


                                                                        TABLE OF CONTENTS

Preface…………......................................................................................................................................... 2

Acknowledgements…………………………………………………........………………….…................. 3

Activity 1: Increasing Youth's Awareness about Basic Human Rights……………………..…...........….. 4

Activity 2: Understanding Conflict, it Nature and Root Causes ………………….…..........……….…… 8

Activity 3: Communication Skills …………………………………..…………….……....….…………… 12

Activity 4: Mediation Practice …………………………………..…………………...…….…………….. 15

Activity 5: Leadership Skills …………………………………..…………………....…….………………. 17

Activity 6: Advocacy Skills …………………………………..…………………...……….……………… 20

Activity 7: Youth Organization Capacity and Management …………………........……….………..….. 23

1
Youth Democracy and Peacebuilding Training Manual



2
Youth Democracy and Peacebuilding Training Manual

Young people are in transition from childhood to adulthood, from being socially promoted to promoters 

of social change. Their role in society is changing and they have new social responsibilities. It is essential 

to equip the youth with democracy and peacebuilding knowledge and skills to enable them make the 

world a better place.

Education is the key to uniting the youth, bringing them closely together. In many parts of the world, 

young people suffers because of situations of violent conflicts and war. It is important to recognize the 

crucial role of education in contributing to building a culture of peace and condemning instances in 

which education is undermined in order to attack democracy and tolerance.

In conflict areas, the youth have always been the perpetrators and at the same time victims of conflict. 

Importantly, they need to know how to use their power and be able to make informed choices about 

building democracy, about promoting peace, about protecting and preventing themselves against 

violence. 

A culture of peace and non-violence goes to the substance of fundamental human rights: social justice, 

democracy, literacy, respect and dignity for all, local, national, sub-regional, regional and international 

solidarity, children's rights, equality between men and women, cultural identity and diversity, the 

preservation of the natural environment to name some of the more obvious thematics.

Young people must be partners in building democracy and promoting peace at all levels in society. While 

it may be important for youth to have workshops or other spaces and places where they can meet alone, 

ultimately the youth must live and work together. A youth's workshop is simply a place for 

empowerment to begin.

Therefore this training manual aims at providing young democracy and peace ambassadors and 

organizations reaching out to the youth a guide to equipping the youth with knowledge and skills to 

enable them build democracy and promote peace in their communities.  

It is hoped that young democracy and peace ambassadors and organizations reaching out to the youth 

will find the training manual useful in building the capacity of young people with knowledge and skills for 

a violence free society. 

Shaka Ceesay

Director
Conscience International (CI)

PREFACE
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ACTIVITY ONE
INCREASING YOUTH'S AWARENESS ABOUT BASIC HUMAN RIGHTS

Definition of Human Rights

What are Human Rights?
Human Rights can be defined as the basic standards/requirements without which people cannot live as 
human beings. One writer defined human rights as “generally accepted principles of fairness and 
justice”. Human rights are also defined as universal moral rights that belong equally to all people simply 
because they are human.

Why are Human Rights important?
The study of human rights is important because human rights issues affect us in our everyday lives. 
Human rights are the foundation of freedom, justice and peace. Respect for human rights allows the 
individual and the community to develop.

Human rights are also commonly understood to be entitlements that are accorded to every person as a 
consequence of being human. They acknowledge that every single human being is entitled to enjoy his 
or her human rights without distinctions as to race, colour, gender, language, religion, political or other 
opinion, national or social origin, property or birth, or other statues. Human rights therefore prescribe 
what a person should have in other for him/her to live a comfortable and meaningful life in harmony 
with other people. The enjoyment of these human rights does not come from any single individual or 
any institution (whether government or non-government) but from the people who know and 
appreciate their importance.

Legal rights are sometimes also called civil rights or statutory rights. They are rights conveyed by a 

particular polity, codified into legal statues by some form of legislature, and as such are contingent 

upon local laws, customs, or beliefs. 

Moral rights are also called natural rights or unalienable rights. They are rights which are not 

contingent upon the laws, customs, or beliefs of a particular society or polity. Natural rights are thus 

necessarily universal, whereas legal rights are culturally and politically relative.

A claim rights is a rights which entails responsibilities, duties or obligations on other parties regarding 

the rights-holder. In contrast, a liberty rights is a right which does not entail obligations on other parties, 

but rather only freedom or permission for the right-holder. Liberty rights and claim rights are the 

inverse of one another: a person has a liberty rights permitting him to do something only if there is no 

other person who has claim right forbidding him from doing so; and likewise, if a person has a claim 

rights against someone else, that other person's liberty is thus limited.

The distinction between liberty and claim rights should not be confused for the distinction between 
negative and positive rights.

Positive rights are those rights which permit or oblige action, whereas Negative rights are those which 

permit or oblige inaction. These permission or obligations may be of either a legal or moral character. 

Likewise, the notion of positive and negative rights may be applied to either.
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Characteristics of Human Rights

· Human Rights are inherent. They are in-born entitlement of all people by virtue of being 

human.

· Human Rights are 'universal'. This means they apply to everyone, regardless of status, 

race, gender, nationality, or other distinction.

· They are 'indivisible' and 'Inalienable'. In other words, people are entitled to all rights - 

civil and political (such as the rights to a fair trial) and economic, social and cultural (such 

as the rights to education). They can't be ranked traded off.

· Human Rights are interdependent and interrelated. The enjoyment of one right 

depends on the enjoyment of other rights and none is more important than the rest. In 

practice, violence of one will always affect other rights. In other words, all rights are 

equally important and necessary in creating a strong and healthy society.

Classification of Human Rights

Rights may also be classified into three other categories which are often referred to as 
generations of rights. They however, sometimes overlap.

1. Civil and political rights: 
These are sometime referred to as liberty-oriented rights or first generation rights. They 
give people the freedom to think and access information, the freedom to act and to choose 
what to do, and freedom to join in any political life of their community and society. Examples 
include:

v The right to be presumed innocent until proven guilty

v The right for people to vote for members of their government

v Freedom of thought, conscience, and religion

v Right to peaceful assembly

2. Economic, Social and Cultural Rights:

These are socio-economic human rights and are included in the second Part of the 

Universal Declaration of Human Rights (UDHR) and elaborated upon in the 

international Covenant on Economic, Social and Cultural Rights (ICESCR). These require 

a government to ensure that its people share in the economic wealth of the country, can 

participate in its social and cultural life, have access to adequate health care, education, 

social support and a clean environment and develop to their full potential. These are 

considered to be second generation rights. Examples of such include the following:

· The right to work

· The right to free choice of employment 

· The right to fair and just wages/salaries

· The right to form and join unions

· The right to health

· The right to shelter

· The right to education 

· The right to participate in cultural affairs of the community
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3. Environmental, Cultural and Development Rights

These referred to as third generation rights. They also recognize that the people have the right 

to live in a clean and healthy environment. They also recognize that groups have the right to 

cultural, political and economic development.

They include the following:

· The right to self determination 

· The right to a permanent sovereignty

· The right to development

· The right to national and international peace and security

· The right to a clean environment

· The right to a proper health

· The right to food and clean water

The development of human rights has its roots in the struggles for freedom, fairness, justice and 
equality everywhere in the world. The basis of human rights such as respect for human life and human 
dignity can be found in most religions and traditional practices.

Sources of human rights
Human rights are proclaimed in the Universal Declaration of Human Rights (UDHR) and in the African 
Charter on Human and People's Rights. Documents such as the International Covenant on Civil and 
Political Rights set out what governments must do and also what they must not do to respect the 
citizens. Many countries in Africa have also included reference to the respect and protection of human 
rights in their constitutions. There are three major sources of rights:

1. The International Bill of Rights:
A Bill of Rights is a list of freedom of rights guaranteed to all people in a country. A bill may include a 
list of actions which the government is forbidden to do; for example, no law can be passed to 
restrict freedom of religion or freedom of speech or the right of people to be protected against 
unreasonable searches. An international bill of rights binds all people and countries in the world. The 
international bill of rights is made up of three documents, namely:

v The Universal Declaration of Human Rights

v The International Covenant on Civil and Political Rights

v The International Covenant on Economic, Social and Cultural Rights

2. Convention based Rights:
Other rights have been put forth in treaties to protect groups that are particularly vulnerable.
These include:

Ø Convention protecting refugees and displaced persons;

Ø Convention protecting the right of the children;

Ø Convention protecting  discrimination against women;

Ø Convention protecting rights of minorities;

Ø Convention protecting people in conflict situation;

Origin of human rights
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3. Group Rights:

These apply not to individual but to groups. They protect the right of the people as a group, e.g. clan, 
tribe, race, political party, trade union etc. Of all human rights documents, only the African Charter on 
Human and Peoples Rights specifically includes articles, which deal with the individual duties and 
responsibilities to the family, community and nation.
International human rights declarations and conventions provide important standards and guidelines. 
But it is in the small place close to home, in the life of each person, that these rights must be understood 
and practiced. Unless these rights have meaning here, they have little meaning anywhere.

Rights and Duties

A further issue regarding human rights is whether having rights automatically involves duties for others. 

Thus, if someone has human rights, do others have a duty to respect that right? Normally the answer is 

YES. Therefore if Lamin has a right to practice his religion, then nobody should violate that right by 

interfering with him or preventing him from worshipping as he pleases.

In other cases, society as a whole, or the government, may have the responsibility to carry out and 

respect the rights. For instance, if Binta has a right to an education, then the government has a duty to 

provide a school, and to pay for a teacher to educate her.

If children have a right to education, whose duty is it to see that each child is educated?

If a child has a right to health care, whose duty it is to ensure so?

Restrictions on Rights

Most people will say that everyone should be free. Is freedom a human right? Can a person act anyway he 
or she wants? Is this freedom?

Laws that protect people and help to make an orderly society are sometime seen as restricting human 

freedom. For example, people who commit violent act against others must be stopped, even if they 

mean that their freedom to commit these act is been restricted.

Understanding human rights include knowing what rights we should have as human beings and deciding 

if these rights should or should not be restricted. Many human rights treaties allow the limitation of 

some human rights in times of “public emergency”, and for the interest of public security.

Conclusion

One of the main aims of human rights education is to help people learn about human rights by 

discussing them with each other. In order to do this, people must not think about the meaning of 

human rights for themselves, they must also talk about them, and listen to the idea of others. If 

people listen to and understand views with which they do not agree, then there is a much better 

chance of human rights being recognized and encouraged. It is often difficult, but very important in 

democracy for people to listen to and tolerate opinions with which they disagree
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ACTIVITY TWO

UNDERSTANDING CONFLICT, IT NATURE AND ROOT CAUSES

Making Sense of Conflict
 People have different perspectives on life and its problems:

§ We each have our own unique history and character.

§ Each of us is born either male or female.

§ Each one of us is born and raised into a particular way of life.

§ Each of us has our own values, which guide our thinking and our behavior and motivate us to 

take certain actions, to accept or and reject others.

Therefore it is not surprising that when we meet and work with others, we find that they often have a 
different perspective of things. Close your eyes and imagine yourself looking at a baobab tree.

 What do you see?
 And when you look again, can you see something different?

Rather like seeing different images in the picture, people see social and political situations differently as 
well as gender roles. Men and women do have different sources of power and influence. Our 
backgrounds lead us to see things in a particular way, and we as youth see things differently.

What is Conflict? 

Conflict is a relationship between two or more parties (individuals or groups) who have or think they 
have incompatible goals. Conflict is a fact of life, inevitable and often creative. Conflict happens when 
people pursue goals which clash. Also conflict is a struggle over values and claims to scarce status, 
power and resources in which the aims of the opponents are to neutralize, injure or eliminate their 
rivals. 

Conflict can also be defined as an expressed struggle between two or more interdependent parties who 
perceive scarce resources, incompatible goals and interference. Disagreements in conflict can be 
resolved without an expression of violence and may lead to an improved situation for most or all 
involved. Whether at home with our families, at work with colleagues or in negotiations between 
governments, conflict pervades every relationship. 

The paradox of conflict is that it is both the force that can tear relationships apart as well as the force 
that binds them together. This dual nature of conflict makes it an important concept to study and 
understand.

Types of Conflict 

Intra-personal conflict: A type of conflict that occurs within a person .e.g. conflict of choices. This 
includes conflict of choice of partner, conflict of which cloth to wear, goals, and aspirations as well as 
moral questions. Other factors include Gender, Race and Cultural Difference, values, needs/wants, 
Personality Type and Preferred Working Style, value, knowledge, perception, Structural Conditions and 
Change, Expectation, Substantive and Psychological factors. 
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Inter-personal conflict: This type of conflict occurs between two or more people .e.g. incompatible 
goals, objectives etc.

Intra group conflict: is conflict between individuals or factions within a group. 
 
Inter group conflict: is a conflict between groups such as clubs, clan's versus class, and family versus 
family.

Intra national conflicts: are conflicts involving different groups within a nation. This could be inter-
ethnic, inter-religious, or a competition for resources as manifested in the sharing of revenue in the 
country.

Causes of Conflict

Every major conflict involves an interaction between economic, political, historical, and cultural factors. 
Some conflicts arise when groups of people feel economically or politically deprived. Other conflicts 
arise when people have their lands or natural resources taken away from them, or their control. Patterns 
of economic and political governance that perpetuate and reproduce inequalities and exclusion often 
fuel political mobilization. In many cases, group mobilization often occurs along lines of ethnic, religious 
or ideological identity, enhanced by sharp inequalities and various forms of exclusion. 

In many cases, however, political mobilization for war is based on lived realities of injustice. In situations 
where official policies, institutions, and leaders have failed to provide equal security, opportunity, and 
dignity, a sense of injustice and desperation prevails among certain sections of the population. Under 
such circumstances, engaging in group mobilization can be a form or process of empowerment, 
enabling people who feel themselves victims of injustice to become part of a collective movement, with 
the conviction and hope that they are taking their lives and destinies into their own hands. In conflict 
societies, where the majority of people are robbed of their capacity to shape the conditions of their lives, 
political mobilization can be an act of collective self-determination, an attempt by ordinary people to 
reclaim ownership and direction over their own lives, sometimes even through violent means.

Because inequalities and injustices are often reproduced along the fault lines of social identity, including 
ethnicity, religion and tribe, political mobilization frequently also takes place along these political 
identities, which are often codified legally and institutionally. In many post-colonial countries, racial, 
ethnic, and religious identities became politically and legally institutionalized through processes of 
decolonization and nation-building, clearly differentiating populations within bounded categories of 
identity, as well along binaries of majority and minority. In many of these countries, group privilege and 
rights are officially entrenched in the institutions, processes, and practices of the nation-state, thereby 
reproducing multiple disparities among groups who have been classified and administered as distinct 
and unequal. As a result, group mobilization against real and perceived injustice often takes place along 
the fault lines of identity. While such mobilization need not employ violent means, in many places it does, 
particularly when other channels of redress have proven to be ineffective. 

Political mobilization along the lines of identity occurs not only horizontally within nation-states; it also 
occurs vertically, such as in cases of state violence against rebel groups, and globally, as we have seen in 
today's borderless "war against terror."Rapidly changing international security policies also produce 
new political identities. The increased suspicion, monitoring, and profiling of Boko Haram in Nigeria 
following bomb blasts is a clear example of this. 
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Wars are a major source of devastation, human suffering and poverty, affecting all aspects of economic, 
social and political life. The nature of warfare has changed: it is no longer soldiers who comprise the 
largest number of casualties, but civilians. In World War I, 14 per cent of the deaths were civilians; today 
it is estimated that this number has risen to over 75 per cent. The nature of the battlefield has changed: 
warfare is no longer fought in remote battlefields between armies but is fought in our homes, our 
schools, our communities and increasingly on children, youth and women's bodies.

Some Root Causes of Conflict 

¨ Conflict over limited resources: are conflicts easily identified because they are tangible, they 
are easier to resolve. This conflict occurs when two or more people compete for limited 
resource that is not enough to satisfy the needs of the disputing parties. In the rural settings of 
some African communities that support polygamy, wives have to compete for resources such as 
food and money for themselves and their children. Where these resources are made available, 
the conflict decreases or ends. 

¨ Conflict over psychological needs: is conflict that is intangible but affects the psyche/mind and 
eventually the behavior and productive capacity of the individual. For example the denial of 
love, security, friendship and sense of belonging can lead to frustration and aggressive 
behavior. 

¨ Conflict over values/cultures: is the most difficult conflict to resolve or understand as it is based 
on belief system and worldview. Most times people could die for what they believe in. Parties in 
conflict over values defend their positions strongly, irrespective of whether it is perceived in 
society as right or wrong. Conflict over values can only be prevented, managed or resolved 
when parties are willing to re-examine their own value system and respect the differences in 
each other's value. 

Approaches to Conflict

It can be useful to be aware of alternative approaches you could adopt and to recognize particular 

approaches in others who are involved in the conflict. Behavior in conflict can be represented at any 

particular moment, as the outcome of a tension getting you what you want (goals) and trying to avoid 

making enemies (relationships). The range of behaviors is huge and particular styles are defined and 

valued differently according to culture and context. All can be valid in certain circumstances, and all can 

be disastrous in others.

Here we offer you a framework for determining your preferred approach to conflict and some other 

possible approaches you might like to consider. The table shows you five approaches to conflict 

arranged along ratings for concern/goals and relationships.

¨ Which of these five approaches do you most often use in conflict?

¨ Do you and your team have different approaches?

¨ Which approaches have been most successful in dealing with conflicts in your team, in your 

family, in your community? Why?
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1 Controlling Control, 
compete, 
force, coerce, 
and fight.

Impatient 
with 
dialogue 
and 

Avoid or 
accommodate.

High 
Concern for 
Goals

Do it my 
way

2 Problem solving Information 
gathering, 
dialogue, 
looking for 

Concerned 
but 
committed 
to resolve.

'problem-solve'
or 
'compromise'.

High 
Concern for
Relationship
s

'Let's 
resolve 
this 
together

3 Compromise Reduce 
expectations, 
bargain, give 
and take, 'split 
the difference'.

Cautious 
but open.

'compromise' 
or
'accommodate'
.

Low Concern
for 
Relationship
s

I'll give a 
little, if 
you do 
the 
same'.

4 Avoiding 'Avoid', flee, 
deny, ignore, 
withdraw, 
delay.

Refuses to 
enter into 
dialogue or 
to gather 
informatio
n.

'avoid'. Low Concern 
for Goals

'Conflict
? What 
conflict?
'

5 Accommodatio
n

Agree, 
appease,
smooth over or 
ignore 
disagreements, 

Interested 
in others' 
informatio
n and 
approval.

'control'. Low Concern 
for Goals

Whatev
er you 
say is 
fine with
me'

Negative and Positive Peace 
Negative Peace: This means the end of widespread violent conflict associated with war. Negative peace 
may include prevalent social violence (against women, for instance) and structural violence (in 
situations of extreme inequality, for example). Negative peace may be achieved by people accepting a 
worse state of affairs than that which motivated them to fight in the first place, for the sake of the 
removal of prevalent organized violence. In many ways negative peace is therefore not a useful way of 
conceiving of peace, in spite of its widespread acceptance amongst governments and international 
agencies.

Positive peace: requires not only that all types of violence are minimal or nonexistent, but also that the 

major potential causes of future conflict are removed. In other words, major conflicts of interest, as well 

as their violent manifestation, have been resolved. The key distinction from negative peace is that all 

forms of structural inequality and major social divisions are removed, or at least minimized, in positive 

peace, and therefore major causes of potential conflicts are removed.
          Some ideal characteristics of a society experiencing positive peace would include: 

o an active and egalitarian civil society; 

o highly and inclusive democratic political structures and processes; and 

open and accountable government. 

No.     Approach                      Strategy            Character           Preference                 Rate                 Nature
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Working towards these objectives opens up the field of peacebuilding far more widely, to include the 
promotion and encouragement of new forms of citizenship and political structures to develop active 
democracies. It also opens up the fundamental question of how an economy is to be managed, with 
what degree and type of state intervention, and in whose interest. 

Such an egalitarian vision also requires equality between ethnic and regional groups, races and, as is far 

less often mentioned, genders.

ACTIVITY THREE

COMMUNICATION SKILLS
Effective communication

One of the deepest needs of all human beings is to feel understood and accepted by others. Offering 
understanding to another person is a powerful form of empowerment. We need not agree with others to 
empower them in this way; we need only to make it clear through our eyes, body posture and tone of 
voice that we want to see the world from their perspective. Our interactions with others must come 
from a point of deep, nonjudgmental interest. The key is to grasp the “why” behind what is being said or 
done in order to gain insight into the deeper interests and needs of the person with whom we are 
communicating. From the moment that people feel you are truly seeking to understand, they begin 
dealing with problems and other people more constructively. Good listening skills are used throughout 
any process designed to constructively resolve conflict. Good listening is, perhaps, the most significant 
skill a mediator or facilitator brings to assist parties in conflict.

Active Listening

Active listening is a communication skill used by mediators and facilitators to aid communication by 
helping parties deliver clear messages and know that their messages were heard correctly. It is also an 
indispensable skill for interest-based negotiators.

Objectives of Active Listening

 To show the speaker that his/her message has been heard.
 To help the listener gain clarity on both the content and emotion of the message.
 To help speakers express themselves and to encourage them to explain, in greater detail, their 

understanding of the situation and what they are feeling.
 To encourage the understanding that expression of emotion is acceptable and that it is useful in 

understanding the depth of feelings.
 To create an environment in which the speaker feels free and safe to talk about a situation.
There are four levels of listening:

Active listening

 'The head': listening for facts and other forms of information
 'The heart': listening for feelings. Conflict is often associated with strong feelings such as anger, fear, 

frustration, disappointment, etc. Strong feelings often block the way to rational discussions and 
therefore have to be identified and dealt with before proceeding to substantive matters.
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 'The stomach': listening for basic human needs. Identify what basic needs are driving the conflict and 
distinguish between needs.

 'The feet': Listening for intention or will. Identify in which direction the person/group is moving and how 
strong their commitment is.

Procedures for Active Listening

 Acknowledge that you are listening through verbal and non-verbal cues.
 Listen at all four levels and reflect your impressions through using the various active listening skills.
 Let the speaker acknowledge whether or not you have reflected their communication and its intensity 

correctly. If it is not correct, ask questions to clarify and reflect a modified statement to the speaker.

Principles Underpinning Effective Listening

 That the environment created for the speaker to express herself or himself is safe, especially in terms of 
reducing the risk of future negative consequences for messages delivered.

 That the listener is very focused on what the speaker is trying to communicate to her/him.
 That the listener is patient and does not jump to conclusions about the message.
 That the listener can show genuine empathy for the speaker.
 That the listener uses techniques which permit the speaker to verify or correct the emotion and content 

of the message,
 That the listener does not judge or make value statements about what the speaker is feeling.

Listening Skills

How to achieve the goals of active listening:
 Be attentive.
 Be alert and non-distracted.
 Be interested in the needs of the other person, and let them know you care about what is said.
 Be non-judgmental, non-criticizing “sounding board”.

Don't:

 Do not use stock phrases like “It's not so bad”, “don't be upset”', “just calm down”.
 Do not get emotionally hooked – angry, upset, and argumentative. Don't let your values/ biases 

interfere with what you understand is being said.
 Do not rehearse in your own head.
 Do not jump to conclusions or judgments.
 Do not interrogate or give advice.

Ways to Listening Effectively:

1. Use your body to create a positive atmosphere with your non-verbal behavior. i.e.

 Appropriate eye contact.

 Nodding the head, facial expressions, gestures.

 Body oriented toward the speaker (head, arms, legs).

 Tone of voice.
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Some researchers say that 80% of communication is body language, that is, what we do with our bodies, 
our faces, our eyes, and our tone of voice as we are speaking. Every culture has its own body language 
and mediators must think critically about how to use body language in such a way that the message 
comes through: “I am eager to hear and understand you.”

2. Encourage responses. “Tell me more” or “I'd like to hear about….”
3. Summarize the basic viewpoints of the speaker as you've heard them. A summary is an extended 

restatement of the key points of information offered by the speaker. Use summaries to focus the 
speaker in terms of issues and solvable problems, instead of personalities.

4. Make brief notes on your pad to keep track, but don't bury yourself in them!
5. Paraphrase or restate in your own words.

Active Listening……………….Some Helpful Hints

Things to try

* Put the focus of attention totally on the speaker.

* Repeat conversationally and tentatively, in your words, your understanding of the speaker's 

meaning.

* Feedback feelings, as well as content (probe, if appropriate, e.g. “How do you feel about that?” 

or “How did that affect you?”)

* Reflect back not only to show you understand, but also so the speaker can hear and understand 

his or her own meaning.

* Try again if your active listening statement is not well received.

* Be as accurate in the summary of the meaning as you can.

* Challenge powerlessness and hopelessness subtly (e.g. “it is hopeless”, “it seems hopeless to 

you right now”, “There's nothing I can do”, “You can't find anything that could fix it?”)

* Allow silence in the conversation.

* Notice body shifts and respond to them by waiting. Then e.g. “How does it all seem to you now?”

Things to Avoid

* Avoid talking about yourself.

* Reject introducing your own reactions or well intentioned comments.

* Try not to ignore feelings in the situation.

* Avoid advising, diagnosing, baiting, reassuring, encouraging or criticizing.

* Dispense with thinking about what you will say next.

* Avoid repeating the speaker's words or only saying “mm”, or “ah, hah”.

* Don't pretend that you have understood if you haven't.

* Avoid letting the speaker drift to less significant topics because you haven't shown you've 

understood.

* Avoid fixing, changing, or improving what the speaker has said.

* Don't change topics.

*  Resist filling in every space with your talk.

* Don't neglect the non-verbal content of the conversation.



ACTIVITY FOUR

MEDIATION PRACTICE

What is Mediation?

It is a process whereby a third party actively helps parties find a solution they cannot find by themselves. 

Mediation is a voluntary private dispute resolution process in which a neutral person helps the parties 

reaches a negotiated settlement. Mediation enables parties to resume or sometimes begin 

negotiations. The mediator uses negotiating, problem solving and communication skills from a position 

of neutrality, independence, making progress where direct negotiations have been stalled. Having no 

stake in the dispute, the mediator brings neutrality and a fresh or independent mind to a review of the 

case.

Features of Mediation 

1. Mediation is voluntary in the sense that, in the majority of cases, it takes place as a result of the 
parties agreeing to enter the mediation process. 

2. Mediation is non-binding unless and until an agreement is reached. The agreement then 
becomes an enforceable contract. 

3. Mediation is private, conducted without prejudice and with absolute confidentiality. This means 
that the entire mediation is in confidence. It is held in private; what is discussed remains private 
and the outcome is only publicized if the parties so agree. The caucus (or private meeting 
between the mediator and party) requires another level of confidentiality. No private 
information shared with the mediator in caucus by one party can be passed to the other party 
without express permission. 

4. The mediator is a neutral person who assists the parties to reach a negotiated settlement. He 
should be open and even-handed with the parties. This includes resisting the temptation to 
spend more time with the nice party when the other party is difficult or unfriendly. The mediator 
should ensure that questions are phrased so as not to appear critical or judgmental. He should 
also ensure that verbal and non-verbal reactions to parties' comments do not suggest a 
particular view. This is based on the principle of neutrality and impartiality. 

5. Ownership of the process lies with the parties. Participation is voluntary. The parties can leave 
at any time; can reveal what they want and when they want to. Although the mediator manages 
the process of mediation and has a responsibility to help parties along the route to settlement, 
the parties retain control of the direction and pace of mediation. The parties decide the 
settlement. The mediator's role is to help the parties to find their own settlement in their own 
time. The mediator must resist the temptation to see a solution and push the parties towards it. 
The mediator needs to believe that the parties know best. 

6. Mutual respect. The mediator should attend and listen actively to the parties, care about their 
welfare, see them as capable of determining their own fate, suspend critical judgments, use 
non-judgmental language, communicate accurate understanding, express reasonable warmth 
and friendliness, provide encouragement and support, and help parties to work through each 
stage of the mediation process at their own pace.
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1. Empathy. Empathy means the capacity to understand a situation from another person's point of 
view and convey that understanding. Empathy is not synonymous with sympathy. Sympathy is 
concerned with saying how we feel, or agreeing with another person's point of view, and being 
emotionally involved. A mediator must enter into the experience of parties in order to develop 
an understanding of how they see the situation. 

5 key phases of Mediation 

1. Preparation: this entails the initial enquiry where the mediator explains the process and persuades the 
parties to resolve their dispute. It also entails the contract to Mediate. This means agreeing to the terms 
and ground rules for the mediation including confidentiality, privilege, costs, authority, representation 
and effect on court or arbitration timetables, entering into a formal commitment to mediate, paying the 
fee. 

Preliminary Communications and Preparation: 

 Briefing mediator and parties 
 Providing and exchanging written summaries and supporting documents 
 Venue and timetable arrangements 
 Arranging refreshments 
 Pre-mediation contact by telephone or email 
 Mediation agreement approved 
 Who is coming – any experience of mediation? 
 Who will make the presentation? 
 Previous settlement negotiations and Pre-mediation meeting? 

2. Opening: This focuses on meeting the parties, securing base for each party (separate or private 
rooms).

During the First Joint Session, ensure the following:
 
 Receiving and sitting the parties in joint session 
 Introductions (everyone present) 
 Binding all present to the mediation agreement 
 Mediator's opening remarks 
 Parties' opening statements  
 Checking previous settlement offers  

3. Exploration: Preparing the ground for settlement negotiations entails: 

 Confidential caucus meetings 

 Joint sessions when appropriate 

 Building relationships and trust 

 Clarifying the issues, needs and interests 

 Uncovering parties' agenda 

 Using information as appropriate 

 Identifying settlement strategies. 
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4. Negotiation: 

 Facilitating movement 

 Reality-testing 

 Direct and indirect negotiations 

 Working groups 

 Breaking deadlock 

 Getting to the settlement 

 Parties own the problem and the solution 

 Deal-maker or messenger? 

 Issues of authority 

 Working creatively 

5. Concluding: The settlement agreement 

 Is it workable? Will it stick? 

 Purpose of the settlement agreement 

 Who should write up the agreement? 

 Documenting the settlement agreement: Contents of the agreement 

 Post-settlement role: Settlement supervisor 

The best settlement is the parties' not the mediator's. The settlement should be viable and workable. 
Fairness is not the mediator's concern. Be in control – supervise and check the writing of the agreement. 
In the writing, be clear, unambiguous, simple and comprehensive. The settlement agreement should be 
complete in itself, even if it duplicates some parts of the mediation agreement. Be patient – it takes a long 
time! 

If no settlement is reached keep the door open and end on a positive note.

ACTIVITY FIVE

LEADERSHIP SKILLS
 
Who is a Leader? 

A leader is one who guides and works with other members of the group to achieve goals. A leader can be 
a guide, role model, mentor, motivator, and mover.

Difference between a Leader and a Boss

Leader

1. The leader inspires his/her followers

2. The leader depends on goodwill

3. The leader radiates love

4. The leader says “we”

5. The leader shows what is wrong

6. The leader shows how it is done

7. The leader commands respect
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Boss
1. The boss drives his/her followers
2. The boss depends on authority
3. The boss evokes fear
4. The boss says “I”
5. The boss shows who is wrong
6. The boss knows how it is done
7. The boss demands respect

Leader versus Supervisor
 
Leadership is influencing subordinates to participate actively in the group's activities while Supervision 
is influencing subordinates to do nothing more than simply fulfilling the minimum requirements of their 
jobs to avoid negative consequences.

Leader versus Role Model 

A leader is a role model to others; while a Role Model is not necessarily a Leader.

     Qualities of a Leader 
     Ambitious 
     Bold 
     Caring 
     Confident 
     Courageous 

     Creative 
     Fair 
     Gives others credit (Thank you, well done) 
     Honest 
     Inspirational (Role Model) 
     Leads by example 
     Makes sacrifices for others 
     Patient & Patient 

Prioritizes effectively (80: 20 Rule: 3 R‟s – Required, Return, Reward. That is, 80% of Results are     
achieved with only 20% of the effort)

Role of a Leader 

¨ Action Initiator: An Effective leader is involved in coordinating the efforts of the group, 

planning the expenditure of resources, determining the goals, the ways and the means of 

attaining these goals. 

¨ Target or Goal Setter: Goal/Target setting is a means of accomplishing the task of improved 

productivity/Team Builder 

¨ Motivator/Cheerleader 

¨ Commander 
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¨ Promoter 

¨ Supervisor/Coach 

¨ Problem Solver 

Effective Leadership 
Effective Leadership is the ability to lead a group, team and/or people, (influencing them positively) in 
order to arrive at a desired end/goal. Effective leadership is about making POSITIVE changes in society 
and improving the lives of others.

Functions of an Effective Leader 
Ø Role Model: A leader should serve as a model for the followership through leadership by 

example or observable behavior. This is the principal function. 
Ø Consideration: This represents the extent to which the leader shows, behavior that is indicative 

of friendship, mutual trust, and respect and warmth. Joint human activity is impossible without 
communication and exchange of information. Thus, consideration is shown when the leader 
creates an opportunity for effective communication between him and another especially as 
between him and subordinates.
 

Ø Recognition: This deals with a leader's recognition of a subordinate's performance. Recognition 
is a kind of reinforcement, feedback, or knowledge of result which informs an individual how he 

is performing. 

What Makes a Leader effective?
1. Honesty
2. Ability to Guide and Direct
3. Sympathy 
4. Sincerity 

Essential Qualities of an effective leader: 
Ø Team-centered 
Ø a good Listener 
Ø knows how to enjoy life and laugh (remember, it takes 72 muscles to frown and only 14 to smile) 
Ø a decision maker (you are a product of your choices) 
Ø develops friendships
Ø exercises tact (skills) and diplomacy 
Ø study people to know why they act the way they do 
Ø an encourager 
Ø develops executive ability (to build a better dream, you must build a better you) 

Effective Leadership Skills: 

A leader should learn and practice the following skills: 

1. Self Discipline and Respect 

2. Interpersonal communication & relationship skills 
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3. Team Building skills 

4. Negotiation Skills 
5. Refusal Skills “Say NO and mean it” 

6. Time Management: is the process of organizing oneself or one's activities to achieve the best results 

within the time available. The singular Goal of Time Management is to ensure personal effectiveness 

– the achievement of personal and professional goals in a way that guarantees peace of mind and 

personal fulfillment 

Team Building: A Team is a group of people with a common purpose/objective coming together, each 
making his/her contribution to achieve the set goal.
 
T - Together 
E - Each/Everyone 
A - Achieves 
M – More 

Team Building is a process of bringing together people of common interest and individual capabilities to 
achieve a desired goal.

ACTIVITY SIX

ADVOCACY SKILLS

What are Basic Advocacy Skills: These are inter-personal and technical skills that will help young people 
effectively advocate or lobby. They include: 

1. Basic communication: Young people need to be good at the basics of good communication. Listening 
and questioning skills play an important role in improving inter-personal communication. 

Listening Skills: 
Listening is the foundation of effective dialogue and promotes understanding of differing viewpoints. 
Listening skills will be particularly useful for gender focal points in their communication with people who 
may not understand or agree with gender mainstreaming. These skills help the listener to understand, 
and ensure that the speaker feels understood. They are thus also critical to democratic decision-making 
processes, which will help to promote an enabling environment for youth mainstreaming.

Listening Skills entails the use of 

a. Eyes and ears: In many cultures, people use their eyes as well as their ears to show that they are 
listening closely to the person who is speaking. By looking at the speaker, the listener can help the 
person who is speaking to feel that he is being heard and understood. The listener's eyes can also give 
them other information about what the person is saying with their facial expression or body 
language. In cultures where eye contact is not appropriate, good listeners nevertheless convey their 
attentiveness through body language and other means. 

b. Use body language: Facial expressions and body posture can also be used to demonstrate that you 

are paying attention to the speaker. It is important for listeners to be aware of their body 
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language, and the ways in which it can both put people at ease or distract and deter people from 
speaking openly. In many cultures, attentiveness is conveyed by the inclination of the head, the use of 
gestures, and by vocalizations of various kinds. 

c. Listen to feelings: Being a good listener involves listening not only to what is said, but also 'hearing' the 
personal views and feelings which lie behind what is said. Listening to feelings is important in order to 
really 'hear' the other person. Good listeners also listen to their own feelings and the way in which 
they affect their response to what they are hearing. 

d. Check understanding: A good listener uses questions sparingly to check that they have understood 
the meaning of what is being said, especially if there are apparent contradictions or confusions. 

e. Reflect understanding: A good way to let the speaker know that they have been heard and 
understood, is to reflect their message back to them by restating it. This also allows for clarification of 
misunderstandings and gives the speaker a chance to reflect on what has been said. 

2. Decision-making: Making good decisions involves a broad range of skills such as analysis, research, 
communication and an ability to work collaboratively. Supporting decision-making processes 
requires all of the skills listed in this slide as well as the capacity to think systematically and 
strategically. 

3. Working in meetings: young advocates need a set of skills related to working effectively in meetings, 
including skills in making presentations, facilitating group discussions, brainstorming with a group 
and summarizing meetings. 

4. Being assertive: Young advocates require assertiveness skills to help them overcome the individual 

and institutional resistance that youth mainstreaming often arouses. In cultures where the 

socialization of young people limits their capacity to act assertively, these skills will be especially 

useful to many of those who are working to advance gender equality. 

A key aspect of assertiveness concerns the message and the skills necessary for getting the message 
across to the 'resistant' person or institution.
 

¨ Be clear: It is essential to be clear about the message. A person can only be assertive if they are 

clear in their own mind about what they want or need from the situation. It is important to think about 

this beforehand and reduce any request or statement to a few simple messages.

¨ Repeat: It may be necessary to repeat a request or a statement a number of times in order to be 

heard. For a gender focal point, this might mean bringing up the same point again and again in the 

same meeting until they feel they have been heard and acknowledged. Alternatively, the same point 

can be raised in different situations in the following days or weeks. Whatever the approach, it is 

essential to repeat the message and not give up until you get the response you need. 

¨ Rephrase: It is sometimes helpful to think of different ways to express the message. Some 

people might respond better to one phrasing, others to another. Rephrasing the message will also 

help to give the impression that the same point is not being pushed relentlessly.
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Assertiveness skills involve verbal and non-verbal techniques for the most effective delivery of the 
advocacy message.

¨ Listen to resistance: It is important to allow the person voicing resistance or negative 

arguments to complete his/her points - in other words, young advocates should practice active 

listening. Interruptions can make the 'resistant' person feel unheard. Letting the other person feel 

that they are being taken seriously makes it more likely that they will take you seriously. When they 

have finished, their points can be countered with a firm voice. 

¨ Maintain eye contact: If appropriate to the context, it often helps to look directly at the other 

person to demonstrate the seriousness of the points being made. 

¨ Speak with conviction: A key element of assertive delivery of a message is to say it as if you really 

mean it, and that it should be obvious to everyone. It may help to practice using a firm voice if 

necessary. A friend or an ally might provide time to listen and give feedback. The best advice is "Even if 

you feel insecure, act confident: No one knows that you are hesitant but yourself". 

¨ Keep calm: Young advocates may sometimes find themselves in situations where resistance to 

youth mainstreaming is strong and arouses people's anger. In these situations, it is best to stay calm 

and not respond with the same tone, even if you feel angry yourself. By remaining calm you are likely 

to calm down the “resister” and enable them to engage in dialogue. 

1. Dealing with resistance: In addition to a set of assertiveness skills, young people can also 
anticipate specific forms of resistance that they may encounter and develop strategies to overcome 
such resistance. 

Being assertive is not only about the message and the delivery that you use - it is also about being 
strategic. It is essential for young advocates to think strategically about ways to assert their viewpoints 
and agenda and deal with possible resistance.

¨ Identify allies: Young advocates should identify allies who can be very useful in providing them 

with confidence and reassurance. Having identified possible allies, it is important to spend some time 

talking with them about the issues and developing a strategy, as well as soliciting their support in 

tricky situations. 

¨ Return to the issues: If no resolution is immediately forthcoming, it is useful to return to the 

issues on subsequent occasions. Young advocates should think of a variety of settings in which they 

could address their need or point. This might include setting up a special meeting to discuss the issue 

with relevant colleagues, using an opportunity to raise it in different meetings, talking about it 

informally with colleagues when the opportunity arises, sending memos to relevant people following 

up on informal or formal meetings. It is essential to always be on the lookout for potential favorable 

occasions to raise issues and to not let an opportunity go by. 

¨ Anticipate resistance: Being strategic partly means trying to anticipate the types of resistance 

that are likely to arise and developing appropriate responses. Allies can be helpful in developing these 

responses. Role-playing can also be useful in practicing how to counter such resistance. 

2. Working together: In identifying allies and mobilizing colleagues to work with, it is helpful to 
consider the role that giving and receiving constructive feedback can play in strengthening 
collaborative working with colleagues as allies. 
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ACTIVITY SEVEN

YOUTH ORGANIZATIONAL CAPACITY AND MANAGEMENT 

The Ladder (Discussions)

There are three things we need to always consider in climbing the success ladder in any youth focused 
organization:

1. Image

2. Performance 

3. Exposure

Remember that our performance should be three (3) times our image and our exposure should be six 
(6) times our performance then this will lead you to an upward and forward success in your 
organization.  

Note: Most youth organizations have failed because of young people of excuses. Youth organizations 
which have succeeded are made up of young people who have no room for excuses. 

Human promotion is based on emotions and perceptions but not logic. If you are pursuing a just course 
for humanity – be a master in the work you do so much so that people would know you for it. Before now 
people would say it matters who know but this has practically changed. Now, it matters what you know 
because it leads to your promotion. If you do not create you image others will create it for you and this in 
many cases may be tragic. 
 
The factors that will help you build a youth organization of good quality:

1. If you are clear about your goals, values and ethos; if you are clear about the field in which you are 

building your specialism; if you know what approach you are taking, whether advocacy or 

implementation, and if you find ways of making a recognizable name profile;

2. If you build a relationship with your beneficiary group which has good will and respect on both sides;

3. If you adopt a single objective, because then it is easier to achieve it;

4. If you live in a country with a strong civil society. This means that there are enough NGOs and 

Associations to form a mass big enough to be listened to, a mass existing between government and 

people. An example of a country with a strong civil society is Senegal.

5. If you build up your professional capacity and build partnerships with other groups.

Here is a formula to follow:

*** CAPACITY-BUILDING + PARTNERSHIP-BUILDING = POWER ***

A good example of where you need to be professional is in your handling of money.

If you do the job properly you will also show yourself to be transparent - anyone can see how you are 
spending the money – and accountable – if money goes missing then it will be noticed and someone will 
have to take the blame. 
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6. If your organization builds structures and ways of acting which are transparent, accountable and 

democratic.

7. If you develop a clear and sensible policy on gender. If no thought is given, then women will be under-

represented in the group that makes decisions, and the needs of both sexes among the beneficiaries 

will not be thought through.

Becoming a formal Organization

So your group has passed the initial stage of enthusiasm and informality. You have decided that you can 

do more if you formalize your structure and register as a youth organization. You will create a steering 

committee or board, be recognized officially by the government and donors, and comply with the 

expectations and prescriptions that will result. 

Specialization among the staff/volunteers

Well, do you really need administrators, fund-raisers and bookkeepers, an office and a filing system, 

secretaries, vehicles and drivers, sweepers, a canteen and cooks? To answer that you need to start 

thinking about the other end – What do you want to achieve with your organization? The original group 

could help a hundred people in a nearby slum. Now you want to run a health service meeting the basic 

needs of 20,000 people. To provide a bigger, more focused and professional service, people have to 

specialize. If you want to do immunizations, you need a nurse. The nurse should not be spending a lot of 

time sweeping floors because then she can do fewer immunizations.

Building and sustaining the principles

Youth led and focused organizations are not just about size and professionalism. They are about 

principles. One of these principles is that everybody, director and sweeper, should feel that they are part 

of the NGO team and that the NGO belongs to them. There are different ways of doing this but one is 

through people eating together. If you serve a good midday meal to everyone, at big, mixed tables, this 

is one way of making them a team.

Other principles for a youth organization are reliability, accountability and transparency. For this you 
need an adequate administrative system. Someone must deal with each gift of a pile of pennies, give a 
receipt and say thank you. The bookkeeper must enter the money and be able, as part of the annual 
audit, to show that it went to buy medicines, not beer for the staff. The bookkeeping must be simple 
enough that the donor understands. The receipts for the medicines must be filed in a system so they can 
be found again. If we come back to finances over and over again, it is because so many youth 
organizations handle money so poorly.

Clearing your Mind

People who do a good job in development work have found some balance in three areas:

1 They have some understanding and control of their own motives.

2 They treat their colleagues with respect and some understanding.

3 They treat the beneficiaries of their work with respect and some understanding.
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This discussion is to help you to get things clear in your mind - help you to understand why you do what 
you do. But what you understand, you can control. If you do not understand your own behavior you will 
not be in control of what you do. So work through it all, discuss what you learn from the questions and 
answers; then keep the debate going inside your head over the next few years.
You might want to do the exercises in a group. You may have a group of young people with whom you 
hope to build your organization. If you bring together a group of young people, make sure it is a group of 
equals. Make sure, for example, that if one person says something honestly, and offends the leader, 
they will not be expelled, or have their life made difficult. So have a group of three junior volunteers, or 
three seniors, instead of one big group. Make sure that each person promises to keep to themselves 
what they hear in the group.

We are talking now about everyone who works in development, including ourselves. Nothing said here 
is meant as an insult. But as we become older, we hope that we understand more clearly what feelings 
drove us when we begun our careers. None of us are saints. None of us have total control over our 
meaner instincts. At some level in our minds, we all think ourselves to be the next Mother Teresa or 
Martin Luther King. At another level, we are sure we are rubbish, and that we can only save ourselves if 
we do Good Deeds for the rest of our lives.

Use of Computers

A good youth organization does not need a computer in order to do good work. Most of what a 
computer does can be done with pen and paper – often much more efficiently. But in the long run you 
can do better work and save a lot of time if you do have a computer. A computer is particularly useful for 
creating documents that require regular updating, careful wording, precise calculation, or clear 
presentation.

Areas of operation that benefit most from computerization:
 planning (e.g. budgets)
 organization (e.g. task management)
 calculation (e.g. management accounts)
 presentation (e.g. bids for funding)
 communication and research (via the Internet)

Be patient: A computer will not instantly make your organization better. It can take time and 
perseverance to set up and learn the programs you need before you can start processing a lot of 
data effectively. In the beginning you will spend more time on a computer than you save.

And remember the GOLDEN RULE: If you put garbage in, you will get garbage out!
You are the guarantee of quality, not the computer.

With these qualifications, here are some of the practical benefits for organizations:

Improved Writing Skills: Many people find that their writing style improves with a computer. A sentence 
can be re-written until it is clear and pleasant. A long paragraph can be worked at until it is much shorter. 
A chunk of text can be easily moved from one place to another where it makes better sense. Text can be 
styled (bold, for example) to draw attention to it.

E-Mail and Connection to the Web: Via e-mail you can talk to other organizations working in the same 

field. You can have discussions back and forth with partners in the North. You can even send in a nice 

long report (as an e-mail attachment). The downside is you will have no excuse for 
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sending a report in late! If you read and write your emails while offline, internet charges should be very 
small.

If you can get onto the Web there are many useful sites, with materials, including whole books and 
reports, which you can download and print out. You are unlikely to encounter any viruses on the Web. Be 
careful, though – 'surfing the net' can be seriously fun and you can find yourself doing it for much longer 
than you planned. 

Organising Information: As with a paper filing system, you can store information in an organized and 
very structured way so that you can get the files you need quickly and easily. Storing information on the 
computer will also force you to select and summarize only the information you really need. You can up-
date text, graphs and spreadsheets at any time without having to re-do the whole file. But remember:

Important! Privacy and confidentiality: 
KEEP   PRIVATE   INFORMATION   PRIVATE.   KEEP CONFIDENTIAL    INFORMATION   CONFIDENTIAL.

For example, information on employees should be kept private. So ask whoever supplied your 

computer, or your technician, to install a system in your computer that asks, each time a new person 

starts your office computer, for his or her personal specific password. (e.g. the nickname of somebody's 

auntie living 400 kilometres away, which nobody could guess). This ensures that selected information is 

only accessible by those who have a mandate to work with it.

Important! Back-up safety:  KEEP KEY INFORMATION SAFE BY MAKING BACKUPS.

Important computer documents need to be copied onto flash drives/CDs and safely stored away.

 Back-up flash drives/CDs must be kept in a fireproof safe or taken to a safe home.

 Keep a second copy of the most valuable files in a safe.

 In addition, every evening, the person in charge of computer documents should think, “Tonight there 

might be a fire” and make a copy onto a separate flash drive/CD of all the documents worked on that 

day. (That flash drive/CD can be over-written each evening with the new back-up files.)

 Write something meaningful on the flash drives/CDs' label so you know what files it contains.

 It is useful for the name of the computer file to appear on 'hard copy' (printouts), too, so you can find it 

quickly if changes are needed.
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