e SOYH project. Posters and
leaflets should be sim ple and visua lly interesting and
clearly define the purpose of the session. GEM used
seasonally appropriate clipart and wording to generate
curiosity. Have a look at the example documents of a
poster and a leaflet from the SOYH project at the end of
this booklet.
Housing staff
If you are working in partnership with a housing provider,
establishing strong working relationships with housing
managers is worthwhile when trying to encourage
participation. You should try to create a set of guidelines at
the start of the working relationship: outlining each partner's
responsibilities;
identifying
main
contacts;
dates/times/locations for sessions; posters/leaflets for
distribution; expectations and timeframe of the project. The
positive relationships created with housing staff through the
SOYH project meant that they were happy to print and
distribute posters and fliers for the sessions and encouraged
discussion about the project in between sessions.
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16.4 Communicating the idea
The way you talk about your project to partners and
funders, isn't necessari ly the way you should be
communicating with your potentia l participants. If you
are working with an over-60s age group, you need to
remember t hat they are like ly to have been out of a
learning (and possibly a work) environment for a number
of years. The language ofteaching and learning will have
changed or become alien to some people; as will the
structure and discipline and inspiration and enjoyment
that comes with it.
Through the SOYH project we found that describing the
learning process, talking about the acquisition of ski lls
and the opportunities for discovering heritage generated
on ly moderate interest and enthusiasm. What focused
the attention of participants was the production of a
resource - the ultimate goa l of creati ng someth ing
tangible . By focusing on the end product, faci litators
were able to put t he sessions into context and help
participants understa nd their purpose i.e. researchi ng
material to go into the resource, practising techniques to
create t he resource etc.
Emphasisin g products rather than processes in the way
you communicate with older participants can stimulate
engagement and open people up to the implicit and
explicit opportunities to learn through participation .

Have a look at the SOYH registration form in t he
example documents at the end of t his booklet.

16.6 Participation
Earlier in the too lkit we talked about "restricted freedom
of participation" being another dimension to the term
"hard-to-reach " (see 6 Understand ing the o lder adu lt
audience). Once you have identified the groups you w ish
to work with you may find that the members of that group
remain "hard-to-reach". The reasons might include:
• Depression and lack of motivation
• Bad experiences of education resulting in poor
expectations of learning
• Poor numeracy and literacy levels creating a barrier
to other forms of learn ing
• A lack of confidence and se lf-esteem
• Physica l disability making it d ifficult for individuals
to leave their home or room
• Health problems (physical and/or mental)
• Gender
Isolation caused through little contact with others,
such as frien ds, family or professionals
• Social and economic status
Spending t ime identifying these factors wi ll be
worthwhile, because then you wil l be able to start looking
at ways to overcome these barriers.

16. 7 Size of group
16.5 Registration

Th e size of the group you work with wi ll probably only
partially be with in your control. If a large number of
people are interested in participating, yo u could t hin k
about dividing the group in two or suggesting a learning
programme that cou ld work with a larger group. Large
groups take a lot of staff resources and can become
fragmented, making the sessions difficult to manage. On
the other hand, too small and you w ill not have the group
interaction that will stimulate the sessions to become
creative
and exciting for the participants. Ten to 12
Do not make the form too long or comp licated .
learners
for each group was an idea l number for the
On ly ask for what you rea lly need to know
SOYH
project.
Do make su re that all forms are available in print that
is large eno ugh for those with some visual
16.8 Variations in numbers and
impairment to read
participants
Ensure that staff are able to help those who are
unable to complete the forms themselves
Expect the unexpected. Word of mouth can be a
Don't expect to have al l the registration forms filled powerful tool, and if your learners have had a fun first
in before the sessions start - those interested in
session you may turn up for the second session expecting
participating cou ld vary from week to week.
10 learn ers, only to find you have 14 or 15. But you

Asking participants to register to participate in the project
is important. It w ill allow you to mon itor participation
levels, pick up valuable information about the participants
and get necessary permissions for image reproduction
and data protection etc. The b est way to register
participants is by using a registration form to capture all
of t he required information . Here are some tips on
registration:
•
•

•
•

should also expect some drop-outs. Not everyone will
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be able to attend each session. Some may have prior
engagements, others may decide that they do not like
the sessions or might be unwell . You may equally have
some learners who dislike other learners sufficiently to not
want to attend, particularly if you have one individual who
insists on taking ce ntre stage all of the time.
Some of these eventua lities you can p lan for and dea l
with , such as the li meli ght lover! W it h good management
the influence and impact of such individua ls can be
diminished. It is also possible to manage the known nonattendance of learners, by ensuring that information is
sent to them, or if they are late that they are able to easily
join in an activity. However, the unknown factors such as
drop-outs and non-attendance, or increased numbers, will
need a contingency plan .
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Action Points
• Work with partners or market
strategically to recruit participants
• Generate interest and enthusiasm to
encourage participation that is
meaningfu l & deliberate
• Plan for varying numbers of participants
and barriers to engagement
• Understand what provision already exists
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The first one or two sessions are crucial in setting the tone
for the project. Balance is what you are after: between
structure, focus and planning on the one hand and
flexibility, participation and learner autonomy on t he
other.

issues and agreeing to provide or gu ide you on the
required support for any individuals concerned. Please
see 25 Health, risk and safety for more information on
risk assessment.

17.2 The taster session
17.1 Preparation
Try to find out as much information as you can about the
group and their circumstances prior to runn in g the first
session. You wi ll have made a start on this if you have
attended a coffee morning (see 16 Recruiting
participants). If you are working with a sheltered housing
scheme or nursing home, try and meet the manager
before setting up the first session. He/she will be able to
give you an insight into the specific nature of the group
relating to access, persona lities etc. Some areas you
might want to cover are:
• Refreshments for the sessions - Who will be
providing the refreshments? W ill you be expected
to make the tea and d istribute it? Who wil l clear
away the cups and saucers and wash up?
• Do any residents have particular mental/physical
health issues to consider? Are there medication
times to be aware of?
• What are the likely interruptions o r distractions,
particu larly if the lounge that you are to use is in an
open p lan area?
• Are there any p lanned works (painters, boi ler
servicing engineers needing access to the space etc)
or a regular alarm test that m ight interrupt the flow
of the session?
• Which days are best for t he scheme and the staff
(th ere may not be any events on a particular day, b ut
staff may be engaged in meetings)?
• Wh at are the personalities of the participants? Are
there any particularly dom inant or shy individuals?
You need to know as much as possible about the
participants in order to understand the skills and staffing
level s needed to wo rk with them. For example, some
people suffering from mental hea lth problems might
demonstrate violent behaviour and you wi ll need to know
how to manag e t his behaviour and stil l del iver an
enjoyable session for participants. We wou ld recommend
asking any housing manager to forma lly indicate any
particu lar issues in this regard, before the sessions go
ahead. You could ask housing managers or group leaders
to sign a form declarin g any physical or m ental healt h
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The taster session is a good chance for the session
facilitator and potentia l participants to get to know each
other. But it is primarily important as an opportun ity for
participants to experience lea rnin g through and about
heritage so that they have sufficient knowledge and
understanding to decide how and what they want to learn
in future sessions. The taster session needs to be fun and
engaging, but also wel l organised and structured. It will
set the tone for the following sessions. Here are some
t ips on runn ing a taster session:
• Introductions - allow time at the beginning for t he
faci litator and participants to introduce themselves
• Introduce t he project
• Provide some short, 20 minute taster activit ies,
which provide participants with an opportunity t o
explore a range of heritage learning activit ies and
g ive them the chance to decide wh ich interests
them the most (this will become the focus of the
remain ing sessions). Activities might be:
remin iscence through handling objects, listening to
music or tasti ng favourite t raditional dishes. By
offering mu ltiple and diverse experiences that
engage the group with heritage, they will hopefully
begin to see that heritage can be linked to all sorts
of interests and activit ies. Participants should be
encouraged to see heritage as more than looking
back to one's past, but also to one's trad itions or
interests. This al lows heritage learning
opportunities to encompass cooking, music, dance,
art making, etc.
• Finish the session with an opportunity for informal
feedback; encouraging participants to d iscuss w hat
they liked or didn't like about the activities and to
think about how they would like to take their
learning forward.
• Agree on the best day, time and location for
future sessions.

17.3 Deciding on the resource
You may fi nd t hat participants decide on the shape t hat
their sessions w ill take and t he resource they w ish to
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create at the end of the taster session. Some groups may
need another session to explore various aspects of
heritage; in which case session one will be very similar to
the taster session allowing opportunity for exploration
and reflection. However, it is advisable that participants
determine the direction of their project by the end of
session one.
SOYH set out to be a learner-driven project - working on
the basis that people are more likely to value and
continue their learning if they have been actively involved
in shaping its course and content. Consequently we
wanted participants to decide which aspect of heritage
t hey were interested in exploring and what sort of
resource they would like to produce. Working with a
group, rather than individuals, means that there is a
process of negotiation and collaboration to go through
to ensure that every individual feels involved in directing
the learning. When a group has varied interests, personal
histories, skills and ability levels, this process can be
difficult. As the facilitator, you need to think about the
following:
• Be as impartial as possible Identify and hig hlight
common interests
• Suggest various ideas (ie. memory box, audio
recordings, art making, bookmaking, photography)
• Allow time for discussion - giving everyone a
chance to contribute
• Encourage the learners to be open to change and
stepping out of their comfort zone
• Assure learners that they will be supported
(through experts and resources)

Some groups may want to hold a vote to decide how to
progress the project; others may come to a decision
th rough discussion. In some cases, particularly if you have
a large group (12 or more participants), it may be
impossible to come to an agreement; in which case you
should consider splitting the group, although this wi ll also
mean splitting the budget and resources and th is should
be made clear to all involved.

Action Points
• Find out as much as you can about
the participants and the setting for
the sessions
• Run a fun and focused "taster" session
to stimulate ideas and engagement
• Support participants in selecting a
resource that they are all happy with

It is important that you are clear with participants about
the constraints of the project: timeline, budget and the
capabilities of participants. Some of the ideas suggested
may have brilliant learn ing goals, but b e a bit too
extravagant for the budget. While. not dism issing these
ideas outright, you should suggest something more
simplistic for the project that will help learners achieve
their goa ls.
Alternatively, if you are working with
participants who have memory problems, you should
steer the group away from rem iniscence projects and
make other suggestions such as doing something more
creative or artistica lly expressive.
Selecting an
overcomp licated project or one that is beyond the
abilities of participants may create a sense of frustration
and stress within the group instead of a fun and engaging
environment.
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The NIACE report Enhancing In formal Adult Learning for
Older People in Care Settings (A guide for Care
Managers) says the fo llowing about engag in g o lder
people in learning activities:
"Practice has shown that offering opportunities
consistently and witho ut pressure gradua lly builds
interest".
Th is is certa inly the experience of the SOYH project. The
SOYH project budgeted time to deliver four sessions of
two hours each. We actua lly delivered closer to six
sessions of two hours each over a period of two to t hree
months. But there remained pressures o n t ime and
concerns to ensure that the learning experience was as
beneficial as possible for participants.
Wh en you are planning your proj ect, bui ld in a significant
amount of t ime (more than you might envisage) for the
delivery of learning sessions. Aside from those sessions
m issed for various unavoidable reasons, the sessions you
do deliver wi ll take t ime to have an effect and to become
meaningful and enjoyable learning experiences for those
involved .

18.1 The group learning plan
You need to d raw up a learning plan for each g roup
covering all of the ir sessions. Your learning plan should
include the fo llowin g:

Area

Detail

Tim etabling

When will the sessions be taking
place? How many sessions wi ll
there be?

Locations for
learning

Where will the sessions ta ke p lace?
Do the locations need to be
accessible?

Transport
requirements

Do learners need transport? Do you
need to subsid ise learner t ransp o rt?
Are there particu lar transport need s?

Access
requi rements

Do learners require translation
support, hearing loops, Braille
documents et c?

Equ ipment &
resources

What basic resources do t he groups
need? i.e. paper, pens et c
Are there any substantial equ ipment
needs? i.e. laptops, cameras etc.

Staffing

W hat free lance/ expert support is
needed?
How much project staff t ime will be
spent on learn ing sessions?
W hat sort of support is avai lable from
volunteers?
Can housing staff provide support?

M arketing

How will you advertise the sessions?
When will you advertise the sessions?

Evaluation

How wil l gather learner's persona l
learning goals?
How wi ll you measure learning goals?

N ext steps

Wi ll there be an event to ce lebrate
the end of the learning sessions and
what has been achieved?
W ill the resource be hosted any where?

By going through this process, you wi ll begin to identify
what needs to be done and when in order to ensure the
success of the sessions.
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18.2 The lesson plan
A lesson plan should be prepared for each session. The
lesson plan should include:

Date, time, location of the session and Number of
participants as well as:
Overall learner objectives/outcomes
These will probably be consistent for each learner from
session to session and will have been established in the
first session and perhaps recorded on the registration
form.
Learners' starting point
At the point that you write . the lesson p lan you may
already have the registration forms completed. These will
provide you with most of the information that you need to
gain an understanding of where your learners are starting
from. If not t he inform ation gained from the scheme
manager and your own observations will help with this.
Include:
• Disabilities that you might need to be aware of
• Whether learners are already engaged in other
types of activit ies and clubs
• Whether they have any experience or prior interest
in heritage and heritage learning .
This will be a good g uide for setting your sessio n goals.

Session goals
The session goals should identify what you would like to
have achieved at the end of the session, bearing in m ind
the learner objectives and the learner's starting point; for
example, to have recorded three participant stories or to
have involved all session participants in handl ing
unfami liar historical objects. This will help you to map
your progress, and if you don't achieve all that you have
set o ut to accomplish, you can t hen look at wh at w ent
wrong and how you might adapt your plan for the next
session.

Sounding Out Your Heritage

the last so as to avoid confusion. Avoid introducing too
many topics in one session.
Have a look at the In Focus - Heritage learning activities
at the end of th is booklet.

Equipment and resources
List any equipment, materials, staff, free lancers and
volunteers that you need and ensure that you have noted
any dates by which anything needs to be ordered.
Timing
Plan out, with ti ming s, how you expect the session to
progress. Th is will help you to avoid any ove rruns, or
problems with completing activit ies.
Evaluation
Reserve a section on you r lesson p lan for evaluating the
session and identifying issues to consider when p lann ing
the next session.
End each session with a few minutes recapping on what
has been achieved. Use this t ime to discuss the next
session and g ive the learners the opportunity to g ive thei r
opinions as to what they will do and achieve in the next
session . Summarise th is, as this will form the basis of the
learner outcomes for the next lesson plan.

Action Points
• Allow enough time to p lan and run
the learn ing sessions
• Identify the practical implications of
the group's sessions by preparing a
group learning plan
• Prepare lesson plans which set realistic
goals re. developing and engaging
participants

Session activities
Having worked out your session goals, you can identify
the activities which will help you to achieve t hese goals.
Do not try to achieve too much in one session as it will
create pressure on project staff and the learners. Think
about how you will introduce the topic (pictures, objects,
sounds, smells, a fi lm or a story etc). Think about what
you w ant your learners to do. Perhaps introduce the topic
~ith an activity t hat stimu lates their own stories and
discussions. Ensure that each activity is closely related to
42
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The groups involved in the SOYH project pursued a
number of different learning interests and GEM did not
have the capacity or expertise in house to support all
aspects of their learning. In these instances, GEM
recruited freelance experts to help run the sessions and
produce the resources. Bringing in freelance expertise
can be expensive, but with careful management and
budgeting it can bring a fresh perspect ive and energy to
t he project.

19.1 Identifying the support you require
You will probably not be in a position to know whether or
not you need freelance support until you have run at least
one session with a group. Participants will need time to
explore aspects of heritage that interest them and, in the
case of SOYH, ideas for resources that they would be
interested in producing. The project management w ill
need time to p lan what wi ll be involved in supporting the
group once they have decided what to do. Here are
some of the factors you need to consider when thinking
about freelance support:
• The abilities of the group of participants (how
much can they achieve independently? and if they
do need additional support, how much time wi ll
be required of the freelancer?)
• The nature of the group of participants (wi ll a
freelancer need particu lar experience of working
with Alzheimers' sufferers or stroke victims?)
• The agreed aspect of heritage to be explored (will
the freelancer need expertise in this aspect of
heritage or is this being provided by the
participants and partner organisations i.e. museum?)
• The resource to be produced by the group (can
you support the production of this resource in
house or not?)
• The emphasis to be placed on skills development
in the learning sessions (if a freelancer is to be
supporting skills development, rather than simply
producing a resource, then they will need to have
expertise in facilitating learning)
You will need to be clear about the skills you require of
the free lancer, the amount of time they will need to
commit and the elements of work they wi ll be required to
carry out. Of course, you wi ll also need to know how
much you are prepared to pay them, but we will cover
th is in more d etail below.
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19.2 Finding a freelancer
The heritage sector employs free lancers in a range of
capacities and particularly in supporting the delivery of
learning activities. For example, actors are recru ited to
perform in educational plays in historic houses; artists are
employed to interpret paintings in galleries and help
people create their own responses to co llectio ns;
gardeners are recruited to take garden tours or teach
visitors about garden design or p lanting.
If you are looking to find an expert to help support
learning through or about any aspect of heritage, here
are some ideas for where to start your search:
• GEM Freelance Network (available on the GEM
website - www.gem.org .uk)
• LONSAS (www.lonsas.org.uk/) - on line resou rce
for education and arts practitioners in London,
facilitating wider participation in arts and cu ltu re,
both in and out of school
• AHi Suppliers Directory
(www.ahi .org.uk/www/suppliers/) - for finding
freelancers supporting interpretation in heritage
• GEM JISCmail - join this free GEM discussion list
and ask other people for recommendations (simply
go to this link and follow the instructions:
www.jiscma il.ac.uk/lists/gem.html)
Remember, ask to see examples of people's work and if
possible find someone who comes with a personal,
trusted recommendation.

19.3 Freelancer brief
Once you have made the initial contact with a prospective
freelancer you will need to send them a brief for the work.
The brief should contain the following information:
• A description of the project and its aims and
objectives
• A detailed description of the work involved
(including estimated hours/ days) and the
outputs/outcomes required
• The support available to the free lancer in carrying
out this work (i.e. staffing at learning sessions,
briefing meetings, resources, equipment)
• Guidance o n payment including expenses and the
nature of the contract (although at this stage, you
do not have to specify exact rates of pay)
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This brief will give a freelancer a guideline for determining
how much he/she wi ll charge for the work and g ive you an
outline for creating a contract.

19.4 Costs
You should know your maximum budget for paying
freelancers. If the freelancer submits a price quote that
exceeds your budget, have a conversation about how the
project ca n be adjusted so that it wi ll fit within yo ur
budget and still meet the learners' needs and
expectations. Stay positive t hrough this negotiatio n
process! Many freelancers are wi ll ing to work with you to
make a project possible. However, you must know your
limits and fee l free to look for another freelancer if a
sufficient compromise cannot be reached. Rates of pay
vary considerably depending on the freelance expertise
involved.

•
•
•
•
•
•
•
•

Fee & expenses
Time and method of payment
Equipment costs
Work to be done
Outputs & outcomes
Start and end date
Type of contract - i.e. fixed term
Place of work (any travel requirements)

Action Points
• Work out exactly what you want the
freelancer to do
• Ask for advice and personal
recommendations when selecting a
freelancer

19.5 Freelancer contract

• Don't be afraid to negotiate

The contract will include all of the information
contained in the brief and any subsequent
arrangements you have made with the free lancer.
However, it must contain t he following information:
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In some ways organising the session t imetable can be the
most complex element of the planning process. You may
be working with several groups over several sessions in
different places. There are a lot of things to think about.

20.1 Session length
Sessions of longer than two hours tend to lose their focus .
By the end of the second hour participants are getting
restless and start to break away into individual
conversations which, even if related to the project, can be
very disruptive. Also there is often a need with older
people for them to take medication or, if you are working
in a communal lounge or dining room , for scheme staff
to set up for the next meal time. You will also need to
plan for a break half way through for refreshments and
comfort breaks.
You should add on time before and after the session to
allow for:
• Travel time to and from the session for participants
and facilitators
• Set up and clearing up time for the facilitators
Realistically, you are unlikely to be able to run more than
two sessions in a day.

20.2 Availability
You will be dealing with a number of different timetables:
• Participants
• Housing staff
• The programme of activities for the home/housing
scheme
• Freelancers
• Project staff
To the best of your abi lity, you should try and establish
everyone's availabi lity for the duration of the project, at
the start. Having this to hand will help you plan. If you
are working with a housing association, the housing
scheme manager shou ld be able to help you in this
process. Do recognise that you will not realistically be
able to choose a time, date, day or venue that suits
everyone.

do try not to run all sessions within a one week period,
particularly if your participants are frail or have health
problems. Short timescales can make the experience too
intense and you may experience difficulties in getting all
of the people to all of the sessions. At the other end of
the scale, if you run the sessions spaced widely apart you
may lose the interest of the participants, who might be
liable to forget what happened in the last session . A
regular, well -spaced, timetable will give participants a
break and time to look forward to the next activity. You
will also need to remember that staff and facilitators will
need enough time to prepare for the sessions and
evaluate them afterwards.

20.4 Dates/Times
It will prevent confusion if, when possible, you have a
group's sessions on the same day and at the same time
each week. It will also make p lann ing easier for venues.
Be particu larly clear with any facilitators or freelancers
about the need to stick to planned dates and times. For
participants this type of activity can often be a highlight
and a long-awaited event; the impact of cancelling or
even postponing events can be much greater than you
might anticipate - particularly when some individuals
might be suffering from depression or other forms of
mental illness. Cancellation or postponement needs to
be avoided at all costs.

Action Points
• Keep sessions to 2 hours maximum
and allow time for breaks

• Try and plan the timetable of session
in advance
• Hold sessions at regu lar intervals over
a sustained period of time

20.3 Frequency
The project that you are running may have time
constra ints and these might be outside your contro l, such
as the timetab le of a funder. However, if you can avoid it
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You have p lanned the learning session and you are clear
about what you are hoping to achieve, but in order to
meet your session goals and satisfy the individual learning
objectives, you need to be able to run the session
effectively and communicate clearly with the learners.

21.1 The set up
Wh at wi ll t he physica l re lationship be between you (or
another faci litator) and t he group? You need to create a
relaxed environment, enable easy interaction between
participants and also allow peop le to focus on the
facilitator. Think about the fo ll owing :
• Where will the learners sit? Around a table or in a
circle of lounge cha irs?
• How will you make sure that you can be heard and
seen by everyone and that they can be heard and
seen too?
• If you have staff recording or photographing,
where will they be in the room and how intrusive
will their activity be for the learners?

21.2 Icebreakers, warm up and dosing
activities
Always start each session with a warm-up exercise. In the
first session this shou ld include introductions and then
perhaps an activity that gets the learners ta lking to each
other. In a fo ll ow- up session it is a good idea to use the
warm -up as a way of reminding the learners of what they
d id last time .

Example of a 1n session ice-breaker
Pair up learners. Ask the learners to tell their
partner a one minute story of an event from their
life. The partner then feeds back to the group.

21.3 Learning styles
Different people learn in different ways, so try and include
d ifferent types of activity in your session :
• Visual learners - viewing text and images, making
notes or writing stories
• Auditory learners - sound recordings, listening to
people speak
• Kinaesthetic learners - hand li ng and touching
objects
You shou ld find plenty of information about learning
styles in your local library and online .

21.4 Disruptions to the session
The other difficu lty that can affect sessions run within
sheltered housing schemes is the interruptions caused by
professiona ls or visitors needing access to the
part1c1pants. A coup le of incidents t hat t he SOYH
sessions encountered included :
• A district nurse turning up to take participants off,
one by one, for their flu jab; and
• A participant who couldn't come to the session
until his carer had arrived to wash and dress him,
generally ha lf an hour after the start of each session
Having a good re lationship with the scheme manager and
being able to be fl exible with the sessio ns is essentia l to
he lp overcome such problems. If the scheme manager
knows that these incidents are likely to cause problems,
and informs you of this, you wi ll be able to make plans to
deal with them . This cou ld include planning the session
so that missing individuals are able to slip into the group
easi ly. What is important is that no issue is made of this
that causes embarrassment to the participants.

21.5 Language
Example of a follow-up session warmer
In the last session we explored how smells can
trigger memories. Think of some examples of
sounds that could trigger a memory (i.e. a bicycle
bell might trigger memories of the baker delivering
bread on his bike).

These types of exercise wi ll also he lp newcomers to
engage with the group without feeling awkward .
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Be clear and straightforward without being patronising .
In the SOYH project we began by referring to those
taking part in the project as " learners" , but a number of
peop le found this term derogatory. We changed the
description to "participants" which suggested a more
equa l relationship between those taking part in and those
overseeing the delivery of the project.
Avoid language that may appear too hig h-brow or
specia list and try to find ana log ies re levant to t he
participants when it is hard to expla in a particular issue or
topic. Avoid topics that appear to be targeted at one
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particular section of the community (i.e. women, miners
etc).
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Department for Communities and Local Government Supporting People -www.commun ities.gov.uk/housing
/supportandadaptations/supporting people/

21.6 Voice
Speak clearly and articulate well, but don't go over the
top. If someone has a hearing impairment, it is unlikely
that shouting will help. Remember to pause and allow
enough time for people to digest information and
perh aps reflect on it a little throug h discussion or
comment. Allow t ime for q uestions and the odd
diversion.

21.7 Further guidance on facilitating
learning with the over 60s
Most professionals working with the over 60s are more
than happy to talk to another professiona l who is looking
to provide some sort of fun and stimulating project for
their client group.
Look into what organisations or
groups are providing services for the over 60s in your
loca l area; contact t hem for any advice and guidance.
There are also a number of national o rganisations who
can share expertise and information on working with this
age group:
National Association for the Providers of Activities for
Older People - www.napa-activities.net/

A more comprehensive list of organisations supporting
work with over 60s is available in the NIACE/ BIS
document: Enhancing Information Adult Learning for
Older People in Care Settings; Guidance for Learning
Providers - www.niace.org.uk
During the SOYH project, we worked with a range of
d ifferent participants. At least two groups were very frail
with a range of illnesses and medical conditions. We
review the experience of working with these less able
groups in the In Focus - Directing learning with the frail
elderly - at the end of this booklet.

Action Points
• Create a relaxed environment that
enables easy interaction
• Plan a warm-up activity for each session
• Use your voice, body and
language to communicate clearly

Age Concern/Help the Aged - www.ageuk.org particu larly www.ageconcern.org .uk/AgeConcern/howto-order-information .asp and www.ageconcern.org.uk
I AgeConcern/developing_ services.asp
Carers UK - www.carersuk.org
Alzhei mers Society - www.alzheimers.org. uk
Age Exchange - www.age-exchange.org. uk
Social Care Institute for Excellence - www.scie.org.uk
Skills for Care - www.skillsforcare.org.uk
Speechmark - www.speechmark.net
Joseph Rowntree Foundation - report on social wellbeing for elderly people in social housing www.jrf.org.uk/publications/promoting-social-wellb eing-extra-care-housing
Department of Health - social care for older people
www.dh.gov.uk/en/Socia lCare/Deliveringadultsocialcare
/ Housing/DH_08323 7
www.dh.gov.u klen/Socia ICa re/Del iveri ngadu ltsocia lea re
/Olderpeople/DH_079334
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By the end of the taster session or session one, the group
will hopefully have decided what resource they would like
to produce . You may need to use the expertise of a
freelancer in the creation of a resource - for more
information on working with freelancers, see 19 Working
with freelancers. But there are some general areas to
think about when working with this age group on the
production of resources.

22.1 Managing expectations
If, as with the SOYH project, you are only able to run a
limited number of sessions, it is important to set
parameters for the productio_n of the resource that will
enable it to be delivered within the timeframe . For
example, four two hour sessions would be insufficient
time to create a theatrical production, but producing
some short scenes or sketches might be achievable. As
discussed in 18 Planning the learning you shou ld be
clear with participants about these parameters from the
outset. You should also involve your partners i.e. the
housing scheme managers at this early stage of process.
They may have expectations of the project, which you
need to manage, but also they may have a view on what
a group of individuals might realistically be able to
achieve. Finally, don't assume that the more active and
independent the group, the more sophisticated the
resource they wil l produce . One particu lar SOYH group
was so active that sometimes they wou ld have other
appointments that clashed with the sessions and it
became very difficult to get the whole group together at
any one time; making progress - even on deciding the
resource - very slow.

22.2 Involving the participants
The participants will want to get involved in varying
degrees. Most important is to enable each individua l to
be engaged to a leve l with which ,they feel happy and
comfortable. For example, some individuals will want to
take part in the practical aspects of producing the
resource, such as:
• using a camera and taking photographs
• scanning images
• recording stories or taking part in interviews
• learning dance moves
• writing stories
• researching
• finding materials
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Other individuals might want to be involved in activities
supporting the production of the resource, such as:
• discussion, comment and sharing of ideas, stories,
and knowledge
• listening to music
• watching films
• singing
• looking at photo albums and other literature
• handling objects
Some individuals might be complete ly passive and
remain observers throughout. It is tempting to engage
most with those who are most active, but although the
type of engagement is different with different individuals,
this doesn't mean that it should be less frequent or
focused. Just spending some of the time sitting with
someone who is "observing" and pointing out interesting
objects or facts can be as va luable for that individual as
helping another to use a camera .

22.3 Type of equipment/materials
When you start a set of sessions with a group you might
not have any idea of what equipment you will need .
Hopefully by the end of the first session you will have
d eveloped an understanding of the direction of the rest
of the sessions and also what you might need to facilitate
them. Having a good overa ll p lan for the sessions as well
as individua l session p lans wi ll help you to organise this.
For the SOYH project we bought a laptop and scanner to
work with one group on developing a photo essay book,
and found that we then used them both at nearly every
other session . The laptop, which had a large screen,
became invaluable for enlarging photos and text so that
those with visual impairment were able to see them . In
one case we were able to scan a lady's photograph
album, and then enlarge the photos of her late husband
so that she cou ld see them. She had not been able to
view photos of her husband and children for many years.
Don't forget to ask participants what materials and
equipment they would be interested in using.

22.4 Accessing materials
Once the participants decide on the direction of their
learning, they can start accessing learning and creative
materials. You can assist in this process by researching
p laces where they can start the ir research (loca l libraries,
archives, tourism centres, museums, gal leries and
heritage centres) . Participants may also want to do some

.
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personal research and bring old photographs, letters or
documents to sessions.

22.6 Session time and time outside of
sessions

While your role as the facilitator is to guide the group and
their sessions, participants must be involved in all aspects
of the learning process. It shou ld be stressed that this is
their project and you are there to assist as they create the
resource .

The SOYH project allowed for four two hour sessions with
each group. This enabled participants to learn and to
direct their knowledge and skills towards the production
of a resource . It did not allow for participants to
comp letely create the resource themselves, but re lied on
the free lancer or facilitator to contribute to the creation of
the resource outside session time.

22.5 Staffing
Staffing levels for the sessions wi ll vary wide ly, according
to the ability of the group and the type of resource that
you are trying to develop. However, generally, during the
SOYH project, we found the sessions required two
members of staff as a minimum . If you have frail and
infirm groups you will need extra staff on hand for
assisting the participants in going to the toi let as well as
helping them look at objects or work on their resource.
You may also need extra staff if there is a difficult group
dynamic (i.e. one dominant individua l in the group) so
that the facilitator doesn 't have to spend all their t ime
managing the group rather than facilitating learning .
If you have need of a special set of skills, such as a
freelance photographer, then it is likely that it wi ll be the
freelancer and a member of your own project team.

A lthough session participants were encouraged to sustain
their learning between sessions, very few spent any
additional time working on the physical production of the
resource . Participants may not have the opportunity or
access to the space to come together as a group other
than during your session and they may not have the
capacity or resources to do so either. Therefore, unless
you have a substantial amount of session t ime, expect the
physica l creation of the resource to be carried out largely
by project staff and freelancers outside session time.

Action Points
• Manage expectations re . the creation
of the resource
• Pay attention to less active participants
• Allow staff time outside the sessions to
help with the production of the resource
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When planning informal adult learning, you should aim
to provide support which gives participants the
opportunity to develop; rather than one-off, disconnected
activities. You need to identify learning outcomes for the
groups and individuals involved, monitor progress against
those outcomes and help participant s to pursue their
learning and development beyond the life of the project.

23.1 Learning outcomes
It is easy to lose sight of individual lea rning outcomes,
when you are working with a group. But everyone learns
in d ifferent ways and it will not often be possible to
encourage participants to develop against the same
outcomes at the same pace. You shou ld try and identify
different learning outcomes for each individual. If you are
working with the frail elderly or those with mental health
problems, you will probably involve other care-givers in
this process. You can then add these learning outcomes
to any you have identified for the group and build them
into your session and series plans (see 18 Planning the
learning).
Here are some of the areas in which you might monitor
participant progress:
• The acquisition or development of a particular skill
i.e. photography, using a pair of scissors
• The development of generic skills i.e.
conversation , listening, thinking, analysis, research
• The acquisition of knowledge and/or
understanding
• Levels of enjoyment and inspiration
• Behaviour and activity
• Attitudes
The above areas are loosely based on the Generic
Learning Outcomes developed as part of the Inspiring
Learning for All framework.
Visit www.inspiringlearningforall. gov.uk to find out more.

23.2 Individual learning plans
Having identified the learning outcomes for each
participant, you can draw up an individual learning plan.
This needn't be long and complicated, but should set out
the following :
• nature and ability of the individual
• their individual learning outcomes
• how the project can help them to achieve those
outcomes
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• measurement of achievement against outcomes
opportunities for development beyond the end of
the p roject

23.3 Encouraging development
A properly plan ned and facilitated activity session is 90%
of the work that needs to be done to encourage
participants to grow and develop. An excellent session
will have built into it activities that com pliment the desired
learning outcomes for particular individuals (personalised
learning). But it is important to strike the right ba lance
between supporting and stretchi ng an individua l to
achieve.
Some individuals w ill respond we ll to
challenging activities and t hese will encourage
development; others will feel intimidated by such
activities and wi ll benefit much more from a supportive
learning environment that bui lds their confidence and lets
them learn independently.
Visit www. rarpatoolkit.com/en/rarpa.asp to find out more
about "recogn ising and record ing progress and
achievement"

23.4 Measuring achievement
There are a number of ways in w hich you can measure
achievement. Perhaps none of them are entirely rel iable,
but they give a good sense of the type and deg ree of
progress that has been made by participants:
• observat ion of participants - both in and out of
sessions
• discussion with care-givers
• feedback forms
• feedback d iscussion with participants
By using a number of the above methods, you are more
likely to get a rounded view of how the participant has
developed over the course of the sessions. You should
also think about measuring achievement at various stages
of the project - it may be that a participant makes
dramatic progress over the first two weeks then none at
all in the final six weeks.

23.5 Planning next steps
Enabling or signposting further learning and
development for project participants is very important. In
fact, it is another part of the legacy of your project . You
need to help participants to link their experience of your
project w ith other opportunities for pursuing their
interests and further developing their skills, knowledge,
enjoyment etc.

c;em
•

Sounding Out Your Heritage

The guidance you provide to project participants for
pursuing learning will vary according to the circumstances
and abilities of each individual. The principle should be
to provide guidance which is relevant and realistic for the
individual concerned. Here are some suggestions for
what to include:
• Join a society or special interest group
• Join a community organisation
• Visit a particular shop
• Use the internet to research or to shop
• Visit a museum or other site of interest
• Go to the library to find some information
• Talk to individuals with shared knowledge or
interests
• Read a particular book

Best Practice Toolkit

Action Points
• Create learning plans for each
participant
• Find the right balance between
stretching & supporting individuals
in their learning
• Support participants in pursuing their
learning after the project has finished

24.6 Communicating next steps
An important element of the final stages of the SOYH
project was a letter to each project participant. The letter
thanked them for taking part in the project, summarised
their achievements (referring to their individual learning
plan) over the course of the project and highlighted the
ways in which they might take their learning forward . The
letter reflected on the experience of the group as well as
the experience of the particular individual and gave
guidance accordingly. If you are not able to communicate
these next steps to the participant by letter, you might
instead have an informal chat with the participant or their
care-giver.
You might also th ink about keeping in touch with the
participants and/or their carers for some time after the
project has finished . This can encourage individuals to
pursue their interests more actively because they still feel
part of the original support group. But you must also
respect the wishes of those individuals who are no longer
interested in maintaining contact as well as being realistic
about your own capacity to stay in touch .
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You want to ensure that t he project participants have
equal opportunities to benefit from the learn ing sessions.
So you need to understand any circumstances that might
limit those opportunities and try to provide the
appropriate support. But remember, ask the participants
what sort of support they require in order to make the
learning accessible. You don't want to make unnecessary
arrangements that make the participant
fee l
uncomfortable and cost the project time and money.

24.1 Language and translation
If your project includes individuals whose first language
is not English you may need to factor in translation and
interpretation support.
If you are working with a
registered social landlord or other professiona l
organisation, they may already have access to these
services. Your local authority might also be able to help.

24.2 Religious belief and cultural
tradition
Be aware of any religious or cultural beliefs and traditions.
Offend ing your learners wil l not make the project a
success. If in doubt ask the learners themselves. They
will more than likely be happy to help you gain an
understanding of any issues, and will probably have an
idea of how they can be overcome. There may be
particular days of the week or times of day during wh ich
some individuals can not participate in learning sessions.
There may be particular dietary requirements for certain
individuals associated with their religion.

24.3 Physical disability
Wheelchair users
You may have wheelchair users in the group, so this is
important to consider when choosing venues for sessions.
The doorways need to be wide enough, there needs to
be step-free access and there needs to be a fullyfunctioning disabled access toilet on site. Remember that
there are different types of wheelchair - manual and
motorised - and a range of sizes and models of both .
Make sure you ask the wheelchair user about any
particular requirements they might have. For example
some wheelchairs don't work well outside if it's raining
and some wheelchairs require particular types of lift
mechanism and internal arrangements in order to fit into
a vehicle. You may well need to think about bringing in
additional staff to help those with disabilit ies.
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www.appare lyzed.com/etiquette.htm l
www.wheelcha i ruser. net/

Visual impairment
The level of support required will depend on the degree
of visual impairment. Aga in, you may need to th ink about
an additiona l member of staff to help out - particu larly
when accessi ng the venue. During the learning session
itself, you might be able to support a visual ly impaired
learner by providing text in large print or focusing on
activities t hat use senses other than
sight.
www.rn ib.org/Pages/Home.aspx

Auditory impairment
You may need t he support of an individua l tra ined in
British Sign Lang uage o r you may need to think carefully
about ensuring that an individual with hearing problems
can easily lip-read those who are speaking. Alternative ly,
if the individual will benefit from an induction loop, then
try and find a venue that can provide this support. Again,
including activities in a learning session that use se nses
other than hea ri ng will be important. www. rnid.org.uk/

24.4 Physical health
You may be working with individuals who are quite frail
and have restricted mobility. Often t he best way to
ensure that people get the most out of the learn in g
experience is by having extra, specialist staff on board.
You need to think about planning learning sessions wh ich
are as comfortable as possible for people. Have you got
comfortable cha irs for people to sit on? Is it easy to get
to the toilet faci lities? Is there someone on hand who can
help in case of an accident or medical problem? You may
have participants with arthritis o r restricted mobi lity of
their limbs and again, it may be useful if they have
someone to help them with more manua l tasks. Many
individuals will fee l reluctant to go into a new
environment if t hey are uncertain of the support and help
avai lable there.
There are of course a range of other reasons why an
individual of any age might find it d ifficult to ful ly engage
with the learning experience; For example learn in g
difficulties, poor literacy and numeracy skil ls, poor social
skil ls etc. We have tried to address some of these barriers
in sections on 18 Planning the learning and 21

Facilitating the learning.
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Action Points

• Consult with the group
about their access needs
• Remember that access needs
might not always be obvious
• Take the appropriate steps
to improve access

.
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The steps you take to ensure the health and safety of staff
and participants don't have to be b urdensome; simply
practical and proportionate.

25.1 Health & Safety
When working with in registered sheltered schemes or
care homes it is the responsibi lity of the scheme to ensure
the health and safety of project participants. It is
important that you discuss health and safety with the
scheme manager and familiarise yourself with t heir
policies and then ensure that your sessions adhere to
these policies.
You will also need to think about the hea lth and safety of
your own staff - particularly the staff who are working
directly with participants. You should have a health and
safety policy for your organisation anyway, but you should
also draw up a policy specifically for these activities.
For practical guidance on health and safety issues, visit
www.hse.gov.uk/

25.2 Risk Assessment
An integral part of your health and safety policy, will be
the action you take in terms of assessing risk. You might
think about producing a standard risk assessment for each
group you are working with. Find out everything you can
about the group members and the place of learning and,
if possible, work together with an individual who knows
the group well (i.e. a housing manager).

25.3 Safeguarding & CRB checking
Wheth er it is working closely with young chi ldren,
individua ls with disabilities or vu lnerable adults, it is
extremely important to ensure that the professionals and
vo lunteers working with the group are fit to do so. It is
not only ethical ly sound, but legal ly requ ired that all
professionals or volunteers involved in program me
sessions have an enhanced CRB disclosure.
CRB disclosu res are requested by employers or other
group leaders for particular memb ers of staff. The CRB
disclosure wi ll be based on t he relevant history of the
individua l you are employing up unti l the point of
employment. Therefore, someone who you employ to
work on you r project may we ll have a CRB disclosure for
a previous job. It is up to you as an employer to decide
whether or not to take their previous CRB disclosu re as
proof enough of their suitability to work with your project
participants. Many employers choose to carry out
another check.
If you are working with a housing society o r a city council
that regularly processes background checks on
prospective employees o r volunteers, t hey may easily
direct you through the appl ication process. However, if
you are working more independently, you may need to
complete an application through a CRB processing
centre.

Completing the application
You will then have to amend and adapt the risk
assessment for each session, depending on the activity
being offered, the venue and the nature of those taking
part. For example, if you want to take the participants to
the museum, visit the museum first to ensure that they are
able to cope with the number and nature of people i.e.
Do they have disabled access? Are there appropriate
toi let facilities? Is there enough seating? For the SOYH
project, the museum provided chairs in the gal leries for
our participants to enable them to have a rest when
required. You should also involve any freelance staff to
help you to identify any risks posed by running particular
activities. For example participants with dementia or
poor sight might be endangered by using items such as
scissors. What is the level of this risk? What can you do
to mitigate it? In addition, you will need to make sure
that you have gone through a similar process with any
external transport compa ny you are using.
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Various forms of identification are needed in order to
complete the application . These might include:
• Passport (any nationality)
• UK birth certificate
• UK issued Driving Licence
• EU National Identity Card
• Financia l statement (with current address)
• Utility bill (with current address)
• Recent addressed payslip
• Work permitNisa (UK)
Please note that CRB disclosure can be a lengthy process
- particularly if workers and volunteers have moved a lot
within the last five years or lived in different countries.
The cost for CRB checks vary depending o n the way in
which the application is processed: individually, through
an agency or as a volunteer.

.
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Visit the Criminal Records Bureau website for
more information . This also contains guidance on
the new Vetting and Barring Scheme (VBS):
www.crb.homeoffice.gov.uk

Action Points
• Understand and adhere to
relevant health & safety policies
• Complete a risk assessment for each
session
• Ensure all staff/volunteers working
with vulnerable adults are CRB-checked
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Ce lebrating the involvement and the achievements of
participants (and partners) shou ld be a key feature of your
project. It is a way of showing that you value everyone's
contributions and it is an opportunity for t hose involved to
feel proud of what they have achieved.

26.1 Celebration event
The celebration event is the grand finale. It doesn't
matter how much or how little an individual has been able
to contribute to t he project, th is event recogn ises t he fact
that they have taken part.
It is a chance for the
participants to share t hei r experience w it h t heir friends
and fam ily. The celebration event is also an opportunity
to bring project partners, stakeholders and staff together,
to advertise what the project has achieved and to show
others what is possib le.

Who to invite
The
and
•
•
•
•
•
•

guest list w ill vary depend in g on who your partners
participants are. For the SOYH p roject, we invited :
Participants
Friends and family of t he participants
Session facilitators, including museum partners
Scheme managers and staff
Local councillors
Sen ior housing managers from the partner
organisations
• Other local dignitaries as listed by participants
(including local church lead ers, local vil lage
newsletter editor, mayor, community workers etc)
• Press
• GEM management

Venues
Your choice of venue w ill depend on the size and access
needs of the participants. You m ight also t hink about how
easy the venue is to reach by public transport particularly for those partners and stakeho lders who
might be coming from some d istance.
If you are working with t he frai l elderly, you m ay find that
it is best to hold the celebration event on site to
encourage more participants to attend. You may need to
bring two groups together for a ce lebration event particu larly if you plan to invite the same d ignitaries and
partners to each event.

travel to the celebration event s.

Structure and content
Try to involve the participants in the plann ing of the event
and in the setting up and runn ing of the day. Thi s wi ll
g ive them a sense of ownersh ip of both thei r work and
their celebration. Draw up a p rogramme for each event.
Ta lk it t hrough with t he participants (where possible) and
see if they have anything that they would like to add. Ask
them if they would like to say something. M ake su re that
everyone involved is aware of t he programme and their
part in it.
W ith the struct ure and conte nt it is important to fin d a
ba lance. Too many speeches and people become
restless and bored. This w ill take the shine off t he event
and may make the participants feel that the event is m ore
about the professiona ls patting t hemselves on the back.
Too few speeches and they may feel that they have not
been taken seriously enough.

Catering
It is important to provide refreshments at the celebration
event. It helps to create a sense of occasion. You might
be able to use the o nsite caterers if you are basing t he
event at a housing association site or other community
venue .
Alternatively, look fo r recomm ended lo ca l
caterers or provide some light refreshments you rself
(although you will need to make su re there are tea and
coffee making facilities on site).

Logistics and set up
Planning a single celebration event can be complex
enough, especia lly if you are plann ing it whilst trying to
complete the p roject. Plannin g m ultiple events, whi lst
trying to comp lete th e project, requires precision
p lanning. Each element, no matter how sma ll, needs to
be thought out.

26.2 Recognising achievement
There are many other ways to recognise the achievements
of the participants. Here are some suggestions:

I

It is important to provide transport for those who need to
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Photographs
Take photographs of the participants and thei r work. You
ca n give copies of these to participants and their famil ies
and use them to create an exhibit ion at the celebration
events.
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Guest book
Bring a guest book to your celebration event/sand invite
guests to write their comments about t he project and the
achievements of the participants. Send a copy of the
comments to the participants.

Action Points
• Involve participants in
planning their ce lebration
• Use the ce lebration event as an

Resource
Make th e resource p roduced by participants t he centre
piece of the celebration events. Where possible, give
participants a copy of the resource .

opportunity to bring everyone together
• Make sure the event has a
real sense of occasion

Certificate
Present each participant with a signed certif icate of
achieve ment at the celebration event. Wh ere possib le
get a loca l dignitary to present the certif icate. You should
also try and get p hotographs of each participant receiving
their certificat e.
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Taking photographs and making videos of your project
activity is useful for a number of reasons, it:
• Provides evidence of project activity (to include in
project reports or on your website)
• Can be used to market and publicise project
activity (accompanying newspaper articles,
exhibited at celebration events etc)
• Can be used to assist evaluation (recording
people's feedback, reviewing photographs)
• Can be used to illustrate project resources and
dissemination materials (toolkits)

27 .1 Photographs
Taking photographs of project activity is one thing, but
taking good quality photographs is another. You can
keep costs down by doing the project photography
yourself, but reading through the headings below, you
may well decide that it is worth investing in hiring a
professional photographer; if so, have a look at the
section 19 Working with freelancers for more guidance
on hiring in external support.

27.2 Video
Again, employing a professional to take the video
footage is often the best way to achieve good quality
results - particularly if you want to use the video as a
serious promotional tool (as we did with the SOYH
project, producing a short promotional video for a
professional audience). You might want to produce a
video diary of the project, but think carefully about who
will watch this footage - something short is much more
likely to keep people's attention and make an impact.
Remember, producing a video is very expensive, so be
sure that you are clear about what you want it to achieve.

good guide
• Most cameras will take photographs in JPEG
format - this is a good format to use for displaying
images on screen i.e. a website
• If you want to print images, resave your JPEG
photographs as TIF files

Video
You can make a video using your mobile telephone or
your camera, but if you want good quality footage, you
should really use a digital video camera . Make sure that
the camera has a good sound recording facility and if
necessary, purchase a microphone that you can attach to
the camera to record sound (i .e. during interviews) .
Typically your camera will come with a memory card, miniDVD or mini-DV tape on which to record your footage .
You can then transfer this device to your computer and
most MACs or PCs will have software - such as Windows
Movie Maker - to help you edit your footage.

27 .4 What to record
Photography
Photograph as much of the project activity and as many
of the project participants and project staff as possible .
You want to have the flexibility to use images as often and
in as many ways as you like. For SOYH, we agreed with
the project photographer that he would take
photographs of at least one session with every group and
would also photograph each celebration event. The
photographs of the sessions included photographing the
resource itself, other objects and materials that were
being used in the project and the project participants.
The best shots were those that focused in on objects and
people and captured the emotional sense of the activity
i.e. smiling, laughing, concentration, fascination etc.

27 .3 Format and equipment
Photography
Here are some basic guidelines for ensuring that you end
up with good quality images that can be reproduced,
enlarged and printed:
• Use a digital camera, so that you can delete
unwanted images as you go
• Your camera should have at least three mega
pixels, to ensure that you have high resolution
images
• High resolution is about making sure you have a
large number of dots per inch, so that the image
can be enlarged - 300 dots per inch (DPI) is a
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Video
Video is a little less effective at capturing moments and
expressions but is great at documenting interaction,
dialogue and information . As well as filming activity and
discussion, you can also ask informal questions of
participants or project staff as the activity is taking place.
Alternatively, you can set up more formal interviews with
chosen individuals and ask specific information about
them and their experience of the project. Ultimately, this
range of video footage will be edited into a story of
images and dialogue, but as with the photographs, you
want to make sure that you have a good selection of
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footage to edit. Decide we ll ahead how your video will
look. Discuss it with your video producer and seek his/her
advice. He/she will tell you if what you want is possible or
not.
W hen it comes to deciding who wil l take your project
p hotographs and/or make the video, do think about how
m uch t ime is going to be needed to fi lm or take
photographs and then pot entially to edit and rep roduce
t he material . For example, SOYH project staff quickly
found it impossible to run a session and to take
photographs - the re simply wasn't the time.

27 .5 Using other images and footage
You can use other images and footage, particu larly to
illustrate you r project activity and any resources you might
be prod ucing . For t he SOYH p roject, we also used many
o ld photographs of o ur participa nts, objects and places.
We took a scanner and a laptop to most sessions which
meant that the participants d id not have to let their
precious photos out of sight and had the opportunity to
learn how to scan photos and manipulate them on the
computer.

27 .8 Copyright
W ith photography, as with art, the copyright remains with
the photographer. However it is important to remember
that if you have government funding the copyright for any
book etc produced with their funding will hold Crown
copyright.

27. 9 Where to find talent
W he n looking for professiona ls in th is field try and get
recommendations (preferably more than one) so that you
can make a comparison on price and images. Look at the
work that they have done previously. Make internet
searches, many will have websites where you can view
the ir work, and if necessary place advertisements.

Action Points
• Be clear about what you want to achieve
through photography and video
• Record more footage than you need
• Be sensitive in your use of photographs
and video

27.6 Photography and video during
learning sessions
Taking photographs or videoing d uring sessions can b e
intrusive . Th is process needs to be managed very
carefully and if you are working with a professiona l
cameraman , ensure that you employ someone that is as
good with people as they are with their camera .
Do warn participants that there will be people taking
photographs and video footage . People may wish to
present themselves in a certain way. Introduce them to
the professional so t hat they can ask questions and fee l
more comfortab le about t he process. Tell the m what t he
images will be used fo r, and also whether or not they wil l
be given any cop ies. We found that once the groups
were comfortable with the photographer in particu lar, and
the fact that images were being taken they forgot he was
there.

27. 7 Image permissions
W hen taking and usi ng photographs of people; you m ust
obta in t heir perm ission. W e inco rporated t his into our
reg ist ra ti o n forms.
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The st arting point for any marketing exercise has to be to
develop a p lan or strategy. For a small project t his may
only be one side of A4, but it is important to set out what
needs to be done, when it needs to be done and how
much money you have to spend. These are some of the
elements that need to feature in your marketing strategy:

28.1 The message
What is your project about? What are you trying to
achieve? Refer back to Developing the idea to remind
yourself of those few core sentences t hat encapsulate
your project. Th is is the core message of your project and
if the target audience, partners, stakeho lders do not
understand what it is that you are trying to achieve they
are unli kely to engage with you .
Alongside the core message, you should also have
specific messages for particular audiences. For example,
your message to the local press m ight be about "helping
to strengthen the local community by encouraging
respect for and interest in our elderly residents' heritage".
Your message to a national housing association might be
"the benefits of heritage learning activities in promoting
interaction and personal we ll -being amongst elderly
residents" . It is good to establish these messages early
on and have them at your f ingertips when producing
reports, press re leases or talking to people about your
project.

28.2 Branding
Bra nding is a multi-dimensional area and we won't go into
great detail here except to say that making your project
recogn isable is important. It doesn't have to involve great
cost. You can develop a brand by:
• Ident ifying a common font and format for all your
p ublic documents
• Creating a simple logo and ensuring t hat you use
t he sa me logos on every public document
• Usi ng the same strap lines or repeati ng t he core
message in your documents, emails, press releases
etc.
If your project has outside funders, you m ust also consider
the use of logos - where and how t hey are positioned and
used. In t he case of SOYH, it was specif ied that the
Transfo rm ation Fund logo appear in t he upper rig ht
corner of all printed materials. GEM 's style is to use its
logo in t he upper left corner on documents.
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Brand ing is all about building famil iarity with your p roduct
and familiarity means people are more likely to engage
with your work.

28.3 Marketing tools
Th ere should be lots of weapons in you r marketing
armoury! And d ifferent marketing too ls wi ll work for
different groups. Remember not to produce a marketing
materia l in isolat io n; you r press release should refer to
your website, your website should have the proj ect
contact information etc.
Always give readers the
opportunity to fi nd out more.

Press releases
Send these out to sector publ ications, reg ional and
national print press, te levision and radio . Your press
release shou ld incl ude at the end Notes to the Editor
(which provides any necessary background information)
and the contact details for your organisation o r the
individual dealin g with press and PR.
Articles
Contact publicatio ns which you thin k might be interested
in your project. Offer to produce a short article. They will
be particula rly interested if you can find an " angle " for
your article which su its their readers.
Website
If you have a website for you r organisation, keep it
updated with information about the project and include
your web address in any other marketing material s you
produce.

28.4 Networking and communications
Alongside t raditio nal, formal marketing and PR activity,
you should also try and maintain the profile of your work
within your organisation and sector. The aim of this
communications activity is to create a "buzz" about your
work and conseq uently build up a w illing workforce of
advocates for your project. The people you need to thi nk
about are: staff not working on the project, trustees and
senior
ma nagement,
project
partn ers,
project
stakeholders, your network of contacts (in t he case of
GEM, th is wou ld include GEM members), other contacts
in your sector.
Some ways of promoting your project to t hese aud iences
might be:
• Internal newsletters or intranets
• Project reports to senior management and trustees
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• Email updates to project partners and
stakeholders
• Speaking at conferences, events and meetin gs
w ithi n the sector
• Attending networking events

28.5 Dissemination
The marketing of your work doesn't stop when the project
finishes - it simply takes a different form. Even if you are
unable to sustain the work of the project in the long term,
you can ensure that it has a legacy by sharing what you
have learned throughout the course of the project: new
ways of working; new sources of inform ation; mistakes
made and lessons learned . Giving an honest, clear
description of how your project went will be invaluable to
others who might want to do similar work. You can share
your experiences in a number of ways:
• Write an article of case study for re levant sector
publications
• Produce some guidance materials or toolkits
(online, DVD/CD, paper)
• Run a training event or conference
Disseminating best practice doesn't need to be
expensive, but if it is going to cost you money, you should
build th is cost into the project budget at the outset indeed for many funders they would want this sort of
legacy creation to be part of the project. Alternative ly,
you can charge for the information you disseminate particularly if you are running an event or producing a
resource, which typically people would expect to pay for.
Wh en writing your dissemination materials, ensure that
your reflections on the project are balanced and invite a
number of people involved in the project to contribute to
this reflection process. It is easy only to identify the
negatives if you have been immersed in the delivery of
the project and spent little t ime witnessing its impact on
other people. So, don't gloss over the problems, but
highlight your successes because in order for others to
build on your work and learn from your mistakes, they
must be inspired to do so.

Best Practice Toolkit

GEM Case Studies - published in May and November
every year and containing case studies of innovative
education practice through heritage with a wide variety
of aud iences - www.gem.org.uk

Our Place - The Our Place network is a free on line forum
for sharing ideas about how to broaden engagement with
heritage; you can upload documents, publicise events,
talk t hrough particular problems or issues. It is free to join
- www.ourplacenetwork.org .uk/

GEM JISCmail - this is a free email list for those involved
in heritage education . To join, follow the instructions via
th is link - www.jiscmail.ac.uk/lists/gem.html

Community Care - th is is the hub for al l those working in
community care, producing a magazine, comprehensive
website, forum and blog www.communitycare.co.uk/Home/

Social Caring Magazine - monthly magazine on social
care -www.socialcareassociation.co.uk/Default.aspx?tabid=67

Health & Social Care in the Community - International
journal covering the common ground between social care
and health. Includes research papers, news, reviews and
evaluations of practice and policy (tel: 01865 791100,
email: hsc@man.ac.uk, editor: Karen Luker)
Inside Housing - Information on social housing issues www.insidehousing .co.uk
Age Agenda Bulletin - Published by Age Concern,
provides updates on changes in policy and legislation in
areas affecting older people. Read by older people and
those who work with or care for them www.ageconcern .org .uk

Action Points
• Know your message
• Build your brand
• Use multiple marketing tools

28.6 Publications in the heritage and
housing sectors
Here is a selection of publications across the housing and
heritage sectors where you might think about publishing
articles or case studies:

c;em
•

61

Reasons for consulting

Finding your participants

1) You have a lot of general, sector-based or national
evidence suggesting that older people need your project,
but do you have any data from your immediate
geographical area?

How you find your participants will depend on who your
intended target audience is for the project. If you are
intending, as we did at GEM, to work with social housing
providers within residential homes, there is little point in
advertising in the local paper, or putting up posters in
supermarkets and doctors' surgeries. Think about using
other professionals that have contact with your target
audience. They are usua lly keen to he lp, particu larly if
they understand the benefits of your project.

2) You have a great deal of quantitative data supporting
the demand for your project, but what about exploring
ind ividual opinions and sets of circumstances in your local
area? What about collecting some qualitative data?
Making the effort to do some data collection yourself will
help you to refine your project idea based on the real,
practical circumstances of yo·ur local audience . This will
help to convince funders of not only of the value of your
project but its likelihood of success.

Setting the parameters
It is important to define why you are consulting and what
you want to achieve with the consultation process. Write
a brief mission statement that sets this out and constantly
refer to it. One paragraph of no more than two or three
sentences will do. It will help you . to keep your
consultation focussed. It is very easy to get carried away
by the process and to end up with too much information
to analyse effectively.
Identify the 'community' with whom you wish to consult.
Remember that a community does not have to be defined
by the physical boundary of 'place' it can be a group with
a common interest or other such bond . Where are they?
How can you best reach them?
Ask your consultation group specific questions; answers
to which w ill he lp to inform your project development.
Structure the consultation flexib ly by giving a number of
options for delivering certain aspects of the project and
allow respondents to make suggestions.

Timing
When you consult will depend on your reason for
consulting (i.e. to assist with development of the idea
would require consultation at the beginning of the
process etc.) . The main factor of timing is to allow
sufficient time to find your participants, conduct the
consultation, ana lyse the resu lts, d isseminate the findings
and ask for feedback on the resu lts from the participants.
'(ou may also need to disseminate the resu lts throughout
your own organisational structure for comment as well.
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You may wish to include some professionals that work
with the target group in your consultation as they often
have a good idea of what will or won't work .

Mechanisms of consultation
The 'how' of the consultation is a large topic and what
works for one project may not work for another. Again
the method you employ will also depend on who is being
consulted and the nature and complexity of the
consultation, as well as the time factors involved.
Whichever method you employ make sure that you:
• Convey a clear message as to what the
consultation is to achieve
• Give background information on the project
• Convey the role of your organisation and the
participants in the process

Techniques can include:
Community conversations - Participants come together,
informally, around tables and discuss the project ideas
over refreshments. The topics for discussion are preset
and each participant's views and ideas are recorded .
These are then collated, analysed and distributed to the
project management team and the participants for
comment. This method works best in the very early
stages of project development.
Surveys and questionnaires - This is a tried and tested
method, but if you are dealing with people who have a
physical or mental disability, it may be best to avoid
written feedback methods.
Focus groups - Participants attend by invitation and are
drawn from target groups to d iscuss the project. Focus
groups are particu larly good for specific project issues
and can be called on at any point during the project.
Consu ltative workshops - Having gained va luable
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information from early consultations with professiona ls
working with the target audience GEM employed this
method of consu ltation with its learners. We were able to
take elements of our project to potentia l learner groups
and let them try some of the activities. We asked them
questions about what they liked, or didn't, and also
gained an idea of where they thought the project cou ld
go from there . It also gave us a usefu l insight into how
particular groups (particularly those that were more frai l or
suffering from dementia) would react to different types of
activities and facilitation methods.
Shop front consultation - A stall is set up in a p lace likely
to be visited by a high number of the target aud ience (i.e.
libraries, supermarkets etc). Interviewers then discuss the
project with individuals as they pass by.

Evaluation
Remember to eva luate your consu ltation process to
ensure that you are able to do it better next time. Include
your promotional techniques, who was consulted, the
numbers t hat you consu lted, the methods used, the
timesca le, t he information provided and the feedback
from the participants.
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The heritage sector is broad . Organisations covered by
this banner include: historic houses, castles, ancient
monuments, museums, galleries with permanent
collections, archives, libraries, historic parks and gardens,
industria l and maritime heritage and heritage centres
amongst many others. Sites and collections might be in
private or public ownership; they might be managed by
charitable trusts and fo undations or they might be owned
by businesses, the military or a university. So if you are
thinking about planning learning around your loca l
heritage, look carefu lly for the individua ls and
organisations which might be able to support you; they
aren't always obvious.

Organisational structures
The structure of organisations within the heritage sector
differs according to t heir size and type. M ost heritage
organisations provide learning and outreach services; it is
simp ly a question of identifying who within the
organisation has responsibi lity for this.

Education Department
Typically responsibility for working with over-60s wil l fa ll to
the education team and specifica lly an individual with
responsibi lity for informal or lifelong learning (as opposed
to forma l learning - which normally means schoo l
groups). However, in a small/med ium sized organisation,
they are likely to only have a sin g le educatio n or learn ing
officer with responsibility for engaging al l audiences.
Outreach Department
If you are thinking particularly of running a project which
will be based outside a museum or heritage organisation
- perhaps in someone's home or a community centre try askin g to speak to somebody in the outreach
department.
These individuals run the outreach
programmes for a range of aud iences; for example
bringing hand ling co llection s to hospitals.

Other titles or departments that might have responsibility
for working with over-60s on learning projects are:
audience development, visitor services, diversity and
inclusion .

Supporting informal adult learning
Heritage organisations have an important role to play in
promoting individual and social we lfare, particul arly in
loca l areas. Reviewing the 2009 Centre for Urban and
Regional Development Studies (CURDS) research into the
ro le of the historic environment in creating a stronger
sense of place, Heritage Counts 2009 notes "it is not only
living in areas with high densities of historic buildings that
matters. Equally if not more important to a heightened
sense of p lace and social capital is the extent to which
people understand and take an active interest in the loca l
historic environment" . Supporting socia l we lfare t hrough
engagement with heritage w ill grow in importance as
recession provokes social and economic deprivation and
the potential for socia l exclusion and commun ity division .
Heritage organisations are also keen to ensure that they
engage with the widest range of audiences - not just
those from affluent, white, middle-class backgrounds.
There is also concern within the sector that organisations
must engage more effective ly with the growing
population of o lder people. The Museums Li braries and
Archives Council have produced a report outlining the
benefits for o lder people of engag ing t hroug h heritage www.m la.gov.uk/what/policy_development/learning/adul
t_learners

Projects Department
In some large organisations, there may be a team
dedicated to project work which sees them coordinating
project work across a range of departments - curatorial ,
education, exhibitions etc.
Curator or manager
In very sma ll organisations, often the curato r or manager
will have responsibi lity for the education and engagement
activities they offer.
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Registered social land lords and counci l housing
departments provide homes for some of the most social ly
and econom ically excluded people within our society.
Over-60s living in social housing might be living
completely independently, in sheltered accommodation
(either "supported" or "extra care" and with a housing
manager) or in a nursing/ care home.
The majority of Registered Social Landlords are housing
associations. Housing associations are typica lly charities
(or not for profit) and they are regulated by the Housing
Corporation, which also funds new affordable housing www.housingcorp.gov.uk. The Housing Corporation will
also provide reg ional lists of housing providers within
England .

Organisational structures
As w ith heritage organisations, t he personnel structure of
housing assoc1at1ons or loca l authority housing
departments can vary, but the typica l structure
encountered through the SOYH project was:
Structure Chart for Canterbury Schemes

Senior Housing
Manager Elderly Care

Housing

Housing

Scheme

Scheme

Manager

Manager

The senior housing manager - elderly care would be
responsible for a number of different housing sites for the
elderly (or "schemes") in the area. Each "scheme" would
then have its own housing scheme manager. In some
cases during the SOYH project, contact was made directly
with the scheme manager in the first instance (particularly
where it was not clear who the managing local authority
or housing association was) . In other cases contact was
made through the head of housing (senior housing
manager), and then meetings were set up with the head
of housing and the reg iona l manager, before we were
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introduced to the housing scheme managers. In these
cases the schemes that we worked at were chosen for us
(this in itself led to some issues around understanding the
group we were working with, and our preparation for the
sessions). In a couple of the schemes we were given the
name of a resident who was able to work with us to
motivate participants, and in one scheme we were
al located a member of the care team to work alongside
us. The structure of al l the organisations is rough ly the
same in terms of hierarchy, but the way in which we
interacted with those structures very much varied .

Supporting informal adult learning
Providers of social housing for the elderly are constantly
looking for ways to improve the lives of their residents particularly in terms of their mental and social
engagement. Many providers wi ll be keen to work with
partners who ca n support this agenda . We identified two
particu lar areas in which we were able to support social
housing providers:

Accreditation
The Centre for Housing and Support helps to support and
develop professionals in England working in Housingrelated support. The centre has established a Code of
Practice which is a quality standard encompassing longterm housing -related support services delivered to
vulnerable client groups in any setting, including Extra
Care and Floating Support. Housing schemes apply to
have their service accredited by demonstrating that they
meet the Code of Practice . In order to successfully
complete this process, they have to produce evidence for
and demonstrate that they meet 10 standards: service
delivery, policy and legislation, equality and diversity,
tenants' rights, confidentiality, independence and
empowerment, the professional role, col laboration and
community support, staff training and finally physical
environment.
For more information on the Centre for Housing and
Support, visit www.chs.ac.uk/index.php?page= _Home

The Eden Alternative
This is a well -recognised approach to creating positive
care environments for the elderly and its principles are
upheld by many social housing providers in England and
internationally. It focuses on "three plagues" - loneliness,
helplessness and boredom - as the main causes of
suffering for elders in an aged care environment. This
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approach seeks to combat these ills by changing the
physical and social environment of an aged care facility,
underpinned by a revision of the care philosophy of the
organisation.
The fol lowing website provides more detai l on
implementi ng the Eden Alternative and the impact on
elderly people: www.alzheimers.asn .au/index.php?page=
viewStory&id = 8209
This article looks at how Abbeyfie ld Housing (one of the
housing associations involved in the SOYH project) has
adopted the Eden A lternative -www.communitycare.co.uk
I Articles/2009/08/07 /112313/The-Eden-Alternativemakes-Abbeyfield-residents39-dreams-come.htm

66

c;em
.

The language of budgets
The way you and your organisation manage and monitor
income and expenditure might not be the same as that of
the funder. So to avoid confusion, look out for the
following nuances:
Accounting years
What accounting year do you and your funder base your
budgets on? The fiscal year (April to end March), the
calendar year, your own organisationa l accounting year
or the project year? In the case of UK government
funding you will generally need to present your budget
on a quarterly basis over a fiscal and on some occasions
a project year as well. If the project has European funding
as well you will need to produce the same figures over
the course of a calendar year. This can be: very confusing
and time consuming. The best approach is to estimate
your income and expenditure on a week ly basis, so that
these figures can be adapted to fit any accounting year

Units of measurement
When you are budgeting for staff time, you can do so on
an hourly or daily basis. Make sure you and your funder
are using the same unit of measurement.

Foll ow this link for match funding guidance from the National Lottery - http://www.lotteryfunding .org.uk/partnership.htm

In-kind funding
In-kind funding or contributions in kind are tangible, noncash contributions to sustaining the project. For example,
the free loan of office space or equipment. This must be
recorded and evidenced as part of your project budget.

Full cost recovery
Organisations running projects incur direct project costs
and overheads. Historically, funders have only funded
direct project costs rather than overheads or core
activities. This has meant that many smal l organisations
have been unable to recover the costs on their project
work. The government has recently introduced Fu ll Cost
Recovery to help grant-givers and receivers to address
this problem .
For more information on full cost recovery, visit
http://www.cash-online.org .uk/content/1 /56/ or
http://www.financehub.org .uk/uploads/documents/fh_full
_cost_recovery_Aug06_59 .pdf

Linking your budget to your accounts
Make sure t hat your budget is linked, through cost centres
and income streams, to your organisation's accounts.
Keep all original financial documentation re lated to the
project with your organisation's accounting files. But keep
copies of everything in your project files. If you are ever
subject to a financial audit by a funder or a professional
auditing firm , you wil l need to have a clear paper trail.

Match funding
Some funders require you to acquire add itional match
funding from another source in order to secure their
grant. Up to 50% match funding can be required. You
might find match funding through a project partner,
through another funder or you can contribute staff time
from your own organisation - which is now generally
considered to be cash match not in kind . Typical ly, all
match funding must be agreed and in place before
submitting a fina l bid .
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There are a range of activities that will enable you to use
heritage as a way of fa cilitating learning amongst older
people . Below you can find out about the types of
heritage learning activity available and where to find out
more about what is invo lved and the delivery skills
required .

Types of heritage learning
Reminiscence
Reminiscence activities are about stimulating memories
using pictures or objects. These things are effective
because they have a historical significance for the
participants or alternatively prompt memories because of
the way they fee l, smell , taste etc.
http://www.age-exchange.org.uk/about_us/index.html
Oral history
Oral histories are a translation of the past through a series
of personal stories. Learning can be built around the
te lling and recording of personal stories but also around
the editing and creation of a finished oral history
recording .
See the How To - Record an oral history
http://www.oralhistory.org .uk/
Object-handling
Object-handling is the use of objects to stimu late
discussion and exploration of important issues and topics.
Object-handling is a good warm-up activity.
http://www.museums.ucl .ac.uk/research/touch/

Guidance on learning and engagement
through heritage
English Heritage - For genera l guidance on community
engagement through heritage, have a look at:
http://www.englishheritage.org .uk/server/show/nav.1657
Heritage Lottery Fund (HLF) - Search the HLF website
for deta il s of the projects they have supported. It may
give you some ideas for activities:
http://www.hlf.org .uk/ourproject/projectsbyactivity/parti
cipation/Pages/index.aspx
OR HLF also publish free down loadable advice toolkits.
There is a lot here on community engagement,
participation, learning, working with the disabled etc. in
a heritage setting :
http://www.hlf.org.uk/aboutus/Pages/a llourpublications.aspx

Heritage Learning Training Providers
GEM - www.gem .org.uk
Museums Libraries and Archives Counci l
www.mla .org .uk
Museums Association www.museumsassociation .org .uk
Association of Heritage Interpretation - www.ahi.org .uk
The regional federations of museums and gal leries i.e.
Yorkshire and Humberside, North West, South West etc.

Inter-generational learning
Inter-generational learning is the bringing together of two
generations to learn together and learn about one
another. There are opportunities for sharing of ski ll s and
knowledge between generations and for building
relationships and understanding.
http://shop.niace.org.uk/thinkcommunity.html
Live interpretation and museum theatre
Live interpretation is the use of people (i .e. actors,
practitioners, interpreters) to bring history and heritage
to life. People can act parts (first person interpretation) or
they can dress up and represent characters from a
particular period of time .
http://www. heritagei nterp.com/language.htm
http://www.imtal-europe.net/
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During the SOYH project, we worked with some very frail
individuals; some of whom were experiencing the early
stages of dementia or other debilitating illnesses. Many
of these individuals struggled to comprehend the aims of
the project and were unable or even unwilling to decide
on the course of their learning or the resource they would
produce. This reduced capacity to engage in project
activity challenged the SOYH princip le of se lf-directed
learning and we found that the decisions about the
project's direction were made by the project team
interpreting and responding to the participants.

It is important to work with the participants at a level and
intensity with which they are comfortable. Even though
we were often frustrated at the progress we made with
these very frail groups, the staff assured us that they were
seeing positive benefits for the individuals involved.

It was very much a 'trial and error' scenario. With one
group we had issues that . ranged from a couple of
individuals who were very agitated due to their medical
condition (one of whom kept leaving the room), to those
who refused to speak, but still wished to stay and listen to
others whose loss of memory was such that they cou ldn't
remember what they had done for a living. Within this
group there was very little interaction between the
participants, which meant faci litating group discussion or
activity was difficult and often inappropriate for the
individuals involved. We used two methods to engage
the participants:
• Stimulating the group i.e. playing records on an
o ld wind-up gramophone, which caused a lot of
smiles and some to break into song; sensory
objects, including fresh herbs; and large pictures
of objects from their past
• One to one interaction
Due to the restricted capabilities of the group, it was not
possible for them to produce a resource that involved
practical activity i.e. voice recording or physical activity.
Instead the project staff spent time stimulating the
memories of participants in key areas and having spent
t im e d iscussing food and recipes from t he participants'
past, it was decided that the group wou ld produce a
recipe book, with snippets of their stories and
photographs of relevant objects. One participant of
nearly 100 could clearly remember being a cook at a big
house locally, and this was the only story that she ever
spoke about. If we tried to ask her about other memories
she just returned to her story about being a cook. We
therefore worked with her to explore more about this
period of her life.
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Sounding Out Your Heritage

"Sounding Out Your Heritage is all about getting over 60s together in small groups to explore
times gone by and record their personal stories. Working together over a number of weeks,
participants made some fantastic resources: story books, audio CDs, leaflets, posters, a memory
box and a sensory quilt. "
Dr John Stevenson, GEM director
"It was great. I wish we could do something like that every week. It has been something to look

forward to."

Iris Bolton, Cranmer House

"I can't believe my mum did this. It's great! She didnft even tell me she was doing this project until
she asked me to come to the celebration event. It's been really good for her."
Daughter of Margaret Mcintosh
"You live with all these people and just don't know half of what they have done all their lives."
Alvina Bird, Windsor House
"I enjoyed learning about photography. Tim was very good. We all learned so much."
Rita Grieves, Snowdown Court
"It's hugely beneficial for museums. It's a new audience for us working with older people in
residential homes. The secret is to go back and to keep going back and to build that relationship. "
Martin Crowther, education manager
"It keeps the mind active, it keeps people involved, it gets people together to talk about things
rather than just sitting around and perhaps doing nothing. So I think it's been a real benefit. "
Adrian Bray, supported housing manager
"I have been developing and managing projects for more than 15 years, and I think the Sounding
Out Your Heritage project has probably been one of the best experiences of my career. "
Chrissy Stower, project manager
"Thank you for making the whole experience worthwhile and enjoyable, all involved really enjoyed it."
Nicky Pett, home manager
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