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PREFACE

Preface
The education reform currently in progress is the result of the
Estates General, held in 1996, during which a number of individuals
and organizations interested in education came together to develop
a new youth development program. The new program focuses
strongly on skills development and acquisition, with a view towards
providing young people with the knowledge that will help them
become active, engaged and responsible members of society. To
cooperate with others is one of the major competencies that will be
developed through the new curriculum. We should view this as a
reflection of our society’s common desire to promote cooperation as
a fundamental cultural value, intrinsic to the way we choose to live
together as citizens, unique individuals and persons who are mutually inter-dependent within the larger sphere of freedom and responsibility inherent in a democratic society. In cooperation, we are linked
by our inter-dependence and individual responsibility; we maintain
relationships based on equity because of our human dignity; we
work towards a common goal together in the spirit of respect, generosity, openness, commitment and sharing.
Like many tiny streams that flow into one great river, Together
Towards Success is taking off to start its new life. Beginning with the
desire to promote youth involvement in entrepreneurship projects in
every region of Québec, and developed by the Conseil québécois de
la coopération et de la mutualité, this initiative has evolved into what
is known today as Together Towards Success. This book gives concrete meaning to the notion of cooperation thanks to the contributions of the authors, who have been actively engaged in the teaching profession at the elementary, secondary and post-secondary levels. The authors, in conjunction with the Conseil québécois de la
coopération et de la mutualité, pooled their various skills, knowledge
and capacities together to produce this book, designed to facilitate
the acquisition of the cross-curricular competencies, “To cooperate
with others” in the broad areas of learning of “Citizenship and community life” and “Personal and career planning”.
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PREFACE

This collection of activities was developed in a collaborative effort to
create a resource that, in the short term, would help develop an
understanding of how cooperation can be used to fulfill major goals
when used to organize work or carry out operations and training.
Among such goals is to create a society that embraces democracy,
equality and solidarity, with cooperation at the heart of our daily
activities: our realtionships with colleagues, neighbours and friends,
being fostered in a spirit of trust, respect and optimism for
humankind. This program is designed to generate these results. For
example, in encouraging young people to work together on a common project, whereby they can carve out their own niche in the
world through cooperation. As a part of the educational experience,
within the heart of an evironment focused on learning and dialogue,
these projects give students a chance to learn about discussion,
conflict resolution, handling complex situations, decision-making,
respecting the rights and freedoms of others, affirming one’s own
values while promoting social cohesion, which is essential to our
society.
These perspectives are founded on Albert Jacquard’s belief that “it is
in a group that human beings build themselves”, which we fully support.
Let us now begin developing these projects, welcoming them warmly
into our classrooms and schools!
We must place cooperation at the very heart of our teaching environment, and of our lives!

Martine Sabourin, July 2003
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CQCM MESSAGE

Message from the Conseil québécois de la coopération et de la
mutualité
Founded by Fr. George-Henri Lévesque in 1940, the Conseil québécois de la coopération et de la mutualité has always endeavoured to
teach young people about cooperation in order to contribute to their
civic education, which includes economic democracy.
More than ever, the Conseil is convinced that sharing and use of the
values of cooperation (helping one another, solidarity, responsibility,
democracy and equity) will help young people become responsible
and involved citizens, prepared to take their place in society.
It is in this perspective that the Conseil québécois de la coopération
et de la mutualité launched this new cooperative education program
for young students in elementary and secondary school, appropriately titled Together Towards Success.
Through this program, students and teachers will become familiar
with and experience cooperation from a very young age. If engaging
in cooperation is how we learn to cooperate, then there is no doubt
that this tool, in the hands of an experienced and motivated teacher,
will be most useful in the preparing a new generation of committed
and qualified cooperators.
The Conseil québécois de la coopération et de la mutualité thanks
all those who support this endeavour and who will ensure that it
becomes a living reality in their schools and regions.

President and CEO
Hélène Simard
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INTRODUCTION TO THE TOOLKIT

Introduction to the Together Towards Success Toolkit
Together Towards Success was designed to introduce the cooperative
philosophy to teachers and students at the elementary and secondary
levels. It can be used as a class project that is democratically chosen
and managed by the students.
The objective of the initiative is to allow young people to:
- Experience the values of cooperation: democracy,
helping one another, solidarity, equity and equality;
- Develop skills needed for cooperative group work;
- Make democratic decisions;
- Manage a cooperative class project;
- Learn how businesses function (marketing,
accounting, production and human resources).
The activities proposed in this toolkit are based on the principles of
cooperative learning. This book contains:
Module 1: Learning to work cooperatively
There are a total of 10 activities in this module that will help introduce
young people to the values of cooperation and help them acquire the
skills needed for cooperative work. All the activities can be adapted to
meet the specific needs of the classroom.
Module 2: Choosing and managing a cooperative class project
In this module, there are five activities to help students choose a project
democratically, and plan and manage it in a cooperative manner and
based on four core business functions: marketing, human resources,
production and accounting.
Toolbox
This document contains information to complement the two activity
modules.
Teaching Flow Chart Poster
This poster provides a quick guide to students’ progress as they
complete the Together Towards Success program.
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TOGETHER TOWARDS SUCCESS

SUMMARY OF PROCEDURE

Flow chart of the toolkit

Preliminaries to cooperative group work activities

MODULE 1
Learning to work cooperatively

Understanding
cooperation
Working
together

Living better
together
Taking it
a step further

BOARD MEETING

MODULE 2
Choosing and managing a cooperative class project
Identify the need and the project
Estimate resources
Plan
Realize
Evaluate

2

ACTIVITY OUTLINE

Activity Outline Explanation

1

Targeted Skills

2

Objective

PREPARATION
Materials for each team

Each one of the proposed
activities is designed to help
students develop certain cognitive and social skills. These
are outlined in Module 1
(Learning to Work
Cooperatively) and are listed
on p.121 of the Toolbox.

The use of the cooperative
structures is designed to
ensure that students work
according to co-op principles.
The structures used are
described on p. 127 of the
Toolbox.

Cooperative structures

Roles:

Group formation

ACTIVITY
Getting started
Procedure

3

Roles make it easier to divide
the tasks and ensure positive
inter-dependence in the coop group. For more information, see p. 129 of the
Toolbox.

In order to form groups, specific principles must be
respected, as several types
of group are possible. For
more information, see p. 131
of the Toolbox.

ACTIVITY OUTLINE

Activity Outline Explanation

FEEDBACK
Feedback on what was learned
Feedback on the cooperative process

Feedback on what was
learned is a good way of
assimilating knowledge
learned and feedback on the
co-op process and getting
students to think about cooperative work. A separate
sheet is provided for each
role. For more information,
see p. 133 of the Toolbox.

Reflections

4

MODULE 1

MODULE 1
Learning to work cooperatively

6

AUTHORS, MODULE 1

MODULE 1

Learning to work cooperatively
Authors:
Guylaine David
Guidance Counselor
École Montcalm, Montreal
Luce Lacasse
Guidance Counselor
École Lucien-Pagé, Montreal
Céline Mathieu
Guidance Counselor
École Louise-Trichet, Montreal
Martine Sabourin
Consultant and Trainer, Cooperative Learning
Associate Professor, Université de Sherbrooke
Isabelle Saint-Pierre
Coordinator – School-Based Cooperative Education
Conseil de la coopération du Québec
Cynthia Tanguay
Pilot Project Coordinator 2002-2003
Ensemble vers la réussite
Conseil de la coopération du Québec
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Preliminaries to cooperative group work activities

MODULE 1 SUMMARY CHART

MODULE 1 SUMMARY CHART

Module 1: Learning to work cooperatively
Understanding cooperation

Living better together

1.1 The blind men and the elephant

1.3 Everyone has a role

Objective: Recognize the importance of sharing
ideas to fully understand a situation.
Targeted skills: Justify one’s ideas, respect the
comments of others in a discussion, request
the right to speak, participate equally.

Objective: Clarify the roles of the student, the
teacher and school.
Targeted skills: Summarize ideas out loud,
participate equally, help others to remember
ideas, reformulate.

1.2 A lesson from nature

1.4 Improvising around conflict

Objective: Discover the components of
cooperation.
Targeted skills: Justify one’s ideas, summarize
ideas out loud, respect the comments of others
in a discussion, come to an agreement.

Objective: Use effective strategies
to resolve conflicts.
Targeted skills: Participate equally, encourage
others, invite others to express themselves,
come to an agreement.
1.5 Discovering the values of cooperation

Working together

Objective: Create awareness about the values
of cooperation.
Targeted skills: Criticize ideas not people,
justify one’s ideas, respect the comments of
others in a discussion, reach a consensus.

1.6 Find someone who...
Objective: Get to know each other.
Targeted skills: Ask questions, wait one’s turn,
request the right to speak, help one another.
1.7 Let’s discuss
Objectives: Learn effective communication
skills and how to have small group discussions.
Targeted skills: Wait one’s turn, enrich ideas,
complete other people’s answers, reformulate,
reach a consensus.
1.8 I have a clue!
Objective: Experience one component of
cooperation: inter-dependence.
Targeted skills: Communicate, complete other
people’s answers, reformulate, reach a
consensus.

Taking it a step further
1.9 The dealer game
Objective: Solve a problem using only
non-verbal communication.
Targeted skills: Be sensitive to the needs of
others, help one another, participate equally.
1.10 A multitude of dots or images
Objective: Solve a problem using only words.
Targeted skills: Participate equally,
communicate, wait one’s turn.
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PRELIMINARY ACTIVITIES

Preliminaries to cooperative group work activities(1)
Students’ learning and success depends largely on themselves.
Therefore, the important thing is to get their commitment from the
beginning, by explaining the fundamentals of cooperative group
work and why such an approach is used.
1) Start a discussion about what makes the group experience a
success or a failure. Take note of the positive factors and keep this list
to display in the classroom.
2) Emphasize the importance of working in groups, even with
people who are not necessarily our friends. Ask participants to think
of examples of times when they had to work with people they did not
choose themselves. The examples may be based on work or family
experiences, or experiences in special interest groups, such as
sports teams, clubs, etc.
3) Explain that you aim to provide training in cooperative group
work over the next few weeks. The purpose of the training program
is to develop skills that are not necessarily intrinsic, but ones they
can easily learn and put to good use. These skills will be taught and
assessed after every activity.
4) Tell them about the formation of home groups for the training
period. Explain the criteria used to form a heterogeneous group. For
example, you may have to choose a fair balance between boys and
girls, or based on scholastic achievement in different subjects or
other forms of intelligence.
5) Discuss cooperative standards and basic principles and ensure
that students understand that, when it is time to divide up the
proposed tasks, everyone will be expected to participate. Remind
them that no one has all the skills needed to perform specific tasks,
but that everyone has at least one skill or talent that can help the
whole group succeed.
6) Make sure students understand what your role (as a teacher) will be
during cooperative activities. You will coordinate, train, observe,
communicate and encourage students to reflect on the group
experience they are involved in, both in terms of how the group
functions and the issues they deal with.
7) Encourage and praise students whose behaviour is conducive to
working cooperatively.

1- Claudette Évangéliste-Perron, Martine Sabourin and Cynthia Sinagra, Apprendre la démocratie : guide de
sensibilisation et de formation à la démocratie selon l’apprentissage coopératif, Montreal, Les Éditions de la
Chenelière, 1996, p. 39.
Reproduced with the permission of Chenelière/McGraw-Hill.
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1.1

THE BLIND MEN AND THE ELEPHANT

1

1.1 THE BLIND MEN AND THE ELEPHANT
UNDERSTANDING COOPERATION

Understanding Cooperation

Targeted skills
Justify one’s ideas, respect the comments of others in a discussion,
request the right to speak, participate
equally.

2

Objective
Recognize the importance of
sharing ideas to fully understand
a situation.

10

1.1 THE BLIND MEN AND THE ELEPHANT
UNDERSTANDING COOPERATION

Learning Activity

PREPARATION
Materials for each team
Student sheet “What do you see?” (page 13)
Four student sheets “The Blind Men and the Elephant” (page 14)
Student sheet “Team Summary” (page 15)
Four feedback sheets (page 16)

Cooperative structure
Participation tokens
Roles: spokesperson, secretary, token manager, time keeper / material
manager

Group formation
Heterogeneous teams of four students (home groups)

ACTIVITY
Getting started
This is a perception activity in which you ask students to describe what they
see (use the student sheet “What do you see?”).

Procedure
Read the text “The Blind Men and the Elephant” individually.
Using the participation tokens, each team answers the questions on the “Team
Summary” sheet. The secretary writes the team’s answers down on the sheet.

11

The teams come together in a class group and the spokesperson from each
team presents the team’s answers to the questions that are on the “Team
Summary” sheet.
The teacher writes down the important elements on the board and, if necessary, may add explanations of the allegory: teamwork helps us broaden our
knowledge, listen to different opinions, be open and receptive to different
ideas and develop a global view of a situation before making a judgement.
Ask students to describe the links that can be made between the text “The
Blind Men and the Elephant” and their everyday life.

1.1 THE BLIND MEN AND THE ELEPHANT

Feedback on what was learned

UNDERSTANDING COOPERATION

FEEDBACK

Feedback on the cooperative process
Ask students to fill out the feedback sheet:
- How did today’s session go?
- Is it easier to come up with ideas alone or in a group?

Reflections
You should train your students on how to use participation tokens before doing
this activity.
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What do you see?(2)

UNDERSTANDING COOPERATION

1.1 THE BLIND MEN AND THE ELEPHANT

STUDENT SHEET

2 - Jacques Lajoie, Démonstrations de divers phénomènes en perception visuelle, september 20, 2005, accessed August 29, 2007,
http://lajoie.uqam.ca/confven13nov/ambiguites.html.

13

Six Hindustani men, eager to expand their knowledge, went to see an elephant (despite the fact that they were all blind), so that each one, having
observed it, could satisfy his curiosity about the animal.
As the first man drew near the animal, he tripped and fell against the animal’s broad and robust flank. He immediately cried out: “Dear Lord, an elephant is very similar to a wall!”
The second one reached out and felt one of the tusks and shouted: “What
is this object that is so round, smooth and pointed? There is no doubt about
it, the elephant is very similar to a lance!”

1.1 THE BLIND MEN AND THE ELEPHANT

The Blind Men and the Elephant(3)

UNDERSTANDING COOPERATION

STUDENT SHEET

The third man approached the elephant and unknowingly seized the elephant’s trunk as it twisted about and so he immediately cried out: “To my
mind, this elephant is very similar to a snake!”
The fourth man held out a trembling hand and felt the animal’s knee:
“There is no doubt, this fabulous animal is very similar to a tree!”
Number five happened to feel the ear and so said: “Even the blindest of
men can describe what an elephant is like and no one will ever convince me
of the opposite: why the elephant is like a fan!”
The sixth man was beginning to feel the animal when the creature’s tail fell
into his hand and so he acclaimed: “I see that the elephant is very much like
a rope!”
Thus, the six men from Hindustan continued to discuss at great length and
each defended his opinion with great conviction. While each of them was
partially right, all of them were in error.

3 - John Godfrey Saxe, American poet (1816-1887).
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1.1 THE BLIND MEN AND THE ELEPHANT
UNDERSTANDING COOPERATION

STUDENT SHEET

Team Summary
Names:

1. Which of the blind men gave the answer closest to reality?

2. If you were one of the blind men, what would you do to reach a
consensus with your friends about the nature of the elephant?

3. What is the moral of the story?
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UNDERSTANDING COOPERATION

How did today’s session go?

1.1 THE BLIND MEN AND THE ELEPHANT

FEEDBACK SHEET

Is it easier to come up with ideas alone or in a group?

16

1.2 A LESSON FROM NATURE
UNDERSTANDING COOPERATION

Understanding Cooperation

1.2

A LESSON FROM NATURE(4)

1

Targeted skills
Justify one’s ideas, summarize
ideas out loud, respect the comments of others in a discussion,
come to an agreement.

2

Objective
Discover the components
of cooperation.

4 - Adaptation of an activity from Martine Sabourin.
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Materials for each team
Three differently-coloured sheets, numbered 1, 2, 3
Student sheet “A Lesson from Nature” (page 20)
Four feedback sheets (page 21)
Large piece of cardboard (optional)
Markers, glue, scissors, etc. (optional)

Cooperative structures
TPS (think, pair, share)
Roles: spokesperson / displayer, secretary, intermediary,
time keeper / material manager

Group formation

1.2 A LESSON FROM NATURE

PREPARATION

UNDERSTANDING COOPERATION

Learning Activity

Pairs, associated teams of two pairs

ACTIVITY
Getting started
Present “A Lesson from Nature” and draw parallels with cooperative work.

Procedure
INDIVIDUALLY
Read “A Lesson from Nature”. The students then write down two or three sentences
beginning with “In this text, I understood that...” (sheet 1).
IN PAIRS
Students share their ideas and thoughts on the story. Then they both write
down the key ideas they discussed (sheet 2).
AS A HOME GROUP
Variation 1
Each sub-group reads out its text, while the other pair listens, then they merge
the ideas from both pairs into one text (sheet 3).
Variation 2
In associated teams of two pairs, students try to identify the characteristic features of the cooperative (such as having a common goal, working together, helping one another, encouraging, refusing to abandon a member or members of the
group that need help) (sheet 3) and then make a poster of the main ideas discussed.
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1.2 A LESSON FROM NATURE
UNDERSTANDING COOPERATION

FEEDBACK
Feedback on the cooperative process
Have students complete the feedback sheet:
Among the skills listed on the following sheet, which ones did you develop
today? Give an example of an action you performed today, based on
these.

Reflections
Let students express their creativity in writing the final text or the poster. Make
sure to provide them with the materials they need: scissors, glue, markers, etc.
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A LESSON FROM NATURE(5)
Next fall, when you see geese heading south for winter in typical V formation,
think of the lesson that science has learned by observing the flying pattern
of the geese. With each flap of its wings, the goose produces a current of
ascending air for the next goose in the line. By flying in V formation, the flock
can cover about 71% more distance than a goose flying solo. People who
share a common goal can also reach their goal more quickly by working
together.

1.2 A LESSON FROM NATURE
UNDERSTANDING COOPERATION

STUDENT SHEET

Every time a goose gets out of formation, it faces increased wind resistance
and so quickly falls back into line in order to take full advantage of the efforts
of its fellow geese. If we had as much common sense as geese, we would
work with people who are headed in the same direction as ourselves. When
the lead goose gets tired, it moves to the back of the flying formation and is
replaced by another. It is important for all members of the group to take a
turn at the more difficult tasks. Each goose honks orders to encourage the
goose behind them, so that all the geese keep up the pace.
If a goose gets tired or is wounded and has to land, two of its
fellow geese will go along for protection. They will stay with the
wounded goose until it is ready to fly again or dies, then
they will fly off to rejoin their flock or find a new flock to
join. If we had as much common sense, we wouldn’t
hesitate to help each other out.
In nature, teamwork is essential for survival. Think of
all we could learn if we studied nature more closely.

5 - Lorraine Dugas, Syndicat de l’enseignement de Champlain, Bulletin FECS,
Sainte-Foy, Fédération des enseignantes et enseignants de commissions
scolaires, febuary-March 1994.
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1.2 A LESSON FROM NATURE
UNDERSTANDING COOPERATION

FEEDBACK SHEET

Personal Reflection
Name:

Among the skills listed on the following sheet, which ones did you develop
today? Give an example of an action you performed today for each of
these.
COOPERATION SKILLS
Justified one’s ideas

Summarized ideas out loud

Respected the comments
of others in a discussion

Came to an agreement
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Date:

ACTION PERFORMED

1.3

EVERYONE HAS A ROLE

1

1.3 EVERYONE HAS A ROLE
LIVING BETTER TOGETHER

Living Better Together

Targeted skills
Summarize ideas out loud, participate equally, help others to
remember ideas, reformulate.

2

Objective
Clarify the roles of the
student, teacher and
school.
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1.3 EVERYONE HAS A ROLE
LIVING BETTER TOGETHER

Learning Activity

PREPARATION
Materials for each team
Large sheet divided into four sections
Four differently-coloured markers
Glue, scissors
Four pieces of cardboard (optional)

Cooperative Structure
Cooperative Graffiti

Group Formation
Heterogeneous teams of four students (home groups)

ACTIVITY
Getting started
Each team tries to recall pleasant memories from their experiences at school. In
turn, each student calls out a word associated with a pleasant memory until the
team has a total of about twelve words.
Teams can also choose a specific theme. For example, one team can focus on
teachers, another on field trips, outdoor games, school projects, classroom
dynamics and so on. This is followed by pooling the groups’ ideas by asking each
one to state its main idea.

Procedure
Pass out a large sheet on which the four main questions are written:
What is the role of the student?
What is the role of the teacher?
What is the role of the school?
What conditions are needed to ensure a well-run classroom?
This is based on the procedures of the Cooperative Graffiti structure
(see illustration on page 25).
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1.3 EVERYONE HAS A ROLE

Feedback on what was learned
The blackboard is divided into four sections, matching the four questions
on the sheet. Each team stands in front of the section with their assigned
question. The student cuts out the question from the sheet and displays it
on the appropriate section on the board. Meanwhile, the teacher compiles
a list of elements that arise most often in each team for each subject.

LIVING BETTER TOGETHER

FEEDBACK

Students attempt to answer these questions either individually or as a group:
What concrete things can I do to respect my role as a student? What concrete things can I do to ensure the class is well run?

Feedback on the cooperative process
Students attempt to answer these questions:
How does the Cooperative Graffiti structure help us cooperate? How could we
improve it?

Reflections
This activity should be done at the beginning of the year. It can also lead to the
development of a Classroom Code.
The answers given to the various questions can be copied on the cardboard
sheets and displayed in the class. The sheets of cardboard are a work in
progress. New elements may have to be added during the year. It is recommended that you take them down after a while, bringing them out only when
students need to be reminded.
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25
LIVING BETTER TOGETHER

Illustration of Cooperative Graffiti

1.3 EVERYONE HAS A ROLE

1.4

IMPROVISING AROUND CONFLICT

1

Targeted skills

1.4 IMPROVISING AROUND CONFLICT

LIVING BETTER TOGETHER

Living Better Together

Participate equally, encourage
others, invite others to
express themselves,
come to an agreement.

2

Objective
Use effective strategies
to resolve conflicts.
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1.4 IMPROVISING AROUND CONFLICT

Learning Activity

LIVING BETTER TOGETHER

PREPARATION
Materials for each team
Improvisation cards
Conflict-resolution strategies (page 29)
Four feedback sheets (page 34)

Cooperative structure
Brainstorming

Group formation
Class group and heterogeneous teams

ACTIVITY
Getting started
BEFORE BEGINNING THE ACTIVITY:
Sometime before beginning the activity, start a class discussion about students’
experiences with conflict, the causes of these conflicts and the strategies they
use to settle them.
Help students discover the different strategies proposed in this activity (see
page 29). For each strategy, ask students to give a real-life example of how it
can be used.
Ask students to write about a real conflict they have experienced. The teacher
then chooses the most relevant examples and transcribes them onto the
improvisation cards (page 32).

Procedure
When students are in sub-groups of three or four, the teacher gives each group
an improvisation card as well as the list of conflict-resolution strategies.
They are given a few minutes to prepare.
Each team, in turn, presents its improvisation.
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1.4 IMPROVISING AROUND CONFLICT

Feedback on what was learned
After the improvisation session, the class group tries to discover the strategy
used by each team. You can help them by writing the list of conflict-resolution
strategies on the board.
(Note: students may identify strategies other than those given on the list and
these may be just as valid.)

LIVING BETTER TOGETHER

FEEDBACK

To take the students a step further in the activity, it might be a good idea to
use the problem situation analysis technique shown on page 33. The teacher
can then ask the students to identify:
- What the cause of the conflict was?
- What those involved in the conflict felt?
- What kind of solutions they found?
- What the consequences of this solution were?
- How they felt after the conflict had been resolved?

Feedback on the cooperative process
Have the students complete the feedback sheet:
How did each member of my team contribute to the success of this activity?
Give teams time to discuss and share their answers.

Reflections
These strategies may be displayed permanently in the classroom so that students may refer to them when needed.

28

1.4 IMPROVISING AROUND CONFLICT

Living better together

CONFLICT-RESOLUTION STRATEGIES

Negotiation
Compromise in order
to reach a consensus.

Mediation
Ask for help from a neutral third
party to facilitate communication
between both parties.

“I”
Use the “I” form instead of the “you”
form to express yourself.
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I

Let go of an issue which
cannot be settled or which
is not worth it.

1.4 IMPROVISING AROUND CONFLICT

Letting go

LIVING BETTER TOGETHER

CONFLICT-RESOLUTION STRATEGIES

Time out
Take time to calm down before
attempting to resolve a conflict.

Listening
Take time to listen and
understand the other.
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1.4 IMPROVISING AROUND CONFLICT

LIVING BETTER TOGETHER

CONFLICT-RESOLUTION STRATEGIES

Taking turns
Each one has his/her turn.
Randomly determine who will go first.

Apologize
Acknowledge your mistakes and
say you are sorry.
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Number of players:
Time:
Strategy:
Description of conflict:

1.4 IMPROVISING AROUND CONFLICT

Improvisation on the theme of:

LIVING BETTER TOGETHER

IMPROVISATION CARD

IMPROVISATION CARD
Improvisation on the theme of:
Number of players:
Time:
Strategy:
Description of conflict:
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1.4 IMPROVISING AROUND CONFLICT

Problem Situation Analysis Technique

LIVING BETTER TOGETHER

Situation

33

Feelings

Solution

Consequences

Feelings

Personal Reflection
How did each member of my team contribute to the success of this activity?

1.4 IMPROVISING AROUND CONFLICT

LIVING BETTER TOGETHER

FEEDBACK SHEET
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1.5 DISCOVERING THE VALUES
LIVING BETTER TOGETHER

Living Better Together

1.5

DISCOVERING THE VALUES
OF COOPERATION

1

Targeted skills
Criticize ideas not people, justify
one’s ideas, respect the comments
of others in a discussion, reach a
consensus.

2

Objective
Create awareness about the values of
cooperation.
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PREPARATION

1.5 DISCOVERING THE VALUES

Learning Activity

Four feedback sheets
Reference documents: text books, dictionary, the Internet, newspapers, etc.
Variation
Student sheet “ ‘T’ Chart” (page 38)

Cooperative structures
Round Robin
Discussion

LIVING BETTER TOGETHER

Materials for each team

Roles: spokesperson, material manager / time keeper, facilitator and secretary

Group formation
Heterogeneous teams of four students (home groups)

ACTIVITY
Getting started
The teacher starts a discussion about what values are. Explore the various
meanings that can be attributed to the word ‘value’, then clarify the meaning
that has been selected for the purposes of this activity.

Procedure
The teacher assigns one of the values of cooperation to each group and the
students try to define it. Suggest that students use different sources of information as a reference: text books, dictionaries, the Internet, newspapers, etc.
Variation 1:
In teams, students try to associate the value with a well-known person or
organization from the school, the community or the media. They prepare a brief
presentation of their work.
Variation 2:
Using the “T” chart, each team tries to illustrate their value using words and
gestures from everyday life. Do an example with the group.
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1.5 DISCOVERING THE VALUES

Variation 2 (continued):
sample “T” chart

LIVING BETTER TOGETHER

VALUE: HELPING ONE ANOTHER
What I see (gestures)

What I hear (words)

Marie lends a pen to Michel
because his is broken.

“Come here! I’ll help you!”
“Wait, I’m coming.”

I help a friend understand
a math exercise.

“Is everything alright?”

FEEDBACK
Feedback on what was learned
Each team presents its work.

Feedback on the cooperative process
Have the students complete the feedback sheet:
- How did the role playing facilitate the cooperative group work?
- Who would you like to congratulate on the quality of his or her role?

Reflections
For variation 1, let the students be creative in choosing the type of presentation
they want to make. For example, they may decide to make a poster, write a
song or a short drama piece, create a game, etc.
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1.5 DISCOVERING THE VALUES

STUDENT SHEET
“T” chart

What I see (gestures)

What I hear (words)

LIVING BETTER TOGETHER

VALUE: HELPING ONE ANOTHER
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1.5 DISCOVERING THE VALUES
LIVING BETTER TOGETHER

FEEDBACK SHEET

Personal Reflection
How did the role-playing facilitate the cooperative group work?

Who would you like to congratulate on the quality of his or her role?
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1.6 FIND SOMEONE WHO...

Working Together

FIND SOMEONE WHO...

1

Targeted skills

WORKING TOGETHER

1.6

Ask questions, wait one’s turn,
request the right to speak, help
one another.

2

Objective
Get to know each other
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1.6 FIND SOMEONE WHO...

Learning Activity

WORKING TOGETHER

PREPARATION
Materials
One student sheet “Find Someone Who...” for each student
One feedback sheet for each student

Cooperative structure
Find Someone Who

Group Formation
Class group

ACTIVITY
Getting started
Explain the activity to the students: very often we know little about the people
around us. Today’s activity will help you to become better acquainted and perhaps discover some of your classmates’ hidden talents.

Procedure
Each person is given a chart on which there is a list of skills, abilities and characteristics.
Go around the class asking each person, one at a time, if he or she has a skill
or characteristic listed on the chart.
If the person says yes, he or she must sign their name next to the skill or
characteristic.
You can only ask each person two questions.
You cannot sign the name of somebody else.
You must try to fill out the whole chart and you have 10 minutes to do it.
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1.6 FIND SOMEONE WHO...

Feedback on what was learned
Ask the students what they learned about their classmates. Identify the
skills or characteristics that the group will need to develop a future class
project.

WORKING TOGETHER

FEEDBACK

Feedback on the cooperative process
Have the students complete the feedback sheet:
- How did you get the attention of the person to whom
you wanted to speak?
- How did you know the person was listening to you?

Reflections
The items listed on the chart can be grouped together by category of skills
(work, leisure, relationships, etc.) and can be listed on large pieces of cardboard. In this way, when students begin their project, they can refer to the
board to assign the various duties that have to be completed.
The teacher may prepare his or her own chart according to the subject of the
class, the themes or the objectives being discussed.
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1.6 FIND SOMEONE WHO...
WORKING TOGETHER
43

STUDENT SHEET
FIND SOMEONE WHO...
likes to chat on
the Internet.

read four books
this summer.

has a pet.

knows someone
who is an
accountant.

competed in a
public speaking
contest.

has had a
summer job.

knows how to
repair
mechanical
things.

likes math.

is good at video
games.

knows someone
who works in
communications.

has acted in
amateur theater.

knows someone
who can repair
mechanical
things.

is a great
skateboarder.

has worked
cooperatively.

went to see a
movie at least
once during the
summer.

is perfectly
bilingual.

does classical
dance.

has an older
brother or sister.

was or is a
boy/girl scout or
army cadet.

knows the
manager of a
Caisse populaire.

is left-handed.

Goes camping
often.

has never been
late for school.

has been to
Europe.

likes to write
stories.

goes horseback
riding.

has been a
member of a
youth co-op.

knows someone
who owns a
business.

likes to draw.

likes to sing.

likes to read
books about
animals.

likes to tell
stories and
jokes.

is always moving
and prefers to be
active rather than
sitting down.

likes to write
down his or her
thoughts or keep
a diary.

likes to organize
games for
friends.

likes to
understand how
things work.

knows how to
make rhythms,
using objects.

likes to give oral
presentations.

knows how to
dance to the
rhythm of the
music.

has a passion for
nature.

organizes his or
her class notes
in a
well-structured
fashion.

prefers team work
over individual
work.

prefers to work
alone.

likes to draw.

can mentally
visualize objects.

has a nature
collection.

likes to listen to
science
programs.

likes to make
models.

likes to meet
new people.

has a pet at
home.

is a good speller.

is good at taking
apart and
rebuilding things.

likes to do
mental
calculations.

can find his or
her way around
in new places.

FIND
SOMEONE
WHO...

1.6 FIND SOMEONE WHO...

FIND SOMEONE WHO...

WORKING TOGETHER

STUDENT SHEET
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1.6 FIND SOMEONE WHO...
WORKING TOGETHER

FEEDBACK SHEET

How did you get the attention of the person to whom you wanted to speak?

How did you know the person was listening to you?
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1.7

LET’S DISCUSS(6)

1

Targeted skills

1.7 LET’S DISCUSS
WORKING TOGETHER

Working together

Wait one’s turn, enrich ideas, complete
other people’s answers, reformulate,
reach a consensus.

2

Objectives
Learn effective communication skills
and how to have small group
discussions.

6- Adaptation d’une activité d’Elizabeth G. Cohen, Le travail de groupe : stratégies
d’enseignement pour la classe hétérogène, Montreal, Les Éditions de la Chenelière,
1994, p. 181.
Reproduced with the permission of Chenelière/McGraw-Hill.
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1.7 LET’S DISCUSS

Learning Activity

WORKING TOGETHER

PREPARATION
Materials for each team
Four student sheets “The Spaceship” or “The Alligator River”
Student sheet “Sequence of Expected Behaviours”
Observation sheet

Cooperative structures
A four-stage rocket
Roles: observer and time keeper

Group formation
Heterogeneous teams of five or six students

ACTIVITY
Getting started
Form teams.
Assign a topic for discussion: E.g. Should cell phones be allowed in school?
Allow five minutes for discussion.
Observe and note examples of good and bad group discussion techniques.
Give feedback after the discussion.
Identify the factors that influence good or poor discussion.

Procedure
The “four-stage” practice: Tell students that they will be practicing four skills
that are needed for good discussion (conciseness, listening, understanding and
participation).
Propose a discussion topic (based on the “The Space Ship” or “The Alligator
River” texts).
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1.7 LET’S DISCUSS

Feedback on what was learned
Ask the teams to present their solution and arguments to justify their
choice.

Feedback on the cooperative process

WORKING TOGETHER

FEEDBACK

Ask the observers from the other teams to share their notes. Identify negative and positive behaviours.
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1.7 LET’S DISCUSS

THE FOUR-STAGE ROCKET(7)

WORKING TOGETHER

1. Conciseness:
Go straight to the point and approach the subject directly.
Choose a person to keep time for the group. Their job is to make sure the
students discuss the subject for five minutes and that each person speaks
for no more than 15 seconds at a time.
2. Listening:
Pay attention to what is being said.
Choose a new time keeper. Continue discussing the topic for five minutes,
always making sure that no one speaks no more than 15 seconds at a time.
This time, however, each participant must wait three seconds after the previous person has finished before speaking.
3. Understanding:
Summarize out loud what the previous person just said, before expressing
your own idea.
Change time keeper and repeat the instructions given above. In addition, the
speaker must summarize and restate what the previous person just said.
This is known as understanding the point of view of another person. The
person who is being summarized must nod their head to indicate that his or
her thought has been properly summarized. Discussion can only resume
once this step has been successfully completed.
4. Participation:
All members must participate.
Choose a new time keeper. Continue discussing the same topic for five minutes. All previous rules apply, plus one more: no one can speak a second
time until all the members of the team have spoken.

After each step, ask the group’s time keepers whether or not the group succeeded in mastering the targeted skill. They may comment on the difficulties
encountered in the discussion. Remind the class why each skill is important.
Choose one of the students who did not act as time keeper to be an observer. Continue to discuss the topic for five minutes, without the rules, but trying
to use the four skills: conciseness, listening, understanding and participation.
Observers will note down good examples of each behaviour (see observation sheet).
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7 - Epstein, 1972.

1.7 LET’S DISCUSS

SEQUENCE OF EXPECTED BEHAVIOURS

• Wait three seconds after previous speaker before speaking.

• Summarize out loud comments from the previous speaker
and wait for a nod of approval before continuing.

WORKING TOGETHER

• Speak for 15 seconds.

• Speak again when everyone else has spoken.
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1.7 LET’S DISCUSS
WORKING TOGETHER

List of Negative and Positive Behaviour
Negative Behaviour

Speaks too much

Positive Behaviour

Has innovative ideas and
suggestions

Doesn’t listen to others
Insists that everyone adopt
his or her ideas

Asks for and gives back
information

Very Positive
Behaviour

Invites passive members of
team to express their ideas
and opinions
Listens attentively to ideas
of others

Explains things to others
Doesn’t help others
correct their negative
behaviours
Criticizes individuals rather
than ideas
Lets the others do all the
work
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Organizes his or her ideas

Acknowledges good ideas
and suggestions

Checks to see if group is
ready to make a decision

Is willing to change his or
her mind if someone has a
better argument

1.7 LET’S DISCUSS

STUDENT SHEET

The purpose of this game is to choose seven people to board a spaceship to go to another planet. You have just learned that a nuclear attack
has been launched against the U.S. and that the Americans have just
launched a missile in retaliation. It is the end of the world.
The spaceship has the capacity to establish life on a different planet.
Eleven names have been chosen at random to board the space craft,
but there was a mistake and now only seven people can board the vessel.

WORKING TOGETHER

THE SPACESHIP

The goal of your group discussion is to decide which seven people will
be chosen to implant life elsewhere.
Remember that the ship can only take seven people.
No one can be chosen without the unanimous consent of the whole
team.
Here is the list of chosen people:
1. A 30-year-old violinist who is a member of an orchestra
2. A 67-year-old priest
3. A 23-year-old engineer and his 21-year-old wife (they have
refused to be separated)
4. A 40-year-old police officer who refuses to go without his gun
5. A boy your age who goes to the same school
6. A 25-year-old dropout who was recently arrested for armed robbery
7. A 32-year-old grade 6 teacher
8. A 40-year-old female doctor
9. A 50-year-old female sculptor
10. A 25-year-old poet
11. A 1-year-old baby girl
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1.7 LET’S DISCUSS

STUDENT SHEET

WORKING TOGETHER

THE ALLIGATOR RIVER(8)
Once upon a time, there was a girl named Abigail, who was in love
with a boy named Gregory. The boy had an unfortunate accident and
broke his glasses. Abigail, his friend, offered to go and get the glasses
repaired. But the eye doctor lived on the other side of the Alligator
River and the bridge had been swept away in a flood. Poor Gregory
couldn’t see a thing without his glasses and Abigail desperately wanted to get across the river to get to the eye doctor. While she stood
alone on the bank of the river tenderly clutching Gregory’s glasses, a
boy name Sinbad came down the river in a boat.
Abigail asked Sinbad to help her cross the river. He agreed on condition that once across the river she would go to a certain store and
steal the transistor radio that he coveted. Abigail refused and went out
see her friend John, who also had a boat.
After Abigail had explained her problem to John, John said he was far
too busy and didn’t want to get involved. Feeling she didn’t have any
other choice, Abigail went back to Sinbad and agreed to go through
with his plan.
When Abigail gave Gregory back his glasses, she told to him what
she had to do to get them fixed. Gregory got so mad that he told her
he never wanted to see her again.
Utterly furious, Abigail went and told the whole story to her friend
Slug. Slug felt so sorry for Abigail that he promised to get even with
Gregory. They went to the ball park where Gregory was playing and
Abigail was very happy to watch Slug hit Gregory, breaking his glasses.
The group must now rank the characters from best to worst:
Abigail, Gregory, Sinbad, John, Slug.
Each person must justify his or her choice throughout the
discussion.

8 - Simon, Howe and Kirschenbaum, 1972, pp.292-293.
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1.7 LET’S DISCUSS

OBSERVER SHEET

Names

Conciseness

Listening

U n d e r s ta n d i n g Participation

Getting straight to the
point

Being attentive

Repeat part of the
previous comments

Everyone
participates

WORKING TOGETHER

Name of observer:
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1.8 I HAVE A CLUE
WORKING TOGETHER

Working Together

1.8

I HAVE A CLUE!

1

Targeted skills
Communicate, complete other people’s answers, reformulate, reach a
consensus.

2

Objective
Experience one
component of cooperation:
inter-dependence.
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1.8 I HAVE A CLUE

Learning Activity

Materials for each team
Sheets A, B, C, D
Team answer sheet
Four feedback sheets on team work

Cooperative structures

WORKING TOGETHER

PREPARATION

Puzzle
Roles: spokesperson, secretary, material manager / time keeper, facilitator

Group formation
Heterogeneous teams of four students (home groups)

ACTIVITY
Getting started
Use modeling to present this activity to students
(see example on page 58).

Procedure
Each member of the team is given a sheet containing a certain number of
clues. Each person must share the clues written on his or her sheet in order to
find the solution.
To proceed, the student with sheet A reads clue 1 out loud; he or she is followed by the student with sheet B and so on.
After listening to all four clues, each member writes down what he or she thinks
is the right answer in the blank space.
Students discuss the answers and reach a group decision. The secretary writes
down the team answer on the team answer sheet.
When the team answer sheet is full, each person signs the sheet to indicate his
or her agreement.
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1.8 I HAVE A CLUE
WORKING TOGETHER

FEEDBACK
Feedback on what was learned
Teacher proceeds with a group evaluation (correction).

Feedback on the cooperative process
Have the students complete the feedback sheet:
- How did you like working inter-dependently?
- Was it harder or easier?
- Do you have any examples from your everyday life where you needed
others to get a job done?

Reflections
The teacher prepares the definitions related to the topic under discussion in
advance (prepare four student sheets: A, B, C, D).
You can also have the students prepare clues: each team prepares a riddle for
the other team.
Suggested examples:
-
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Definitions related to other subjects
Suggestions for a research subject
Story outline in English
Mathematical sequence

Sample clues from Geography, English and Ecology

1.8 I HAVE A CLUE

ACTIVITY MODELING

STUDENT SHEET A

E
L
P
SAM

2. I am usually an adverb.

3. It is also referred to as mutualism.

STUDENT SHEET B

E
L
P
M
SA

1. Limestone, sand stone, shale and coal belong to the same category of
rocks.

WORKING TOGETHER

1. These rocks are formed by the slow accumulation of rock and plant debris
and marine life.

2. Antoine

3. It is characterized by inter-species relations that are favourable to both
species to the point where their survival depends on it.

STUDENT SHEET C

E
L
P
SAM

1. Such rocks are very brittle.
2. I am normally erasable.

3. This relation exists in plants and animals.

STUDENT SHEET D

E
L
P
SAM

1. These rocks very often contain traces of old living organisms (plant or animal).
2. I can be a prepositional phrase.

3. Here is an example of such a relationship: termites shelter unicellular
species in their digestive tract.

SHEET - TEAM ANSWERS

E
L
P
SAM

1. (Geography) Sedimentary Rock
2. (English)

The modifier

3. (Ecology) Symbiosis
Signatures:
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1.8 I HAVE A CLUE

FEEDBACK SHEET

WORKING TOGETHER

What did you think about working inter-dependently?

Was it easier or harder?

Do you have other examples from your everyday life where you have to
work in inter-dependence (or when you needed others to get a job done)?
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1.9

THE DEALER GAME(9)

1

Targeted skills

1.9 THE DEALER GAME
TAKING IT A STEP FURTHER

Taking it a Step Further

Be sensitive to the needs of others,
help one other,
participate equally.

2

Objective
Solve a problem using only
non-verbal communication.

9- Based on: Complex Instructions Program, Elizabeth G. Cohen
and team, Standford University, California.
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1.9 THE DEALER GAME

Learning Activity

TAKING IT A STEP FURTHER

PREPARATION
Materials for each team
Circles or squares cut into fragments (see pages 63 to 65)
Four envelopes
Four feedback sheets

Cooperative structure
Equal sharing of materials

Group formation
Heterogeneous teams of four students (home groups)

ACTIVITY
Getting started
A Broken Circles session with the teacher is presented to students. The teacher
steps out and randomly chooses a student to replace him or her. The students come
up with a procedural model for the activity while the others watch. In turn, one student observer replaces one student player.

Procedure
Each team is given all of the fragments. One person ensures that fragments
are distributed equally among team members.
The task is to re-assemble the circle through interacting with the other members in a specific way:
- Fragments are never to be taken, only to be given;
- The game is played in complete silence;
- No signs can be made to other players;
- Each person re-assembles his or her own circle;
- Neither give nor accept suggestions from others;
- Never take fragments from another student’s set;
- Pass one fragment at a time to another player;
- Do not place a fragment into another’s circle, only slide it towards him.
The team succeeds when all members have completed their circles. If one
team finishes before the others, inform the facilitator and then try to use other
combinations to reform the circles.
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1.9 THE DEALER GAME

Feedback on what was learned
Questions to ask:
What actions did you perform that helped to solve the problem?
What actions did you perform that hindered problem-solving?
What actions did other team members perform that helped to solve the problem?

TAKING IT A STEP FURTHER

FEEDBACK

What actions did other team members perform that hindered problem-solving?

Feedback on the cooperative process
Have the students complete the feedback sheet:
- In general, what was the team’s attitude?
- What strategies did your team use to understand you without speaking?
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63
TAKING IT A STEP FURTHER

1.9 THE DEALER GAME

SIMPLE BROKEN CIRCLES

1.9 THE DEALER GAME

120°

120°
240°

150°

120°

TAKING IT A STEP FURTHER

COMPLEX BROKEN CIRCLES

150°

180°
210°
60°

60°
90°
270°

150°

150°
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1.9 THE DEALER GAME

BROKEN SQUARES (3 versions)

TAKING IT A STEP FURTHER

Version 1

Version 2

Version 3
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1.9 THE DEALER GAME

FEEDBACK SHEET

TAKING IT A STEP FURTHER

In general, what was the team’s attitude?

What strategies did your team use to understand you without speaking?
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1.10 A MULTITUDE OF ...
TAKING IT A STEP FURTHER

Taking it a Step Further

1.10

A MULTITUDE OF DOTS
OR IMAGES(10)
1

Targeted skills
Participate equally,
communicate, wait one’s turn.

2

Objective
Solve a problem using only
words.

10- Based on: Complex Instructions Program, Elizabeth G. Cohen
and team, Standford University, California.
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1.10 A MULTITUDE OF ...

Learning Activity

Materials for each team
Set of cards (pages 70 to 76 or 77 to 83)
Four feedback sheets

Cooperative structures
Equal sharing of materials
Discussion

TAKING IT A STEP FURTHER

PREPARATION

Group formation
Heterogeneous teams of four students (home groups)

ACTIVITY
Getting started
One team demonstrates the activity procedure while the others observe and, one at
a time, take the place of a team member.

Procedure
Deal cards equally, making sure that no player sees another’s cards. Each card
in the set has one or more duplicates, except one, which has to be discovered.
The game ends when a card is identified as being unique, whether or not it is
the right one. Make sure that all the members agree before the corrector
comes to check. One team member keeps time to see how long it took the
team.
Instructions for students:
- You are not allowed to show your cards to other members;
- You cannot give your card to another member;
- You cannot draw or sketch the pattern on your card;
- You cannot look at the cards of another member;
- Do not refer to the number on the back of the card;
- Keep the cards that you have discarded for yourself;
- You can speak as long as it takes to solve the problem and to help the whole
group succeed.
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1.10 A MULTITUDE OF ...
TAKING IT A STEP FURTHER

FEEDBACK

69

Feedback on what was learned
The teacher asks students what strategies they used to find the unique
card. The teacher shares his or her observations.

Feedback on the cooperative process
Have the students complete the feedback sheet:
- How did cooperation help you complete this activity?

TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF DOTS

A MULTITUDE OF DOTS
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71
TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF DOTS

A MULTITUDE OF DOTS

TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF DOTS

A MULTITUDE OF DOTS
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73
TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF DOTS

A MULTITUDE OF DOTS

TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF DOTS

A MULTITUDE OF DOTS
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75
TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF DOTS

A MULTITUDE OF DOTS

THE UNIQUE CARD

1.10 A MULTITUDE OF DOTS

ANSWER SHEET

TAKING IT A STEP FURTHER

A MULTITUDE OF DOTS
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77
TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF IMAGES

A MULTITUDE OF IMAGES

TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF IMAGES

A MULTITUDE OF IMAGES
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79
TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF IMAGES

A MULTITUDE OF IMAGES

TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF IMAGES

A MULTITUDE OF IMAGES
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81
TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF IMAGES

A MULTITUDE OF IMAGES

TAKING IT A STEP FURTHER

1.10 A MULTITUDE OF IMAGES

A MULTITUDE OF IMAGES
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1.10 A MULTITUDE OF IMAGES
TAKING IT A STEP FURTHER
83

A MULTITUDE OF IMAGES

ANSWER SHEET

THE UNIQUE CARD

1.10 A MULTITUDE OF ...

FEEDBACK SHEET

TAKING IT A STEP FURTHER

Names of team members:

How did cooperation help you complete this activity?
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MODULE 2

MODULE 2
Choosing and managing a cooperative class project
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AUTHORS. MODULE 2

MODULE 2

Choosing and managing a cooperative class project
Authors:
Micheline Clair
Teacher and Director of the Nid d’abeilles cooperative
Jean-Rimbault High School, Drummondville
Martine Sabourin
Cooperative Learning Consultant and Educator
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Steps in organizing
the project
1. Identify the need and
the project

Questions
to ask

Activities to help you answer the questions
2.1 AN EXPLOSION OF IDEAS
Educational objective: Come up with ideas for the

What need(s) would we
like to address?

project which answer a collective need.

How can we do this?

Cooperation objective: Reach a consensus

What is our project?

MODULE 2 SUMMARY CHART

MODULE 2 SUMMARY CHART

in small teams.

2.2 CHOOSING A CLASS PROJECT
Educational objective: Discuss democratically in
order to collectively choose a project that involves all the
students in the class.

Cooperation objective: Display solidarity; join the
majority.

2. Estimate human,
financial and
material resources

What do we need in order to 2.3 FROM DREAM TO REALITY
go through with our project? Educational objectives: Plan out the steps for the
Where can we find the
resources we need?

3. Plan

4. Realize

fulfillment of the project.
Estimate the human, material and financial resources
required for the project.

Where will our project take
place? When?
How long will it last?
What are the steps that
will allow us to fulfill it?

Cooperation objectives: Reach a consensus. Share

What are the tasks to be
accomplished?

2.4 WHO DOES WHAT?
Educational objective: Organize and distribute tasks

Who will undertake these
tasks?

resources.

related to the realization of the project according to the
four core business functions.

Cooperation objective: Get involved individually
When are the deadlines?

and collectively.
The Board Meeting is the tool which allows you to ensure
the follow-up of the project.

5. Evaluate

Has our project allowed
us to answer our initial
need?
Did everything go as
planned?

2.5 EVALUATING THE PROJECT
Educational objective: Evaluate the progress of the
project in order to analyze the gaps between what was
planned and what was accomplished.

Cooperation objectives: Share ideas. Criticize ideas,
not people.
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THE BOARD MEETING

The Board Meeting
The board meeting is derived from two essential bodies:
- the cooperation council, a tool designed to ensure class managment
and conflict resolution;
- the board of directors, a decision-making body which is found in all
cooperative businesses.
A board meeting is a structured class meeting which ensures follow-up
and facilitates democratic decision-making related to the project. Every
student in the class participates.
The teacher acts as facilitator, at least for the first meeting. In doing this,
the teacher demonstrates the protocol for chairing a democratic meeting.
Afterwards, a member of the human resources’ group can take over this
task. It is recommended that the student who acts as facilitator be
changed each time.
Regularly, the various interest groups present a progress report on the
work they have done related to their function. If needed, they recommend modifications or adjustments in order to reach the common goal.
The final decision is made in a democratic fashion by all the students in
the class.
Here are some examples of topics that may be included on the agenda
of a board meeting: how the working teams function and any other subject of interest to the students.
The meeting proceeds according to the underlying principles of
democracy:
-

The agenda must be known in advance;
The right of speech is given by the facilitator of the meeting;
Discussion is encouraged;
Decision making by consensus is encouraged;
Time spent on each topic is managed (time keeper) ;
Minutes are taken (a written detailed summary of the meeting)

Note : A teacher who uses the cooperation council can simply insert the
Board Meeting in order to avoid multiplying class management tools.
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2.1

AN EXPLOSION OF IDEAS

1

Educational objective
Come up with ideas for the
project which answer
a collective need.

2

2.1 AN EXPLOSION OF IDEAS
IDENTIFY THE NEED AND THE PROJECT

Identify the Need and the Project

Cooperation objective
Reach a consensus
in small teams.

90

2.1 AN EXPLOSION OF IDEAS
IDENTIFY THE NEED AND THE PROJECT

LEARNING ACTIVITY
Materials for each team
Four student sheets “My Project Ideas” (page 93 )
Two student sheets “Choosing Two Projects” (page 94 )
Two 11” x 14” sheets
Four feedback sheets (page 95 )
Cooperative structures
TPS (think, pair, share)
Participation tokens
Roles: spokesperson / displayer, secretary, facilitator,
time keeper / material manager
Group formation
Pairs, associated teams of two pairs

ACTIVITY
Getting started
A few days or weeks before the activity, invite the students to reflect upon a class
dream they would like to pursue and could be met by this project. Introduce
Maslow's hierarchy of needs (see student sheet on page 93)
During the activity, draw parallels with project development procedures (refer to the
Toolkit’s flow chart poster). Today, we will do the first step: identify a common need
and find a way to meet it.
With the group, establish the project framework: the minimum or maximum duration,
relevance to the course subject, etc.

Procedure
INDIVIDUALLY:
Write the project ideas on the student sheet “My Project Ideas” and the needs
that could be met by these.
IN PAIRS:
One after the other, communicate one’s project ideas and the identified needs.
Reach a consensus on two ideas which would interest the greatest number of
students (student sheet “Choosing Two Projects”).
IN ASSOCIATED TEAMS:
Using the participation tokens, present the chosen project ideas. Explain the
reasons why they were chosen and then discuss.
After the presentations, come to a collective agreement on the two projects out
of the four which best suit your needs and those of the class. Justify your
choices.
Write both ideas in big letters on the 11” x 14” sheet of paper.
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2.1 AN EXPLOSION OF IDEAS

Feedback on what was learned
The spokesperson for each group is invited to the front of the class
to present the two chosen projects and the needs they address. An empty
chair is there to allow participants, students or the teacher to ask for clarification on the projects presented. At the end of the presentations, each
spokesperson posts the sheet of paper showing the chosen projects.
Next, the students return to their home groups in order to choose five projects (or less) out of all those posted. The secretary writes them in big letters on another 11” x 14” sheet. The displayer will then stick this second
sheet on the board.
Example:

IDENTIFY THE NEED AND THE PROJECT

FEEDBACK

With seven teams of four students = 28 students.
7 X 2 = 14 projects
Out of the 14 projects, the students, in home groups, must
choose five of them (or less).

Feedback on the cooperative process
Have the students fill out the feedback sheet.
- What I liked about the activity:
- What I did not like about the activity:

Reflections
Before doing this activity, the teacher must reflect upon the
objectives s/he would like to achieve with the project to be chosen by the students (for example, to learn more about a subject, increase the sense of
belonging, organize a field trip, etc.). The teacher must also specify the project
limitations, meaning to define what s/he is ready to accept (sleeping at the
school, meeting students outside classroom periods, class time devoted to the
project, etc.) or not.
Do not hinder the students’ creativity. What is important is that
the dream can be turned into reality. Dreaming is an important motivation for
students as well as for most entepreneurs!
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2.1 AN EXPLOSION OF IDEAS
IDENTIFY THE NEED AND THE PROJECT

STUDENT SHEET

MY PROJECT IDEAS
Projects I have done:

What needs could be addressed
by these projects?

5
4
3
2

Maslow's hierarchy of
needs (1971)

1
1- Physiological 2- Safety 3- Sense of belonging
4- Self-esteem 5- Self-actualization

Projects that I dream of doing:
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What needs could be addressed
by these projects?

Here are the two projects that we have chosen:
1.

2.

2.1 AN EXPLOSION OF IDEAS

CHOOSING TWO PROJECTS

IDENTIFY THE NEED AND THE PROJECT

STUDENT SHEET

Here are the needs that will be satisfied with these projects:
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2.1 AN EXPLOSION OF IDEAS

FEEDBACK SHEET

IDENTIFY THE NEED AND THE PROJECT

What I liked about the activity:

What I did not like about the activity:
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2.2

CHOOSING A CLASS PROJECT

1

Educational objective
Discuss democratically in order to
collectively choose a project that
involves all the students in the
class.

2

2.2 CHOOSING A CLASS PROJECT
IDENTIFY THE NEED AND THE PROJECT

Identify the Need and the Project

Cooperation objective
Display
solidarity; join
the majority.
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2.2 CHOOSING A CLASS PROJECT
IDENTIFY THE NEED AND THE PROJECT

LEARNING ACTIVITY
PREPARATION
Materials for each team
Eight small ballots

Cooperative structure
Constructive Controversy

Group formation
Controversy groups

ACTIVITY
Getting started
The teacher refers to the conclusions drawn in the previous activity and proceeds to
sort through and compile the chosen projects. The projects that were chosen by
more than half of the groups are kept.

Procedure
INDIVIDUALLY:
Write your project choice on a ballot (silent vote).
The teacher gathers and compiles the results: the two projects (A and B) which
receive the most votes are written on the board.
IN CONTROVERSY GROUPS: debate
The students divide themselves into two rows: those in favour of project A facing those in favour of project B.
The teacher facilitates the debate.
Here are a few guidelines to respect:
- Each student speaks, one after the other.
- We alternately hear an argument for project A and one for project B.
- The students have the right to change their mind during the debate,
but must change rows.
When there are no more arguments for debate, the teacher proceeds to a second silent vote, compiles the results and reveals the official choice of class
project.
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IDENTIFY THE NEED AND THE PROJECT

A B

2.2 CHOOSING A CLASS PROJECT

THE DEBATE

FEEDBACK
Feedback on what was learned
Specify the difference between consensus and unanimity.
Draw parallels between the democratic process experienced in the
classroom and the various real-life situations in society where the
process could be used.
Restate needs related to the chosen project and determine the
common need(s).

Feedback on the cooperative process
Explain the importance of solidarity (working together to get everyone’s
commitment) when making a decision as a group.
Ask the students if they enjoyed making a decision this way and why.
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2.3 FROM DREAM TO REALITY
PLAN

Estimate Resources, Plan

2.3

FROM DREAM TO REALITY

1

Educational objectives
Plan out the steps for the fulfillment of
the project.
Estimate the human, material and
financial resources required for the
project.

2

Cooperation objectives
Reach a consensus.
Share resources.
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Materials for each team

2.3 FROM DREAM TO REALITY

PREPARATION

PLAN

LEARNING ACTIVITY

Student sheet “Developing Our Project”

Cooperative structure
Discussion
Participation tokens
Roles: spokesperson, secretary, time keeper / material manager, token manager.

Group formation
Heterogeneous teams of four students (home groups)

ACTIVITY
Getting started
The teacher invites the students to visualize their class project. S/he asks them to
think about what they see, hear and do in order to anticipate how the project will be
managed.

Procedure
In home groups, the students determine what their ideas have in common using
the “Developing Our Project” sheet (page 102). Point out to the students that
the chosen ideas must be realistic to make sure that the project is achievable.
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2.3 FROM DREAM TO REALITY
PLAN

FEEDBACK
Feedback on what was learned and on the cooperative process
You can get feedback on what was learned and on the cooperative
process in a board meeting.
Each team’s spokesperson presents the ideas chosen by his or her
group to the rest of the class. S/he posts the sheet filled out by his or
her team on the board. The rest of the class can ask questions for
clarification.
Following the presentation by each team, the teacher asks the
students to identify the ideas that are the same, similar or different.
The class group attempts to rally around a common vision of the steps
of the project.
It is recommended that you give a short debriefing about the conduct
of this council and answer the following question:
Is it easier to come up with ideas alone or in a group?
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2.3 FROM DREAM TO REALITY

DEVELOPING OUR PROJECT
Briefly describe which project was chosen by the class:

PLAN

STUDENT SHEET

Describe the common need(s):

Where will it take place?

When? (the date and duration of the project)

Steps for completing the class project:

When?
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RESOURCES REQUIRED:

PLAN

2.3 FROM DREAM TO REALITY

STUDENT SHEET

Material

Human

Financial
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Where will we find resources?
(people, family, school,
community)

2.4

WHO DOES WHAT?
1

2.4 WHO DOES WHAT?
REALIZE

Realize

Educational objective
Organize and distribute tasks related to
the realization of the project according to
the four core business functions.

2

Cooperation objective
Get involved individually
and collectively.
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2.4 WHO DOES WHAT?

LEARNING ACTIVITY

REALIZE

PREPARATION
Materials for each interest group
Blank sheet of paper
Student sheet “Organizational Task Chart”

Cooperative structure
Brainstorming
Discussion
Participation Tokens
The roles: spokesperson, intermediary, secretary, token manager, time keeper and material manager

Group formation
Interest groups

ACTIVITY
Getting started
Remind the group about the decisions made in the last board meeting regarding the
steps for managing the project.
Show the students the similarities between a class project and a business. Explain
the four core business functions (see explanation on page 107).

Procedure
The students choose one of the functions and split up into four interest groups:
marketing, production, human resources and accounting.
They proceed with a brainstorming session on the tasks they will have to
achieve according to their function.
Using the Organizational Task Chart, the students discuss in order to classify
and organize a timeline for the various tasks and distribute the work to be
accomplished fairly. Make sure that each student will contribute to the realization
of the project.
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2.4 WHO DOES WHAT?

FEEDBACK

During a board meeting, each committee presents its Organizational Task
Chart.

REALIZE

Feedback on what was learned

Feedback on the cooperative process
Ask the teams to answer the following question:
What image or symbol would illustrate the inter-dependence you have
experienced during this activity?

Reflections
Here is an overview of the possible distribution of students in each interest
group: approximately 40% in production, 20% in marketing, 20% in human
resources and 20% in accounting. These proportions can vary depending on
the project chosen and the personal interests of the students.
In the case where an interest group is composed of more than five people, divide the
group into working teams of three to five students. Brainstorming is then done
in small teams. Afterwards, the students go back to their interest groups, and
share their ideas in order to reach a consensus.
In future work periods in interest groups, it is important to maintain the roles to
ensure proper cooperative functioning. It is also suggested that the roles be
rotated in order to allow everyone to experience them.
The board meeting ensures follow-up on the progress of the project. From time
to time, the spokesperson of each interest group presents an activity report
related to his or her function. Important decisions concerning the project are
made democratically in a board meeting.
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2.4 WHO DOES WHAT?

THEORY: Simplifying the notion of a business

REALIZE

A business and a project: the similarities
The distribution of tasks to manage a project is very similar to the distribution of
work in a business. This is why the Together Towards Success toolkit suggests
that the tasks required to effectively manage the cooperative class project be
distributed as if they were real business functions. Give real-life examples of
how this allocation of tasks will help students realize that they will eventually be
in the workforce and may become future entrepreneurs. In fact, whether dealing with a business or a class project, one will always encounter some form of
the following functions: financial (accounting), communications and promotion
(marketing), interpersonal relationships (human resources) and production or
manufacturing.
No matter what example of a business or project you use to explain the similarities to the students, you must be able to prove the effectiveness of distributing
work based on those functions. Students should note that the inter-dependence
of these functions is needed to ensure success as a collective. Thus, the introduction to the business world occurs naturally since the students are already
working this way. To best illustrate these notions, use an example from a real
business in your area. You might consider inviting a representative from this
business to your class.

107

Key Words

Examples of Tasks

Marketing

Raise awareness and
interest in something.
Also concerns relationships
with the community that will
ensure the project is
accepted, to sell the product
or have spectators or
participants.

- Promotion
- Advertising
- Creativity and
imagination
- Communications
- Market study
- Sales
- Negotiation
- Convincing

- Sell tickets, products.
- Create a poster, a brochure,
an advertisement to make
the project known.
- Proceed with market study
to understand needs and
interests (Toolbox, p. 155).
- Find sponsors.

Accounting

Concerns all aspects related
to monetary or material
resources needed in order
to complete the project
(Financial aspect).

- Cost of the activity
- Accounting
- Calculating the
surplus
- Evaluation
- Compilation of
results
- Analysis

- Manage money or material
resources related to the
project.
- Bookkeeping.
- Evaluate income and
expenses.

Human
Resources

- Workers
Concerns people.
Management of relationships - Volunteers
- Conflict resolution
between people.
- Board meetings

-

Production

Concerns manufacturing,
production and concrete
development of project.

- Lead an activity.
- Prepare a lunch.
- In a play: the actors,
the stage director, the
person in charge of
costumes.
- Create / manufacture the
product.
- Plan an event.

Outline and control
the tasks to be
accomplished

2.4 WHO DOES WHAT?

Definitions

REALIZE

CORE FUNCTIONS OF A BUSINESS

Recruit volunteers.
Recruit paid staff.
Train staff.
Help solve conflicts.
Make sure the schedules are
followed.
- Make sure that everyone
is satisfied with the
unfolding of the project.
- Organize and facilitate
board meetings.
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2.4 WHO DOES WHAT?

STUDENT SHEET

REALIZE

ORGANIZATIONAL TASK CHART
Our function is:

The people responsible for this function are:

TASKS TO BE ACCOMPLISHED
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PERSON(S)
IN CHARGE

SCHEDULE

2.5 EVALUATING OUR PROJECT

Evaluate

EVALUATING OUR PROJECT
1

EVALUATE

2.5

Educational objective
Evaluate the progress of the project in
order to analyze the gaps between
what was planned and what was
accomplished.

2

Cooperation objectives
Share ideas.
Criticize ideas, not people.
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2.5 EVALUATING OUR PROJECT
EVALUATE

LEARNING ACTIVITY
PREPARATION
Materials for each interest group
“Class Project Progress Assessment” student sheet for each member of the
group
Student sheet “Final report”
Feedback sheet “Personal reflections” for each member of the group

Cooperative structure
Think, share (variation of TPS)
Roles: Time keeper / material manager, spokesperson, secretary, facilitator

Group formation
Interest groups

ACTIVITY
Getting started
Explain to the students that evaluation, in other words, the analysis of what was
planned and what was accomplished in reality, is an essential step to be completed
after any action, both from a personal and a professional standpoint. In business
especially, this step helps to determine whether actions undertaken really did help
meet a need. Evaluation also allows us to ask ourselves what our participation in the
project gave us and what are the areas for improvement.

Procedure
INDIVIDUALLY:
Each student fills out “Class Project Progress Assessment”.
IN GROUPS
The students meet to share their reflections and fill out the final report. They can
refer to the Organizational Task Chart completed in activity 2.4.
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Feedback on what was learned
During a board meeting, each interest group presents its final report.

2.5 EVALUATING OUR PROJECT
EVALUATE

FEEDBACK

Feedback on the cooperative process
Individually, the students fill out the feedback sheet.
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2.5 EVALUATING OUR PROJECT
EVALUATE

STUDENT SHEET
CLASS PROJECT PROGRESS ASSESSMENT
Which business function did you choose?

With respect to this function, what tasks were planned by your group at
the beginning of the project? Refer to the Task Organization Chart that
you filled out in activity 2.4.

Which tasks did your group accomplish?

Is there a gap between what was planned and what was accomplished?
Is it a small or a large gap?
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CLASS PROJECT PROGRESS ASSESSMENT

EVALUATE

In your opinion, what is the reason for the gap between what was
planned and what was accomplished?

2.5 EVALUATING OUR PROJECT

STUDENT SHEET

What were the collective needs that you wished to address through
this project?

In your opinion, did you succeed in meeting these needs? Why?

What project idea was chosen by the class?

Did the idea remain the same or was it modified along the way? Why?
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2.5 EVALUATING OUR PROJECT
EVALUATE

STUDENT SHEET
FINAL REPORT
Our function was:

The people responsible for this function were:

What was planned

Project idea

The collective
need(s) identified
by the class

The tasks related
to our function

Possible improvements:

115

What was completed

Gap analysis

2.5 EVALUATING OUR PROJECT

FEEDBACK SHEET

What did I learn by participating in the class project?

EVALUATE

Personal reflections

What did I learn about myself (interests, skills, talents, etc.)?

What did working in a cooperative project give me?

What did I find to be the most difficult aspect of the project?

What was the greatest source of pride for me?

What will I remember about my experience?
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TOOLBOX

TOOLBOX
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COOPERATIVE GROUP WORK

Presentation of cooperative group work
Features
- Peer learning
- Delegation of authority

TOOLBOX

Values
-

Helping one another
Solidarity
Equality
Freedom
Equity
Democracy
Openness towards others
Right to be different

Components
- Group heterogeneity
- Experimentation with interpersonal and cognitive skills
- Positive inter-dependence
- Individual accountability
- Teacher’s role as facilitator
- Feedback and debriefing after the learning task
DISTINCTION BETWEEN TEAM WORK AND COOPERATIVE GROUP WORK
Team

Cooperative Group

Framework with minimal structure

Structured framework with planned interactions

Possibility of unequal participation

Equal participation

Rare individual involvement

Well-planned and properly outlined individual
accountability
Social bond through cooperation with positive
inter-dependence
Experimentation with skills that are taught,
observed and evaluated
Formation of heterogeneous groups

Arbitrary social bond
Spontaneous demonstration of skills
Spontaneous group formation
Common goal attained by working either alone
or with others
Simple, complex, exact, open task
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Common goal attained by working together
Preferred task: complex and open

Teacher’s responsibilities
Before the activity

TEACHER’S ROLE

When preparing a cooperative activity, the teacher acts as stage director,
allowing the students to become the key players in their learning process.
The teacher must establish the interaction mechanisms in order to ensure the quality
of the interactions between students. S/he supplies tools to facilitate learning. During
the activity, the teacher gives the students the floor and takes on the role of observer
and supporter. S/he becomes a witness to the emergence of the cooperative process,
which s/he will give feedback on once the activity is over.

TOOLBOX

Teacher’s role

- Choose the activity.
- Prepare the scenario of the activity.
- Understand the structures to be used.
- Allocate roles (if necessary).
- Form groups.
- Prepare the required materials.
At the beginning of the activity
- Announce the groups.
- Explain expected behaviours.
- Teach the required cooperation skills.
- Appoint roles and explain how to fulfill them.
- Have each team reformulate the instructions.
- Specify the duration of the activity.
- Tell students what will be observed during the activity.
During the activity
-

Observe.
Serve as resource as needed for the task.
Restate activity in order to stimulate participation.
Give feedback.
Remind each group of the expected behaviours.

At the end of the activity
- Feedback on the activity by considering what was learned.
- Feedback on the activity regarding the cooperative process
(skills, roles, structures, expected behaviours, etc.).
- Share comments on observations noted during the activity.
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COOPERATIVE SKILLS
TOOLBOX

Cooperative skills development(11)
The cooperative skills required to perform the activities are both social and intellectual in
nature. They are part of a spectrum, they are specific to the cooperative situation and
they help all members of a group to learn more.
To facilitate the acquisition of these skills, we recommend the teacher translate them into
verbal and image-driven language with the help of a “T” chart, which you can build with
the students’ help. This chart allows you to break down the skills into words and actions,
giving the students a specific model of the expected behaviour (page 126). In order to
guide the teacher in this activity, there is a chart on pages 122 to 125 with examples of
words and actions for each skill.
Based on the work of Johnson, Johnson and Halubec, we have divided the cooperative
skills into four categories, each of which represents a different stage of learning. This
classification, without being too definitive, will allow you to understand the skills, as they
are defined below more clearly.
1. Management skills: encourage the establishment of minimum standards for group
participation.
2. Gathering skills: promote inter-dependence by channeling efforts. Allow for smooth
and effective group work.
3. Reflection skills (reasoning): stimulate reasoning strategies (thus improving
comprehension) and maximize each and everyone's learning.
4. Problem solving skills (transformation, conceptualization): stimulate conceptualization
through the confrontation of ideas. Enable the use of diverse thought processes to
find alternative solutions. Encourage students to be open to other ways of thinking
through the transformation of ideas. Make students reframe their way of approaching
a problem.

11- Claudette Évangéliste-Perron, Martine Sabourin and Cynthia Sinagra, Apprendre la
démocratie : guide de sensibilisation et de formation à la démocratie selon l’apprentis
sage coopératif, Montreal, Les Éditions de la Chenelière, 1996, pp. 305-307.
Reproduced with the permission of Chenelière/McGraw-Hill.
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REFLECTION SKILLS

Skills

Actions

Words

Explain to others how to do it
(help by explaining, use
yourself as an example).

Students make drawings,
outline steps, show details.

“Come here Myrlie, I will
explain how I do this.”

Ask questions.

Students come closer to
show their interest; they show
curiosity.

“Where? When? How? Why?
With whom?”

Justify ideas or explain why.

Students think; their eyes
open when they look at each
other.

“Personally, I think that…”

Reformulate.

Students seek other means of
expressing themselves.

“Can someone repeat in his
or her own words what was
just said?”
“I will reformulate to see if I
understood.”

Summarize ideas out loud.

Students demonstrate, by
nodding, that they have
followed the progress of the
discussion.

“What has been said up to
now, is that…”
“Valerie said…, but
personally, I think that…”

Help others to remember ideas
through imaginative ways.

Students demonstrate the
models they use to
memorize.

“Patricia, I will show you
something…”

Respect the comments of
others in a discussion.

One at a time, the students
talk, listen and participate in
choosing the best or most
relevant ideas.

“This is my idea, I would like
to hear yours.” “Which idea
seems the most effective?”

TOOLBOX

REFLECTION SKILLS
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Skills

Actions

Words

Come to an agreement.

Students try to understand the
ideas of others asking for further explanation.

“I agree with this idea but not
with that one. What if we
joined both? I accept your
idea even though it is
different from mine since
yours explains a particular
point. Does everyone agree?”

Integrate a certain number of
different ideas in a single
position (reach a consensus).

Students get together,
bringing them closer.

“I suggest we put all similar
ideas together. Now, are
these ideas contradictory or
different? Which ideas will we
discard? Would another idea
allow us to take into account
all the details? We could ask
for help.”

Complete other peoples’
answers.

Some students listen and add
ideas to those of others.

“Jean-François, what you are
saying is interesting, and
makes me think of…”

Enrich ideas.

Some students try to go
further by adding or
transforming ideas.

“It’s a good idea but, could
we also…”

Criticize ideas, not people.

Students think about the
“This idea doesn't work
relevance of ideas put forward. because…”

Come up with new ideas.

Students suggest new ideas;
they draw up lists of ideas
without criticizing them.

TOOLBOX

PROBLEM SOLVING SKILLS

PROBLEM SOLVING SKILLS
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“If we were to merge two
ideas, would that do?…
Super! That gives me an
idea… what do you think of
this?”

MANAGEMENT SKILLS

Skills

Actions

Words

Wait one’s turn.

One person speaks at a time.

“It’s your turn Francis.”

Request the right to speak.

The person raises his or her
hand or puts his or her pencil
in the middle of the table.

“May I please say
something?”

Ask others to express
themselves.

The student turns towards
someone to invite him or her
to speak.

“Nathalie, would you like to
tell us what you think?”

Communicate (share information The student looks at the
in a clear and organized fashion). people to whom he or she is
speaking; he or she transmits
the information in a clear and
organized fashion.

“I have found the answer,
here it is: 1. (…) 2. (…) 3.
(…)” “Here is some important
information”

Participate equally.

One person speaks at a
time, the others pay attention.
Students take turns to write.

“What do you think?“
“Do you agree?”

Accomplish the function
determined by the role.

Action related to the role of
intermediary: go and ask the
teacher for help.
Action related to the role of
facilitator: lead the
discussion.

“I will ask the teacher, since
we don’t have the
information.”
“We are talking together,
would you like to help us?”

TOOLBOX

MANAGEMENT SKILLS
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GATHERING SKILLS
TOOLBOX
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GATHERING SKILLS
Skills

Actions

Words

Be sensitive to the needs of
others.

A student hands a pencil to
the person who is in charge
of writing.

“Mark, I believe you had
something to say? Do you
need something explained?”

Help each other.

Students get together; we
notice they are looking at
another student’s paper.

“Would you like me to explain
it to you in another way?”

Explain to others how to
proceed (give direction to the
work).

A student explains the
guidelines; the others stop
and pay attention.

“Everyone, can I have your
attention? We must first read
the text and then highlight the
ideas.”

Ask for help or further
explanations.

A student gets the groups’
attention; the other students
pay attention.

“Can someone explain to me
once again? I don’t
understand.”

Encourage others.

No one is isolated. Students
talk one at a time. Each
student listens and watches
the person who is talking. We
notice friendly gestures.

“Super! Great! Good idea!
I believe we are able to
continue, let’s try again.”

“ T “ CHART

The “T” chart

TOOLBOX

The “T” chart is very useful for showing the students, from the start, what cooperative
skills will be used during the activity. The chart will be re-examined once again during
the feedback session so the students can be made aware of the improvements they
have made.

Skill:

What I see (gestures)

What I hear (words)
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COOPERATIVE STRUCTURES
TOOLBOX

Cooperative structures
Structures are used in cooperation in order to encourage the sharing of ideas among
students, to develop concepts, ensure individual accountability and inter-dependence.
Here are some examples:
Puzzle
Sharing of information between participants.
Specialized Skills Puzzle (or Expert Groups)
The students are split up into their home groups.
Each student receives different material or is appointed a task that is different from
everyone else’s.
Individually, the student explores the material or accomplishes the task.
The members of groups who received the same material or who accomplished the
same task meet in expert groups in order to continue their work and to help each
other out.
Once they are finished, they go back to their home groups and participate in the completion of a common task.
Each student communicates the information or shares the material that only he or she
possesses or understands.
Round Robin (or Take a Turn)(12)
One at a time, each student explains his or her idea out loud. The group then chooses
one.
The teacher assigns one student from each group to announce the idea of the group
in front of the class and to justify it.
Find Someone Who
Each student has a sheet of paper with squares on it.
Each square contains a question that includes a statement.
Each student asks another student the question to find out if it is his or her question
If it is, the student writes his or her initials in the square on the question sheet belonging to the person who asked the question.
Constructive Controversy
The students sit in two rows facing each other: those who are for and those who are
against an issue.
The teacher facilitates the debate.
Students have the right to change opinions during the debate, and to signify this they
switch sides and continue the discussion.
Each student speaks one at a time.
The debate alternates between one opinion for and one against.
Once the debate is finished, the teacher counts the number of students for and the
number of students against.
12- Claudette Évangéliste-Perron, Martine Sabourin and Cynthia Sinagra, Apprendre la
démocratie : guide de sensibilisation et de formation à la démocratie selon l’apprentis
sage coopératif, Montreal, Les Éditions de la Chenelière, 1996, pp. 308-311.
Reproduced with the permission of Chenelière/McGraw-Hill.
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In small groups, the students discuss a topic.
Each student expresses his or her idea.
Each student listens to the ideas of others.
Each student participates in choosing the best or in creating new ideas.

COOPERATIVE STRUCTURES

Discussion(13)

Using a large sheet of paper divided into four, each group member answers the question written in the space located in front of him or her using a different coloured marker.
After a short amount of time, the sheet is rotated.
Each team member reads the answers and thinks of his or her own and whether their
idea is different from those already written.
If students agree with the existing answer, they put their initials beside it.

TOOLBOX

Cooperative Graffiti

Participation Tokens
Each student has three tokens.
The student lays one token in the center of the table each time he or she speaks
(except for a yes or no);
Once individals have used up their tokens, they can no longer speak. All the tokens
must be in the center of the table before starting over.
Equal Sharing of Materials
Each student in the home group must have the same material.
TPS (Think, Pair, Share)(14)
Each student spends some time thinking about a topic given by the teacher.
Each student communicates the conclusion of his or her reflection to another student.
The partners share their ideas in larger groups.
Variation: Think, share, pair, share.
Brainstorming
The students brainstorm, during which time they express as many ideas as
possible in a given amount of time, without pausing to judge them. All the ideas are
kept, without being censored or debated.

13- Claudette Évangéliste-Perron, Martine Sabourin and Cynthia Sinagra, Apprendre la démocratie :
guide de sensibilisation et de formation à la démocratie selon l’apprentissage coopératif, Montreal,
Les Éditions de la Chenelière, 1996, pp. 308-311.
Reproduced with the permission of Chenelière/McGraw-Hill.
14- Ibid.
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COOPERATIVE ROLES
TOOLBOX

Cooperative roles
In order to encourage cooperation, delegating roles is sometimes recommended.
With defined roles, each student holds a specific place in the group and has tasks to
accomplish during the activity. This encourages the participation of each student and
prevents non-participation or problems of monopolization. Roles allow teachers to delegate more responsibilities to the students.
As mentioned in the book Learning Democracy:
The teacher alone assigns the roles, avoiding students’ assigning
themselves roles, according to their status or which they see as most
important or attractive.
(…) The teacher must also properly define and teach them.
(…) It is important to alternate roles in order to avoid the harmful
consequences of the monopolization of a role by one person15.
There are two main types of roles: those related to the accomplishment of the task
and those related to operations or the quality of interaction.
Often, students undertake more than one role in the same work group, having one
role related to the group interaction (operations) and one role related to the task.
These roles require various cognitive, interpersonal, motor or other skills. A student
can either fulfill a role which he or she has mastered or, on the other hand, a role that
allows the student to develop a skill that he or she has not yet mastered but could
eventually.
In the cooperative activities proposed in Together Towards Success, the roles that are
used are:
Roles related to the accomplishment of the task:
Displayer: The student who posts the results of the group.

Spokesperson: The student who presents the summary to the class or who exposes
and justifies the idea of the group. The student must be able to synthesize, clarify and
accurately transmit the words of the members of his or her group.

Material Manager: The student who distributes the materials to the members of the
team, is careful when handling the material and neatly puts away the material at the
end of the activity.

Secretary: The student who takes notes.

15- Claudette Évangéliste-Perron, Martine Sabourin and Cynthia Sinagra, Apprendre la démocratie:
guide de sensibilisation et de formation à la démocratie selon l’apprentissage coopératif,
Montreal, Les Éditions de la Chenelière, 1996, pp. 25.
Reproduced with the permission of Chenelière/McGraw-Hill.
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Time Keeper: The student who ensures proper time management. S/he suggests a
time limit for each part of the task and updates the others on how their time is spent.

COOPERATIVE ROLES

Facilitator: The student who ensures that everyone’s attention remains on the task to
be accomplished. S/he gives the right of speech and makes sure that everyone
participates in the task.

TOOLBOX

Roles related to the operations or to the quality of the interactions:

Intermediary: The student who acts as link between the group and the teacher. S/he
informs the teacher about the group activities and brings any suggestions from the
teacher back to the group.

Observer: The student who observes, compiles and adds up observable facts. S/he
shares his or her observations with the team members or with the class during
feedback sessions.

Token Manager: The student who makes sure that everyone participates equally.

See the role cards on page 134.
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GROUP FORMATION

Group formation
Groups must be heteogeneous in order to foster an exchange, allowing everyone’s
ideas to evolve and contribute to the improvement of the end result.

TOOLBOX

Forming groups is a critical moment for students. It can generate various
positive or negative reactions. Some students can feel uncomfortable,
fear the reactions of others and suffer group rejection16.
Using a sociogram can facilitate the forming of heterogeneous groups. In fact, we try
to strike a balance in the group in order to encourage the contribution of each
student and to eventually aim to create a class where each student is equal and given
the same opportunities to learn and succeed.
Cooperative working groups are usually heterogeneous to encourage diversity which
enriches the representativeness of a group. It is the teacher’s responsibility to form
heterogeneous groups. Various diversity criteria are suggested:
- Gender
- Personal strengths
- Academic performance
- Ethnic origin
- Forms of intelligence
- Personal characteristics
- Criteria related to competency, participation, popularity
- High and low status
- Etc.

Occasionally, groups will be informal for spontaneous activities. These groups will be
randomly picked. In this case, the participants will be grouped together by:
-

Playing cards
Pieces of a puzzle
Coloured cards
Birthdays
First letters of first names
Color of clothing
Symbols
Etc.

16- Claudette Évangéliste-Perron, Martine Sabourin and Cynthia Sinagra, Apprendre la démocratie :
guide de sensibilisation et de formation à la démocratie selon l’apprentissage coopératif,
Montreal, Les Éditions de la Chenelière, 1996, pp. 25.
Reproduced with the permission of Chenelière/McGraw-Hill.
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- A specific region
- A chosen theme
- A time in history
- An aspect of a project
- A choice of task
- A specific orientation
- Etc.

TYPES OF GROUPS
TOOLBOX

Homogeneous groups are not generally recommended but may be formed occasionally for similar-interest groups. These groups may be formed as long as they are task
related, along the lines of such topics as:

Types of groups that are used:
Informal pairs
A pair is a meeting between two persons. It is informal if unplanned. For example, if
the students’ desks are set up individually, the teacher can ask the students to join the
desks into groups of two in order to create informal pairs.

Associated teams of two pairs
An associated team is composed of two sub-groups. In this case, it is composed of
two informal pairs.

Class group
The class group is composed of all students in a class.

Home group
It is a heterogeneous team of four students where the training is done by the teacher.
It is within these groups that most of the cooperative activities take place. It is recommended that you maintain the same teams over a few months in order to promote a
sense of belonging.
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FEEDBACK
TOOLBOX

Expert group
Expert groups are made up of students from different home groups. They are responsible for a specific topic and possess specific information which only they will know
about when they return to their home groups. Therefore, the four members in their
home groups become experts in four different areas. They must share their specialized knowledge with their teammates in order to work on a common task which
requires the information shared by each member of the group.

Controversy group
controversy groups, the class is divided into two groups : students ‘for’ and students
‘against’ an issue. Once their arguments are prepared, both groups get into two parallel rows and the members debate the particular question one at a time.

Interest group
Students are grouped into teams based on a common interest.

Feedback
Unfortunately, feedback on learning and the cooperation process is often spoiled due
to a lack of time. However, it is during this reflection period that learning is integrated
and that the teacher, along with the students, can evaluate the quality of the group
work. This is why it is worthwhile to reduce the time spent on the task in order to allow
time for a post-mortem on the learning and cooperative process.
When getting feedback on an activity, it is recommended that you identify the students’ achievements, big or small, in order to build their self esteem. On the other
hand, areas for improvement should also be addressed, treated as challenges to
overcome in the next activity.
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ROLE CARDS

Spokesperson
Displayer
I post the results
of the work done in groups.

TOOLBOX

ROLE CARDS (printed on both sides)

I reveal the summary
of our work to the class.
I justify my group’s ideas.
I communicate clearly.

Facilitator
Material Manager
I pay attention to
the guidelines given.
I distribute the material
to the members of the team.
I handle the
material with care.
I put away
the material once the
work is done.

I read the guidelines and, if
necessary, explain them.
I encourage each member to
fulfill the role s/he is given.
I give the right to speak.
I intervene in order to
make the work run more
efficiently.
I make sure that the team
remains focused
on the task.
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TOOLBOX

ROLE CARDS

ROLE CARDS

ROLE CARDS

ROLE CARDS (printed on both sides)

Time Keeper
Intermediary
I am responsible for requesting
help from the teacher
when needed.
I consult each member before
I ask for help.
I present the problem
to the teacher.
I explain to the team members
the suggestions of
the teacher.

TOOLBOX

I manage the time allowed
for a task. I recommend the
duration of each step of the
activity.
I point out to the other
members when we are
wasting time.
I remind the group how
much time has passed.
I time the interventions of the
team members when
necessary.
I make sure that the work is
completed on time.

Observer
Token Manager
I write down and compile
the facts related to
cooperative skills.
I present my observations and
describe the improvments
my team shows.

I am in charge of ensuring
equal participation.
I make sure that the right
to speak tokens are
used properly .
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ROLE CARDS
TOOLBOX
137

ROLE CARDS (both sides)

Why observe?

OBSERVATION

Observation during cooperative activities

The teacher’s role as observer is highly encouraged and facilitated by cooperative
learning. In fact, delegating authority to small working groups, using cooperative structures and roles, relieves the teacher of some work allowing him or her to pay more
attention to what is going on in the class.

TOOLBOX

Observation makes it possible to collect information that can tell you whether or not
the objective was achieved. In the present case, observation makes sure that the
activity truly allowed the students to experience cooperation.

Self-observation, or paying attention to one’s own actions and their impact on the
environment, allows us to question the fairness and the relevance of our interventions.
It also allows us to identify our strengths and limitations. In short, it helps us understand ourselves on a professional level and develop our skills.
Using tools such as the proposed observation chart makes observation more thorough. It gives structure to the observation and makes it easier to take notes and be
more objective, thus avoiding unfounded judgement.

Here are few recommendations for observation:
- Move around between teams.
- Spend approximately the same time observing each team.
- Prepare an observation plan, identifying the path to follow, the time
to spend with each team and the areas to observe from.
- Try to maintain a low profile by keeping a certain distance from the work groups.
- As much as possible, avoid intervening in the work done in groups.
- Observation should focus on the achievements of the students, big or small, as well
as on their difficulties.

Two tools to guide observation
Observation chart
This chart is for teachers taking their first steps in managing cooperative activities. It
allows you to observe the classrooms and to make sure that the activity being undertaken truly helps the students experience cooperation. The observation criteria found
on the chart attempts to translate components of cooperation into observable and
measurable behaviours.
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OBSERVATION
TOOLBOX
139

The chart is designed to be completed by the teacher, although it may be completed
by an independent observer (a colleague, for example). This exchange is an enriching
experience and allows you to get another perspective on what is going on in the
classroom, sometimes even discovering things that are difficult to notice when you are
involved in the project. Once the activity has been completed, take a few minutes with
the observer to discuss your perceptions of the progress of the activity and fill out the
analysis together.
Class layout
The class layout can be a good way of gaining a clearer understanding of certain
aspects of cooperation among students. It makes it possible to target a specific concern or element about your students that you would like to evaluate (for example, the
application of roles, one or more skills, respect among students, etc.). An example of
how to use the class plan to evaluate cooperative roles is available on page 146. The
"post it" notes can simplify the use of the class plan. During observation, make an
inventory of student behaviours in relation to the objective.

OBSERVATION CHART

Observation chart for a cooperative activity

Date:
Title of the activity:

TOOLBOX

1- My concerns related to the conduct of the activity:

2- Skills targeted by the activity:

3- Objective of the activity:

A- Observation criteria for the beginning of the project
Time required:
Students are introduced to the cooperative skills
that will be developed during the activity.

N/A

0

1

2

3

Instructions are given in relation to the cooperative roles
to be played.

N/A

0

1

2

3

Instructions are given in relation to the cooperative structure
to be used.

N/A

0

1

2

3

Instructions are given in relation to procedure
(length, tasks to accomplish, etc.).

N/A

0

1

2

3

Students are able to reformulate the instructions
in order to fulfill the task.

N/A

0

1

2

3

Comments:
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OBSERVATION CHART
TOOLBOX

B- Observation criteria for evaluating procedures
Time required:
Problem solving is stimulated by asking students questions.

The material resources required for the completion
of the task are supplied.

N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

The students are observed while carrying out the task.

Notes are taken during the observation of students.

The teacher is available during the activity. S/he
moves around the classroom and encourages team work when
needed

Comments:
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The students work together.
They ask for little help from the teacher.

N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

In general, the students are open to the ideas
of others.

N/A

0

1

2

3

In general, the students show respect for each other
(appropriate language, no jostling, etc.).

N/A

0

1

2

3

N/A

0

1

2

3

Each student has a specific responsibility related to the
task to be completed.

N/A

0

1

2

3

The class is divided into small heterogeneous groups.
Training for these groups is well planned.

N/A

0

1

2

3

OBSERVATION CHART

C- Observation criteria for group work

In general, the students help each other out to complete a task.

TOOLBOX

In general, the students attempt to solve conflicts themselves.

In general, the students are focused on the task at hand.

Comments:
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OBSERVATION CHART

D- Observation criteria for feedback sessions
Time required:
The feedback concerns what has been learned.
N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

N/A

0

1

2

3

TOOLBOX

The feedback concerns the cooperative process.

The feedback helps students acknowledge the cooperative
skills which were used during the activity.
The amount of time dedicated to getting feedback is sufficient.

Students actively participate in giving feedback.

Student efforts and achievements (concerning completion of task,
the cooperation process, etc.) are highlighted.

Comments:

What comments did the students make when asked for feedback?
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TOOLBOX

1- Were the target skills developed as expected? How? Why? (or Why not?)

OBSERVATION CHART ANALYSIS

Observation chart analysis

2- Did the activity make it possible to acquire other skills? Which ones?

3- Was the objective attained? How? (Or why not?)

4- Was the time dedicated to each part of the activity sufficient? Why? (Or why not?)

5- Did the activity really give the students the opportunity to work cooperatively?
How? (Or why not?)
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OBSERVATION CHART ANALYSIS
TOOLBOX

6- Did anything unexpected or surprising happen during the activity?

7- In this activity, I was most proud of:

8- The areas of improvement for the next cooperative activity are:

9- We can make these improvements by:
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CLASS LAYOUT

Observation target: the facilitator’s role

Blackboard
tkmm
Mary

TEA
CHE
R’S

f
John

TOOLBOX

Sample class layout

DES
K

“Ask Mary to explain
her idea “
sp
Oliver

Martin P.

Darlington

Lucy

Yvan

Jessy

Francis

Samuel

Lisa

MarcAnthony

Luis

Jessica

Jane

Lynn

Tim

Robert

Matthew

David

Martin L.

Julie

Ann

Nancy

Caroline

Amy

Nicholas Stephanie

scr

tkmm = time keeper and material manager
f = facilitator
i = intermediary
scr = secretary
sp = spokesperson
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1

Targeted Skills

2

Objective

TOOLBOX

ACTIVITY DEVELOPMENT OUTLINE

Cooperative activity development outline

PREPARATION
Materials for each team

Cooperative structures
Roles:

Group formation

147

Procedure

ACTIVITY DEVELOPMENT OUTLINE

Getting started

TOOLBOX

ACTIVITY

FEEDBACK
Feedback on what was learned

Feedback on the cooperative process

Reflections
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PROCEDURE FOR THE BOARD MEETING

TOOLBOX

Typical procedure for the board meeting

Here is a sample agenda:
1. Opening of the meeting
2. Reading and adoption of the agenda
3. Discuss business from last meeting
4. First point on the agenda
(For example, presentation of progress reports from each interest group: marketing,
accounting, human resources, production.)
5. Second point on the agenda
(For example, dynamics of working groups)
6. Other business
7. Adjournement

The facilitator makes sure that everyone has had the opportunity to express
themselves. Decisions are then made by the group.
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- Teachers of a different subject who wish to get involved;
- Retired teachers who are interested in the project;
- Competent parents who are available;

CONTRIBUTION OF VOLUNTEERS

Managing a cooperative class project often demands a lot of time, research and skill.
Therefore, a single teacher may find such a task quite daunting. This is why volunteer
work can turn out to be a precious resource. Here is a list of possible volunteers:

TOOLBOX

Contribution of volunteers

- Specialists in the field;
- Workers in the field;
- Financial advisors (Caisse populaire);
- Cooperatives in the area that are willing to engage in inter-cooperation and to
supply material or human resources;
- Businesses in the area that may offer material or financial donations;
- Others.
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ACCOUNTING

ADMINISTRATIVE TOOLS

Accounting

Sample invoice

ADMINISTRATIVE TOOLS

(name of the group, class or project)
Buyer:

Address:
(City)

Saleperson:

Quantity

(Postal Code)

Date:

Product / Service

Unit price

Amount of sale

Subtotal:
Shipping / Transportation fees:
Subtotal:
Total:

THANK YOU!
Delivery date:

151

Accounting

ACCOUNTING

ADMINISTRATIVE TOOLS

Initial financial needs assessment

contribution of (number of students)
amount of

students in the class in the

($5) per person, refundable at the end of the project.

We also received support from
amount of
($XY).

(organization name) in the

ADMINISTRATIVE TOOLS

To cover the initial project expenses, we are counting on the

(Other organization, or parents)
This provides us with an initial total
(deposited) of $

(total).

What do we have to purchase in order to start the project?
Details

Quantity

Cost

Total:

Is there a deficit? (a negative difference)
What solutions can we think of?
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ACCOUNTING

ADMINISTRATIVE TOOLS

Accounting

Sample budget forecast
BUDGET FORECAST

ADMINISTRATIVE TOOLS

EARNINGS
Amount

Description
Student contribution
Parent contribution
Organization A contribution
Organization B contribution
Other contributions
Forecast earnings for product sales
Total:
EXPENSES

Amount

Description
Project-related expense A
Project-related expense B
Project-related expense C
Products purchased for manufacturing
Miscellaneous (to be expected)
Total:

Is there a deficit? (a negative difference)
What solutions can we think of?
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7

6

5

4

3

2

1

Name of salesperson

Total:

Week

Date:

Sample sales journal – bookkeeping

ADMINISTRATIVE TOOLS

1

2

3
4

ADMINISTRATIVE TOOLS

Signature:

5

6

$

ACCOUNTING

Sales for
the period

Accounting

MARKETING

ADMINISTRATIVE TOOLS

Marketing

Sample market study
INTEREST OF POTENTIAL COSTUMERS

ADMINISTRATIVE TOOLS

Usefulness of product / service
1) Does the product / service we offer meet one of your needs?
Yes

No

More or less

2) Do you currently use this type of product / service?
Yes

No

More or less

3) Is there anyone in your family who uses this product / service?
How many?
Friend

Father

Mother

Brother

Sister

Other

Appeal of product / service
3) Do you like the product / service we are offering?
Yes

No

More or less

4) Can you think of any improvements we can make to our product / service?

Yes
If yes, what are they?
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No

More or less

MARKETING

Intention to purchase and price
5) Would you purchase our product / service?
Yes

No

More or less

Between $1 and $2
Between $

Between $2 and $5

and $

Respondent identification

7) Gender: Male

ADMINISTRATIVE TOOLS

6) What price would you be willing to pay for our product / service?

Female

8) What is your age group?
Under 15 years old

Between 15 and 30

Between 30 and 40

40 years old and above

9) What is your occupation?
Work at home and/or raising children
Full-time employment
(type of employment)

Professional / self-employed
(Profession or line of work)

Business owner
Student
Currently unemployed
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MARKETING

ADMINISTRATIVE TOOLS

Marketing

Sample market study summary

ADMINISTRATIVE TOOLS

MARKET STUDY
Summary of survey results in order to determine
the interest of potential customers
Sample
Total number of persons surveyed:

Results of the survey
Our product / service answers the needs of
% of these people.
The product / service is already used by
% of these people.
Our (improved) product / service would be appreciated by
% of these people.
Our product / service would be used by
% of these people.
The price these people are willing to pay for our product / service would be $

Potential buyers
Profile
Gender:

Age:

Other characteristics:

Potential market
Estimated number of potential customers in our territory:
(according to the profile)

Number of people we expect to serve:
(according to our forecast)

Percentage of the potential customers in our territory that this number represents:

157

%

Conclusion
According to the results of our survey, we can say that the percentage of people truly
ready to purchase our product / service is similar to the number of people in our
potential market.
Yes

No

Therefore, we should be able to offer

More or less

MARKETING
ADMINISTRATIVE TOOLS

MARKET STUDY
Compilation of survey results to determine the interest of the potential
customers (continued)

units of our product / service.

The price people are ready to pay for our product / service would allow us
to cover our expenses and be profitable.

Yes

No

Not sure

Based the results of our market study, it seems reasonable to set our
price at $
.
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MARKETING

ADMINISTRATIVE TOOLS

Marketing

How to promote the activities
We often think it is possible to reach everyone, which is a mistake. Unfortunately, this
is impossible and before taking any steps to promote an activity or advertise a product
or service, it is important to think carefully.

ADMINISTRATIVE TOOLS

The following questions may serve as a starting point to help guide your reflection.
In your school or your networks are there any:
Youth businesses?
Sports teams?
Student funds?
Scool-based cooperatives?
Youth centers?
Websites visited by students or teachers?
Theatre groups?
Amnesty International?
Environmental groups?
Political groups?
Religious education groups?
School bands?
School radio stations?
School newspapers?
After answering these questions, you will be able to identify the various groups that
make up your school or networks. You will also be able to think about those you wish
to target and choose the best medium for that purpose.
Reaching your target groups
In promotion or advertising, some elements remain classics. However, your imagination
will make the difference in the strategy that you choose. Think about the common
interests of these groups, since “birds of a feather flock together!”
Here are some examples of tools you can use:
Posters, leaflets, website;
Flyers (small leaflets announcing an activity);
“Teasers” (without revealing all the details, announce that an event will be held
using posters);
School radio station (make an ad or an appearance during regular
programming);
Student newspaper (write an article to announce your activity);
Classroom visits (a reminder or promotional “blitz” before holding the activity);
Tour student groups;
Internet (send messages by email);
Banner;
Spokesperson (find someone in your school who has influence to represent
you).
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Partnerships

Advantages of partnerships:
By working with you, the partner helps organize the event and ensure its
success by sharing the costs and risks.
The partner will attract others to your activity and you will benefit from higher
visibility, increasing participation rates.
In short, a partnership is a risk-sharing relationship where you and the partner
both benefit from an equal and profitable relationship, since you both attain
shared results, while answering your respective needs.

ADMINISTRATIVE TOOLS

It is much easier to sell ideas to people who share the same interests as you. With
partnerships, in addition to working cooperatively, you have a better chance
of reaching your goals.

Sponsorship
Sponsorship is another way of participating in and collaborating on an event. The
difference with partnerships is that the logistics and the risks do not affect the
sponsor. The relationship is limited to a monetary or material investment.
You must understand that a business which grants you a sponsorship expects a certain
amount of visibility in return (a strategically-placed banner, or their logo on your official
documents, for example).
The best way to attract sponsors is to act as a representative for your event. Be
professional and take the time to go meet the people you have solicited.
Make an appointment and be there on time. Give a clear and concise description of
what you want. Make a meeting plan beforehand. Who knows, your professional attitude
might get you a sponsorship!

An alternative: trade (barter)
If no partnerships or sponsorships are available, an interesting alternative remains trade
(a sponsorship in products or services). Without having to receive an amount of money,
you can benefit from products or services that may be helpful for your event.
For instance, in order to increase attendance at a conference, a restaurant could provide
coffee and muffins in exchange for a promotional banner to promote the restaurant on
site.
If you run out of sales arguments when negotiating a sponsorship, you might consider
offering an exchange of services. Try to have an idea of the types of products or services
you are looking for and how they can be used.
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Here are a few tips which will help you stand out to potential sponsors:
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- After communicating by phone, fax or email, make sure to follow up and
thank the person for their time. This is a good way not to be forgotten!
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- After the event, in preparation for the upcoming year, you can also write a
thank-you letter for the sponsorship. This allows you to follow up and to provide
a summary of the activity, with one simple goal in mind: repeating the experience
in the future.

MARKETING

Sample letter - Request for Sponsorship

Name of Person/Committee
Person’s Title
Name of Organization
1234 Their Street
Their City, Québec ZIP

Dear Sir or Madam (or Dear [first and last name]),

Introduce your organization, mission and sector of activity.

ADMINISTRATIVE TOOLS

Date

Next, find an attractive way of presenting your event, mentioning the date, length
and location where it will be held. Also, include the expected number of participants,
the official partners and the activities which will be held.

Mention the reasons why you are interested in the organization to whom you are
writing and the possible benefits of supporting your event.

Then indicate the amount of financial support ($) you hope to obtain and how it
will be used.

Indicate that there is a visibility proposal enclosed with the letter, detailing the various
sponsorship options.

In conclusion, state that you would be happy to meet or to arrange a phone
conversation in order to provide additional information. Do not forget to give a date
by which you expect an answer.

(Sincerely/Best regards),

Signature

Encl.: Visibility proposal
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Sample sponsorship plan
When creating a visibility plan, it is important to demonstrate the means of visibility
you can offer the sponsor.
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GOLD PACKAGE (your investment: $300)

Visibility Elements

Visibility Elements

Posters 18"X24" (20)

Posted in all classrooms

Flyers (1500)

Distributed to all students. Eg.: 1500 flyers for the 1500
students of the school

School website

Visited by teachers and students. Eg.: there are 45
teachers and 1500 students in the school

Banners (4)

Located in the school hall

For $300, you will benefit from exposure in each segment.
SILVER PACKAGE (your investment: $150)

Visibility Elements

Visibility Elements

Posters 18"X24" (20)

Posted in all classrooms

Banners (4)

Located in the school hall

For $150, you will benefit from exposure in each segment.
BRONZE PACKAGE (investment of your choice)

Visibility Elements

Visibility Elements

Posters 18"X24" (20), $125

Posted in all classrooms

Flyers (1500), $75

Distributed to all students. Ex.: 1500 flyers for
the 1500 students of the school

School website, $100

Visited by teachers and students. Ex.: there are 45
teachers and 1500 students in the school

Banners (4), 75$

Located in the school hall

The sponsor can choose the visibility element on which he or she would like to display
his or her logo and invests the required amount.
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Communications must be used to ensure that the largest possible number of people
are aware of your event. It can be done in-house or using means of communication
available in your environment. Student media (newspaper, radio, email) is inexpensive
and effective. Obviously, word of mouth remains the cheapest, easiest and most
effective means of communication.
For bigger events, external communications with the local media, such as newspapers
or radio stations, is essential to communicating your message. Combined with other
promotional activities, such media visibility draws additional attention to your activity
as well as to your sponsors and partners.
A press release remains one of the best ways to attract media attention at low cost.
However, it is imperative to use the proper wording and format in order to pique their
interest. The press release must announce something of interest and must be
specifically intended for publication or broadcast through the media.

ADMINISTRATIVE TOOLS

Communications

Press release
Here are four important points about the press release.
1. Quality
The level of interest in the news, quality of writing, brevity, accuracy of the information
and a catchy heading.
2. Types of press releases
Here are two suggestions (samples on pages 166 and 167):
Announcing press release: Announces an event with the goal of getting
media promotion and coverage which will pursuade the public to attend.
Invitation to the press: As the name indicates, it invites the media to an event
or an important activity, which you wish to promote. For instance, the
announcement of the total amount of money collected during a fundraiser.
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3. Create a news story

ADMINISTRATIVE TOOLS

Forget the traditional writing style which begins with an introduction and ends with a
conclusion. The press release changes the rules, since you must reveal your
punchline immediately, so everything is upside down.
Who? What? Where? When? Why? How?
Answering these questions will allow you to establish the outline of your press release
and gather all the elements necessary to make it attractive!
Format:
Title: Catchy. To draw attention and leave a good impression.
Preamble (lead): Contains the essential elements of the message. It is the
summary of the announcement, which will pique the reporter’s interest. This
should answer the six basic questions of a press release
Who? What? Where? When? Why? How?
Body of the text: This is when the supplementary information comes in to
support the lead. We answer the six questions of the preamble in greater
depth.
The paragraphs following the preamble are short and contain one idea per
paragraph.
Number -30-: A press release always ends with -30-. This is how reporters
have agreed to end all press releases. Anything written beyond this number is
not for publication.
The source: State the name of the person who wrote the press release and
indicate the person(s) to be contacted for further information.
4. Distributing the press release
All you have to do is contact your local media (local weekly, TV and radio). Often,
they offer good exposure for local events. Your student association’s press list can
be quite helpful when looking for contacts.
When distributing your press release, keep your city’s or student newspaper in
mind. These can provide excellent windows of opportunity for your event.17
Send your press release a few days in advance to give reporters enough time to
schedule in the event. Make sure the contacts mentioned at the bottom of the press
release will be available to answer possible calls from reporters. Finally, try to send
the press release by fax. It is fast and inexpensive!

17- Bernard Dagenais, Le communiqué ou L’art de faire parler de soi, Outremont, VLB, 1990, 166 p.
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Sample press releases
For immediate release
Press Release

A Showcase of Co-op Business organized as part of the
10th annual Cooperative Week!
Quebec - March 20, 2007. As part of the 10th annual Cooperative Week, Youth Co-op
X is proud to invite all students to attend a Co-op Business Showcase, which will be
held on Thursday, March 25, 2007, between 8:30 a.m. and 4:30 p.m. at X School.
Several co-ops from the region will be present to showcase their products and
services to students. There will also be a special presentation by Mr. X, a co-op
member, who will speak about his experience with starting a new venture.
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Cooperative Business Week 2007

This is the third straight year in which Co-op X has actively taken part in Co-op
Week, helping to raise awareness among youth about how co-ops work. During the
week, a student fair trade coffee house will be organized under the initiative of the
Youth Co-op from School X. The initiative is the result of the efforts of the School X
Student Council, the Cegep X Co-op, the Caisse Desjardins X and the Regional
Development Cooperative X.
- 30 Source: Name of the author
For information: Name of person to contact for further questions
Title of person (optional)
Contact info (Telephone and/or fax and/or email)
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Invitation type
For immediate release

Invitation to the Press

ADMINISTRATIVE TOOLS

To all news directors,
Quebec - March 20, 2006; the president of the Youth Co-op X, Ms. Y is pleased to invite
you to attend the student recognition gala to launch Cooperative Week 2006. One full
week of activities will be presented and a free tasting and sampling of co-op goods will
be organized by local co-op businesses.
Subject:

Invitation to taste local co-op goods as part of the launch of Cooperative
Week 2006.

Date:

Thursday, March 24, 2006

Time:

12 p.m. to 12:45 p.m.

Place:

Room X, High School X
Address

*Provide information about directions to the school and parking (if required).
E.g.: Parking is available in Section A2.
- 30 Source: Name of the author
For information: Name of person to contact for further questions
Title of person (optional)
Contact info (Telephone and/or fax and/or email)
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Sample attendance sheet for board meetings

HUMAN RESOURCES
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(name of group, class or project)

Date of the meeting:
Names

Present

Absent Comments on Participation

Initials of
member

Present

Absent Comments on Participation

Initials of
member

Student 1 Name
Student 2 Name

ADMINISTRATIVE TOOLS

ATTENDANCE AT THE BOARD MEETING

Student 3 Name
Student 4 Name
Student 5 Name
Student 6 Name

Date of the meeting:
Names
Student 1 Name
Student 2 Name
Student 3 Name
Student 4 Name
Student 5 Name
Student 6 Name
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HUMAN RESOURCES

ATTENDENCE AT THE BOARD OF DIRECTORS MEETING (Continued)
Date of the meeting:
Names

Present

Absent Comments on Participation

Initials of
members

Present

Absent Comments on Participation

Initials of
members

Present

Absent Comments on Participation

Initials of
members

ADMINISTRATIVE TOOLS

Student 1 Name
Student 2 Name
Student 3 Name
Student 4 Name
Student 5 Name
Student 6 Name

Date of the meeting:
Names
Student 1 Name
Student 2 Name
Student 3 Name
Student 4 Name
Student 5 Name
Student 6 Name

Date of the meeting:
Names
Student 1 Name
Student 2 Name
Student 3 Name
Student 4 Name
Student 5 Name
Student 6 Name
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Settting the sales price - sample

PRODUCTION

ADMINISTRATIVE TOOLS

CALCULATING COST PER UNIT

1)

Price $

2)

Price $

3)

Price $

4)

Price $

5)

Price $

6)

Price $

Total expenses / number of units: $

ADMINISTRATIVE TOOLS

Expenses for initial materials

/ unit

Production Equipment Rentals
1)

Price $

2)

Price $

3)

Price $

Total expenses / number of units: $

TOTAL $

/ unit

/ unit

In doing this, it is possible to determine the sales price. The sales price must
cover production expenses and other expenses, and if possible, generate a
small profit.
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Production

Sample production time sheet

(name of group, class or project)

ADMINISTRATIVE TOOLS

PRODUCTION TIME SHEET
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Person in Charge:
Signature

Date

Arrival Time

Departure Time

Number of Hours
Worked

Production

Sample compilation of production time sheet

PRODUCTION

ADMINISTRATIVE TOOLS

(name of group, class or project)

Person in Charge:
Name

Total Hours
Worked

Appreciation or Comments
(motivation, quality of work)

ADMINISTRATIVE TOOLS

COMPILATION TIME SHEET
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Production

Sample purchasing ledger – bookkeeping
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(name of group, class or project)
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Date

Description

Supplier

Amount

Payment
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