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Introduction

This handbook is designed to be read in conjunction with the Participating Youth Preparation Manual. It has been developed by the SWY Alumni Association (SWYAA) to assist NLs and PYs to prepare for the Ship for World Youth (SWY) program. 

Each country may wish to adapt this handbook to ensure it is relevant to their situation and update it as required.

It is important to consult the SWYAA in your country for additional insight and guidance.

The Ship for World Youth Program

Japan

Cabinet Office

The Ship for World Youth (SWY) program is sponsored and administered by the Director General for Policies on Cohesive Society, a division of the Cabinet Office (CAO) of the Government of Japan. The Cabinet Office is the Ministry directly responsible for supporting the Prime Minister of Japan. The Cabinet Office has overall responsibility for the program and oversees all aspects of the program, such as:

· Planning and organising the whole program

· Managing the day to day activities of the program

· Evaluation and reporting on each program at its conclusion

Center for International Youth Exchange

The Center for International Youth Exchange, a nonprofit organization, was established in April 1994 to give support to the Cabinet Office to implement international youth exchange programs, to promote such exchange programs, and to support the activities of IYEO.  The Center organizes events in cooperation with volunteer members of IYEO to develop youth who can contribute to the global society. 
International Youth Exchange Organization of Japan

The International Youth Exchange Organization of Japan (IYEO) is an alumni association for all Japanese participants from the SWY program and a number of other international exchange programs run by the Japanese Government. IYEO supports the Cabinet Office in some organisational aspects of the SWY program. In particular, IYEO encourages past participants (ex-PYs) to maintain connections developed through the SWY program and be active in their alumni associations.  IYEO assists with the organisation of the homestay program and institutional visits while participants are in Japan. IYEO also coordinates Global Assemblies of ex-PYs and meetings involving representatives of SWY Alumni Associations around the world.

Roles and Responsibilities

The National Delegation Leader (NL) is a person who represents their delegation and is a model for other participants. You will be required to use skills in a number of different areas. 

There are two main roles of the National Leader.

Delegation Leader

· You are the leader of your country’s delegation, and will be assisted by two Assistant National Delegation Leaders (ANLs)

· At times you will be asked to speak on behalf of your delegation or give a presentation to all participating youth (PYs)

· Ensure that each delegate is well prepared to participate in the SWY program, including acquisition of proper visas, travel insurance and medical resources.

Letter Group Leader

· You will also be required to lead a Letter Group (mixed nationality group that function as the basic units of organization for carrying out activities) and will be assisted by 2 Assistant Group Leaders (AGLs)
· Past NLs have described this as being:

· A facilitator of intercultural meetings and activities empowering group members to communicate their ideas, taking into account culture, personality and language ability

· Someone who keeps the group informed and ensures they are able to participate actively

· Someone who communicates the group’s views to National Leaders and Administration

· A mediator between participants in tense situations

Responsibilities

The following is a list of practical information and tips that may help you in preparing for the program. 

National Delegation Leader Meeting – Tokyo

· This is a meeting which will be held in Tokyo several months prior to the commencement of the program

· All the NLs are flown to Tokyo to meet and decide on some general topics for the program, eg. the slogan, the order of the National Presentation (NP), and receive necessary information to participate in the SWY program
· This is an ideal time to discuss a common approach to decision making and handling such issues as discrimination and sexual harassment – for issues such as these, it is important to convey a sense of unity

· NLs should develop a list of objectives for the program to share with participants

· NLs may develop a common ‘code of conduct’ which clearly states the minimum standards of behaviour (there will be times onboard when the NLs will need to reach a decision together and stand by this decision regardless of their own personal viewpoints)

· Take the time to consider the program and compile a list of issues which you think are important and would like to discuss at this meeting

Pre-Departure Preparation

· It is useful to engage in team-building and strengthening the common purpose of the delegation

· The team may also begin to organise official gifts, National Presentation and planning some of the activities you would like to do as a delegation

· Encourage delegates to:

· Read the Handbook for Cultural Understanding

· Prepare research on other participating countries

· Investigate the political, economic and social situation of your own country

· Prepare research for the Course Discussion and others
National Delegation Leader Meetings Onboard

· The purpose is to discuss the daily running of the program and resolve any problems that may arise

· As a NL, you will attend these meetings on a daily basis during lunch break with SWY Administration (ADM) while other PYs have free time

· Except in cases of crisis/emergency, it is imperative that you are punctual and attend all meetings 

· Some of these meetings may take time or be quite challenging 

· Some decisions made by ADM are not negotiable. Other issues are within the decision making power of the NLs

Letter Groups

· Majority of the time on the program is spent in Letter groups rather than national delegations

· Each group will comprise one member from each overseas delegation and a number of Japanese Participating Youth (JPYs)

· At the beginning, sit down with your Letter Group and the AGLs to discuss how you would like to function as a team.  It is beneficial for PYs to discuss their expectations of the group (Letter Group meetings and activities)

· Please refer to the Participating Youth Preparation Manual for further information 

National Presentation

· At the NL meeting in Tokyo, you will discuss guidelines for the National Presentation

· Ultimately, it is the responsibility of the NL to oversee the National Presentation and to provide information regarding available equipment to the team prior to departure. It is also important to collect any music, costumes and props prior to the program.

· Previously, this has been a task that the NL has delegated to other members to coordinate

· You will have access to semi-professional lighting and audio-visual equipment onboard. It is each delegation’s responsibility to have one member trained to use it. You may also ask for assistance from National Presentations committee members
· Please refer to the Participating Youth Preparation Manual for further information

Working with Administration

· The organisational structure of the administrative staff is:

· Administrator

· Deputy Administrator

· Chief of Staff

· Staff (ADM staff including facilitators and interpreters)

· Administrator is responsible for overseeing the operation of the program
· It is important to develop a good working relationship with ADM

· Travel agents play an important role in pre-departure preparation

· There is a formal process for borrowing items and booking venues. Please be culturally sensitive to the operating system of the administration

· Be respectful of differences in language and culture. ADM are mostly Japanese staff working within a challenging multicultural environment. They will appreciate your support and patience

· It is important to remember that as participants, we are guests of the Japanese Government. It is the responsibility of participants to adapt to and work within the system established.  However, this does not mean that suggestions for improvement are not welcome.

Dress Code for Formal Occasions

· Every country is encouraged to have a national uniform and/ or formal clothing. It is the responsibility of the NL to ensure that the delegation has appropriate clothing for formal occasions. Formal clothing can be supplemented by a unifying theme – such as ties and scarves, to serve as a national uniform

· The ANLs will also need formal attire when they accompany the NLs to meet with dignitaries and other such officials

· Please refer to the Participating Youth Preparation Manual for further information

Logistical Information

Luggage

· Make sure everyone’s luggage is clearly labelled

· Put a sticker or tag on the delegation’s luggage so that you will be able to easily identify baggage 

· Strongly suggest to each person to take minimal luggage and they must be able to carry their own luggage. PYs should take an extra fold-up soft-case/bag with them for additional items bought/received during the program. This is also useful for the homestay program in Japan

· Costs associated with excess luggage (such as clothes, sponsorship items) will be the responsibility of each delegation. These should be checked prior to departure 

· It is the responsibility of the NL to determine baggage allowance for all flights, e.g. between North/Central/South America and Japan = 2 bags x 32kg each, between Europe/Middle East/Africa and Japan = 1 bag x 20 kg each.

· It is the responsibility of the NL to determine the customs requirements of each country and ensure the delegation is aware of them

Delegation Items 

· If you use boxes, it is useful to choose ones that look the same. Standard size makes them easier to identify and to stack/store

· Clearly label all the boxes on all faces, including a box number. A list of contents helps quickly identify location of items 

Assistant National Delegation Leaders 

· You will be working with two Assistant National Delegation Leaders (ANLs) who can provide support

· Towards the beginning of the program, discuss opportunities for ANL’s ongoing involvement and ways that they can support you 

· Past NLs and ANLs have identified the following responsibilities for ANLs:

· To assist with pre-departure activities and team training

· To support NL on any given task as required

· To maintain communication between NL and delegation

· To undertake NL’s responsibilities if NL is unable

· To attend courtesy calls in Japan

· To undertake administrative tasks (roll calls) 

· To act as a liaison between ADM and delegation

Other Roles of the NL

Organiser

· Oversee all aspects of getting the delegation or Letter Group organised, and co-ordinate preparation of activities during the program

Administrator

· There are many administrative needs that arise during the program. Ensure that these needs including booking venues and equipment are met in a timely manner

Communications Coordinator

· You will be communicating:

· Between you and each delegate

· Between you and your delegation

· Between you and ADM

· Between you and other National Leaders

· Between you and your Letter Group

· Between your delegation and other delegations

· Prior to departure, you will also be communicating with:

· The Cultural Affairs Office of the Japanese Embassy

· Relevant Government body

· The SWY Alumni Association in your country will be able to provide assistance in this matter

Motivator

· Motivate your delegation during the pre-departure training together with support from the Alumni Association in your country 

· Motivate your Letter Group throughout the program 

· Maintain enthusiasm and boost people’s spirits when energy is low or in stressful moments

Counsellor

· You will be acting as a counsellor for PYs in your delegation and Letter Group

· Sometimes Japanese participants will appreciate additional support from the Group Leader, as they only have 2 NLs for all JPYs

· It is useful to have one-to-one meetings with each member of your delegation, and listen to their concerns and experiences

· The SWY program can be an emotionally intense experience for many PYs

· There is a trained counsellor (psychiatrist) on the ship available to meet with people

Facilitator

· You will use your facilitation skills to lead and direct discussion, taking into account issues of culture and varying language abilities

· You may want to prepare in advance a list of team building activities suitable for around 20 people of varying language abilities.

· You need to keep focused on the activity and the desired outcome of the session

· You need to monitor how your delegation/Letter Group is coping with various aspects of the program

· Balance your own thoughts, opinions and feelings about issues with those of the participants in order to adequately facilitate discussions or activities

Role Model

· Be a role model (a good example) for your delegation/Letter Group in terms of your effort and energy, your behaviour, attitude and contribution to the program

· The following areas are important:

· Punctuality for all activities, e.g. morning assembly, seminars and discussions, and returning to the ship during the Ports of Call

· Participating fully in all aspects of the program 

· Show respect to other PYs, ADM, Ship Captain and staff, and Port of Call organisers and the cultural customs of each participating country

Mentor

· Allow PYs to examine their goals and expectations prior to departure

· Respect individuals’ values, beliefs and goals, and allow PYs to learn and grow

· Build trust and a good working relationship with all members of your delegation and Letter Group. Listen to and consider the thoughts and opinions of group members

Problem Solver

· Be prepared to mediate problems that arise in a fair and timely manner, both logistical and interpersonal problems

· If a solution is not achievable, there is ADM, counsellor, advisers and the NL meetings available to help resolve the issue

· Be prepared to consult with an ANL or AGL of the opposite sex where appropriate to resolve conflict

· Not all conflicts require you to solve the problem

Ambassador

· Your delegation is expected to have appropriate knowledge, attitude and materials to present your country

· Remember that you and your delegation are representing your country at all times

· You will represent your country at formal receptions and functions during the program, e.g. meeting dignitaries, officials and Heads of State

Pre-departure Meeting

The SWY Alumni Association feels that meeting together as a delegation prior to departing for Tokyo is very useful in order to prepare for the program. This would be at your own cost (as it is not part of the official SWY program)

For countries where this is not possible, it is beneficial to have ongoing communication with your delegation prior to departure. This may be achieved through emails and phone calls.
Preparation Checklist for your Delegation

· This is additional information for the NL. A more comprehensive personal checklist can be found in the Participating Youth Preparation Manual

· Stationery Kit, eg. pens/pencils, scissors, ruler, white-board markers, coloured and permanent markers, tape, magnets, stapler and staples, glue, string, thank-you cards, coloured paper, blank cassettes/CDs/mini-disks, etc. ADM does supply some of these items, but they are only open at certain hours and NLs must book in advance and return the items at a specified time – so it is useful for NLs to also have these easily accessible for the delegation

· A list of emergency contact numbers for family of each of your delegates.

· Team building exercises

· Ice-breaking games 

· Visa requirements (further information to be provided at the NL Meeting in Tokyo)

· The Handbook for Cultural Understanding – encourage PYs to read existing handbook created by the SWY Alumni Associations

· Develop a policy on conflict resolution

· Prepare research on countries/discussion topics

· Information regarding leadership and group dynamics may be available from www.swyaa.org if desired

National Presentation

· It is the responsibility of the NL to ensure the delegation is suitably prepared for the National Presentation and that necessary items are considered prior to departure

Gifts

· There are a number of occasions when the delegation will be required to give gifts to dignitaries. They will also require gifts for their homestay and may want to give gifts to other participants and Japanese staff.

· It is the responsibility of the NL to ensure that the delegation is adequately prepared

Sponsorship and Funding

· Prepare a budget for your delegation. Funding may come through sponsorship, donations or from the delegation 

· Possible sponsorship items include:

· Food, drink, pins, souvenirs, flags, clothing, etc.

· Excess luggage (remember to consider all flights prior to boarding the ship)

· It may be worth pursing companies from your country that export to Japan and may be prepared to donate items directly to the point of embarkation.

· Tourism board for promotional materials 

· Your Alumni Association may be able to assist in this matter

Health and Safety

· Bring a First Aid Kit, especially medicines for ordinary illnesses, e.g. colds/flu/headaches. There will be two trained nurses in the administrative staff team, and the Ship has a doctor and medical office, however some PYs prefer medicines from their own country when they are sick

· Ensure your delegation bring a personal supply of any necessary medications for pre-existing conditions and allergies and to advise the NL of these in advance of the program

· Be aware of the dietary requirements of your delegation and request any necessary changes through ADM

· Be mindful of the mental and emotional aspects of PYs’ health 

· Vaccinations may be required. Further information will be provided at the NL meeting in Tokyo
· Travel and Medical Insurance. This is the PYs’ individual responsibility. Group travel insurance can be more economical

Decision Making

Among NLs and ADM

· Standard protocol concerning administration has been established for the program. These protocols have been established from previous programs and should be respected. Any queries regarding the protocols should be raised in the meetings with ADM

· Decision making can be a time consuming process due to the rich diversity of cultures on board

· Usually decisions will be reached in consultation with PYs. However, on confidential or personal issues, a decision may need to be made between NLs and ADM 

· In certain situations, a decision will be made by ADM with or without consulting NLs – this is primarily because the ADM (Cabinet Office) has the ultimate responsibility towards the Ship for World Youth program
Among the Delegation

· You will hold meetings of the national delegation during the program. This is also an opportunity to get feedback as to how other Letter groups are functioning and learn of successful strategies.

· Based on experience, 4 styles of decision-making have been identified

· Consensus (Group discusses issue until everyone agrees. Only possible if full information is available to PYs, may be time consuming)

· Majority rules (Group discusses issue with a vote at the end. Only possible if full information is available to PYs)

· Consultation and NL decision (NL makes decision, considering the views of the delegates)

· NL makes decision (Decision is taken without consulting delegates)

· One style of decision-making may not be suitable for all situations, so it is important to be flexible. Be sensitive to cultural differences

· It is recommended that NLs adapt their decision-making styles to their delegation

· Involve the delegation as much as possible in the decision making process

· Past experience has shown that it is beneficial for NLs to discuss their style of decision-making with the delegation early in the program 

· Providing the rationale behind the decisions and the process used to arrive at these decisions, encourages PYs to trust the NL, especially when unexpected issues arise

Post-program Responsibilities

· You are required to submit an official report near the end of the program which will be sent to Government bodies

· Give copy of your report to the Alumni Association

· PYs may ask you for a reference letter

· Advise your alumni of PY contact details for invitations/involvement in the AA on completion of the program

· Ensure ‘Thank you’ letters are sent to sponsors and Japanese officials

Re-entry Support

The transition from life as a PY back to your home environment may be a challenging experience and people may experience ‘reverse culture shock’ of some type. It is useful to discuss this process with your delegation and consider ways in which the delegation can support each other:

· Upon return, PYs may find they experience one of the following 3 situations:

· Returning home without a sense of purpose, e.g.:

No job or further study to attend

Unsatisfying job or further studies

Without a meaningful project (eg, with community/society/family)

· Back to a good job / further studies

· Planning to travel 

· See the Re-entry Package for further information

National Delegation Leaders Group Norms

· Virtues that NLs will follow:

· Agree to disagree (OK to have different opinions)

· Be polite

· Be specific: keep to the point

· Calm

· Collaborations and teamwork

· Compromise

· Confidentiality

· Consideration

· Consultation

· Cultural sensitivity

· Discipline

· Efficiency

· Focus

· Fun

· Ground breaking

· Honesty

· Ice breaking and warm-ups

· Listening

· Mistakes are OK

· Mutual understandings

· Networking

· No fight, be assertive, not aggressive

· Objectivity

· Occasional humor: be aware of its appropriateness

· One person speaks at a time

· Open mind

· Patience

· Punctuality

· Removal and/or clarification of cultural expressions

· Resilience

· Respect for self and others

· Safety

· Smiles
· Solidarity

· Stand for each other (you need to be supportive: when someone has a problem, support.  When someone has different opinions, give support for him/her.)

· Team building

· Tolerance

· Trust

· Visionary

Final remarks

Every NL has a different outlook and way of experiencing the program – and every program is unique. While it is useful to listen to the perspectives of past NLs and PYs, it is important to bring your own knowledge, skills and experience to this position.

Your Alumni Association will be happy to assist and support you in the preparation for the program. 
We wish you all the best!

Appendix 1: Facilitation of Group Discussions

The organised discussions may be structured in a variety of ways, and are in part determined by a discussion committee of PYs onboard. The discussion groups may be organised by interest groups, or the topics may be identified by a discussion committee and debated in the Letter Groups. 

Participants’ expectations of the educational content of the program may differ from what can be easily achieved in this environment. 

The NLs’ role may be as a facilitator of a group, or PYs may be identified as facilitators, in which case the NL still plays a supportive role. 

Given that we are working with different language levels, cultural backgrounds and knowledge on the selected subjects, challenges to fruitful discussion include:

· Language ability 

· Lack of preparation/knowledge of discussion topics

· Individual characteristics/personality, eg. some people are more likely to speak up in group situations than others

· Low energy level of PYs, eg. people sleeping during discussion, seasickness, fatigue, etc.

The following are some suggestions to make formal discussions onboard more meaningful:

· Begin with participants’ personal experience and then move to more specific issues 

· Encourage PYs to prepare a page of notes on discussion topics and seminars relevant to their own country and to prepare a list of key words/glossary in their language in advance 

· Encourage delegates to prepare for topics of discussion prior to departure

Facilitation can also be complex in a multicultural environment.  The following are some tips:

· Choose topics that participants can easily relate to, such as: family, education, or health 

· Note that at times participants are intimidated by subjects of which they may not have prior knowledge, or an understanding of the relevance of the topic to their own lives, eg. globalisation. Try to assist participants to see the links/connections with their own lives and international issues

· Encourage participants with stronger language ability to assist with translating information

· Ensure there is a time keeper, a facilitator and someone to record notes

· Ensure all PYs are able to express their opinions, some examples to do this are: 

· Each participant writes a response on paper and shares this with the larger group

· Break into major language blocks, e.g. English, Spanish, Japanese, Arabic, for short group discussion and then report back to the group

· Each participant shares an opinion with one or two other people in the group, and then has the opportunity to express it to the larger group

· Be aware that the idea of discussion or small group work is a different style of learning for some cultures and people from some cultural backgrounds may feel more comfortable expressing their viewpoints 

· Sometimes it is useful to indicate that everyone will have the opportunity to participate orderly (such as one at a time, in a circle), and at other times the discussion may be more spontaneous where participants can choose if and when they like to express an opinion

· It can be useful to use role-play to explore the discussion topics.  This can be done by forming smaller groups and creating a short drama related to the issue.  Then the facilitator helps the group to explore some of the issues that they have observed, such as problems and solutions.  It is important that the facilitator points out more complex situations when PYs over simplify them. Although PYs may wish to use humour, the facilitator’s role is to guide them into critical analysis of the situation 

· Whenever possible, encourage PYs to take the initiative in the facilitator role, however NLs can provide guidance and suggestions

· Part of the NLs role is be attentive to the energy level of the group.  Remind PYs to take time for a short energiser activity and/or regular breaks 

· Keep participants actively involved and engaged in discussions, by asking their opinion and trying a variety of active learning styles

· Help PYs understand the kind of formal discussions that can be achieved in such a multicultural environment with different language levels and knowledge.  At times this may seem like a slow process, but encourage PYs to seek opportunities to continue deeper discussion informally, e.g. over dinner

· Make a list of the people who are waiting to express their opinion, so that everyone can have a chance to speak

· Respect people’s decision to remain quiet, as long as they have the opportunity to speak if they want to contribute

Appendix 2: Organising a Pre-departure Meeting

The following information is an example of the process for organising a pre-departure meeting, provided by SWY Australia. This is included as a reference and is only one example for the format of such a conference.

Note: the finances and logistics for this conference are the responsibility of the delegation.
The following is a list of steps to organise the conference.

Select a Venue

· Consider the following

· Comfortable accommodation

· Appropriate conference facilities

· Reasonably easy to access (especially for guest speakers)

· Delegates should share rooms (team building and acclimatisation to ship life)

· Access to facilities (e.g. shops, restaurants, entertainment...)

· Be conscious of the price – financial resources will be limited. Many hotels will give you a group discount, and may like to contribute to the benefits of the program

· Advise participants of the dates of the meeting and any associated costs as soon as possible – it is really important that they all attend so give them as much time to get themselves organised

· Ascertain any special dietary requirements of participants and ensure that these can be catered for

· Plan how to get each participant to and from the venue. If participants are traveling independently, ensure they forward details of their arrangements to you

Set the Agenda

· Consider the discussion and seminar topics in advance 

· What are some of the important current social issues?

· What type of personal development might participants need?

· How can you help mentally prepare them for this experience?

· What preparation is still needed in terms of national costume, national presentation, gifts, etc 

· Look at the time you will have available – more than likely it will only be 2 or 3 days

· List objectives for the training and development conference, ranking those objectives in order of priority

· How can you use your limited time to best achieve the results?

· Consider setting a formula for each guest speaker e.g.

· XX:00
Presentation starts

· XX:30
Presentation ends

15 minutes of questions start

· XX:45
Questions end

15 minutes of informal mingling over coffee while next speaker sets up

· Remember to schedule time for the following:

· Meal breaks

· Casual time for the team to bond and get to know each other informally

· Free time – people may want to buy some things to aid their preparations

Choosing Guest Speakers

· Which guest speakers can the participants learn from?

· Which guest speakers will be able to relate to the participants – and will be able to engage them?

· Do they guest speakers expect monetary payment? Are you able to accommodate that in your budget?

· Provide the guest speakers with as much information about the program as you can – make sure they understand what the participants will be doing, what you hope to achieve by having them speak to the participants and above all make sure they know how much you appreciate their assistance and contribution

· Take a professional approach with guest speakers

· Make sure you provide information in writing

· Make sure they understand exactly what time they are due to speak and how long they have

· Follow up in a timely manner

· Confirm and reconfirm bookings

· Mail or fax directions to get to the venue

· Arrange for someone to meet the speakers at the venue

· Ask what equipment speakers may need and get it for them (e.g. overhead projectors, photocopies of notes etc) – if you can’t get what they need tell them as far in advance as possible

· Have refreshments available for guest speakers

· Print some certificates of appreciation and have all participants sign them

· Have each guest speaker introduced by a member of the delegation and arrange for each guest to be presented with a small gift

Build Your Team

· Get to know your delegates and help them get to know each other

· Let your delegates get to know you

· Build the trust in your relationship with them that will allow them to approach you should they have concerns or encounter problems

· Find out what each person’s strengths and weaknesses are, what types of personalities they have and try to gauge how they may react under different circumstances

· Make sure everyone finds out what each others’ strengths are…and are comfortable working interdependently to draw on these strengths

· Keep an eye on how people interact, and how they react to different situations throughout the conference…these are important guidelines to help manage your team

Frame Up the Experience

· You need to create an image in each delegate’s mind of what this experience will be…and how they will benefit from it. Past participants, and their photos and videos can assist with this.

· You don’t necessarily need to come up with the benefits etc…rather lead the delegates along a path that takes them to a door. Only they can know what’s behind the door because only they can know where they are in their lives and how this experience fits into that life

· Give them as much information as you can about the program and what you know will be happening

· It is certainly helpful to outline the SWY framework detailed above. It helps people see the big picture and shows them how they fit into this picture

· Share your own expectations of the experience and some of your own goals

· Encourage them to share their expectations and goals with each other and definitely with you. If we know what each others’ goals and expectations are we are better placed to help each other achieve these

Establish Team Parameters

· These are general guidelines which clearly define a standard of behaviour that the delegation expects of itself

· Other possible names are Team Philosophy, Guidelines, Code of Conduct….

· This is a good team building exercise and the input needs to come primarily from the delegates themselves

· Look at such issues as punctually, discrimination, active participations, engaging other participants, attitude…

· Phrase all these in a positive way and state them in the present tense, e.g. “We participate with 100% enthusiasm in all ship activities”, NOT “I will not be late for Morning Assemblies”

· Make sure that everyone agrees on the final list and commits to supporting it – in fact, quickly going around the group and getting verbal confirmation of acceptance and commitment is a powerful way of ensuring this

· Develop some structure as to how you will operate as a delegation. For example, agreeing to meet as a delegation on a weekly basis is good to help keep the delegation connected and cooperative

· Encourage everyone to mix and meet as many participants as possible – this is a unique opportunity and shouldn’t be wasted

· Once these parameters have been finalised type them up, get everyone to sign them and then give each person a copy
Appendix 3: Ice Breaking Exercises
Ice breaking and team building exercises can be useful tools to manage cross-cultural communications and help integrate different cultures participating in the group. 
This document contains the following exercises:

· Icebreakers
· Generic Icebreakers
· Engergiser
· Team Building
Please note that it is intended only as a basic guide.
Icebreakers

Name and Adjective

Time: 10 minutes

Number of participants: Large group

Method: Participants sit or stand in a circle and give their name together with an adjective that rhymes or starts with the same letter. They then have to repeat the names and adjectives of the people earlier in the line. Eg, Zaney-Zane, Thirsty-Kirsty, Super-Sayo, Sunny-Sol, Mighty-Matt etc. The person who forgets has a small penalty (eg, they have to wear a silly hat)

Ducks in a row

Time: 15 mins

Number of participants: Unlimited (in groups of at least 8 people)

Method: Participants are told they may not speak. Participants are told to line up in order of height (shortest to tallest). Next, participants must line up in alphabetical order of their first name, again without speaking. Finally, participants must line up in order of their birthday using only actions. (In large groups, steps 1 and 2 may be omitted.)

Noah’s Ark

Time: 15-20 mins

Number of participants: An even number of people (to form pairs) The example below assumes 30 participants.

Method: The goal of this game is for each participant to find their pair by making the noise of the animal they have drawn out. Before the game starts, the organiser will prepare 30 small pieces of paper (one for every participant). The leader must then identify 15 animals and write down the name of each animal on two pieces of paper. Participants must then select a piece of paper, and make the noise of their animal to find their pair. The final couple to pair up is the loser – so participants must work quickly. No body language or additional speaking is allowed. (This is especially interesting in cross-cultural situations where the sounds of animals are mimicked differently)
Show and Tell a favourite thing

Time: 2 mins per participant

Number of participants: Small to medium sized group

Method: Each participant brings an item that is of importance to them and explains its significance to the group.

Human Bingo

Time: 15 mins

Number of participants: Small to large groups

Method: Coordinator prepares a one page bingo sheet in advance with columns and rows of questions such as do you play a musical instrument. The object is to talk to a different person for each square, ask them the question in the square and have them sign their name if the box applies. 

Clock Face Game

Time: 30 minutes (depends on number of participants) 

Number of participants: Ideally 24, but can adapt as required

Method: This game requires each person to draw a clock face, marking in a 12-hour clock. Each participant then must find 12 other people to put down on the clock, one for each “hour” (Person A and Person B must put each other down for the same time slot). Each “hour” is symbolic of a time when the participants will meet each other. Once the clock face has been filled in with names, each person must find their partners for each of the 12 “hours.” When the time is up (approx 2 to 5 minutes for each discussion), the group reconvenes. A person is picked at random to introduce their partner for the 1pm timeslot, mentioning their name and country, and 3 things about them. Then this person introduces the person they met at 2pm, and so on. This game is particularly useful for determining “partners” for later activities, as the facilitator can say “everybody in groups with their 5pm partners.”

Blind fold game

Time:  10-15 minutes

Number of Participants: Small to large group

Method: Groups are split into pairs, with one person blind folded. The other person leads the blind folded person around the boat, introducing them to other blind folded people. When the team reconvenes, the blind folded people must each find who they were introduced to while blind folded.

These games work well because they require people to go back or go over their findings and remember who they met. This helps consolidate the names and people.

Have you ever

Time: 5 minutes minimum

Number of participants: Small to medium groups

Method: Participants sit in chairs arranged in a circle, with one person standing in the middle. The person in the middle finishes the sentence “Have you ever …?” with an activity or experience that s/he has had. All participants who have shared this experience must quickly leave their chair and move to another empty chair. The person in the middle also quickly finds an empty chair – so the last person to find a chair is the new person in the middle, who continues the game. 
A Questioning Line

Time: 15-20 mins (depending on size of group)

Number of participants: Medium size group

Method: In preparation for this game, the leader must make a long list of simple questions. 

Participants make two lines facing each other. Participants face each other and introduce their name. The leader then asks a simple question that each participant must answer the question that the leader poses (eg, what makes you feel happy). The lines then move down one person, and again introduce themselves and answer the next question.
Two truths and a lie

Time: 15 mins

Number of participants: small to large groups

Method: One person from the group is chosen to tell 3 stories about themselves, 1 of which is not true. The others must decide together which of the stories is not true. 
Generic Icebreakers

Finding similarities

Participants are given 8-10 criteria where they must find (in a limited time span) people who have similar experiences or background to them, and to fill this out on a sheet. This could include: relative position in the family, number of brothers and sisters, month or year of birth, pets, hobbies and interest, etc. When the group reconvenes, a ‘lotto’ type game can be played to see who can fill in their squares first.

Singing rounds

Time:  10 minutes

Number of Participants: Small to large groups

Method: Many countries have simple songs that can be sung as a canon (round). Eg, a participant from Japan could teach “Kaeru-no-uta,” or an Australian could teach “Kookaburra sits on the old gum tree.”
Limited time activities

If time is short, the clock game can be simplified by having everyone sit in a circle, and speak to the people either side of them. Each person must then present the person to their right to the group, introducing them to the team with name and background, and 3 interesting things about the person.

Generate the “warm, fuzzies” by standing in a circle and each massaging the other’s shoulders or neck before any discussion has occurred
Energiser

Bonnie B Song

Time: 10 minutes

Number of participants: Medium to large groups

Method: First, teach the song “My bonnie lies over the ocean” to the group. The group is then divided down the middle into two groups. One group is sitting, while the other group stands, and they both begin singing the song. Whenever the group comes to a word beginning with the letter “B”, the group that is standing must sit, while the group that is sitting must stand. This becomes progressively more difficult, ending with ‘Bring back, oh bring back, oh bring back my bonnie to me, to me’ x 2. This is a Scottish song – “my bonnie” in this sense means my bonnie lassie, or sweet lady-friend.

Blind train

Time: 15 minutes

Number of participants: Small to medium groups (8 works well)

Method: Participants must line up with their hands on the shoulders of the person in front of them. The person at the back of the line is the leader, and all other participants must be blindfolded or shut their eyes. The person at the back must then guide the participants around the room giving instructions only via the hand, eg, tapping the right hand on the right shoulder of the person in front to encourage the line to turn right. This message must be transferred up the line with each person tapping the person in front until the person at the front of the line receives the message and turns accordingly. If the person at the front of the line hits an obstacle, the person end of the line must then come to the front of the line.

Musical chairs

Time: 10-15 mins

Participants: Small to medium size group

Method: Have chairs in a circle facing out, with one chair fewer than the number of participants. The coordinator plays the music and all people must move in a circle around the chairs. When the music stops, participants must quickly find a chair and the last person standing is out. One chair is removed and the game continues until there is only one person sitting. This person is the winner.

Breaking the piñata

Time: 5 mins

Participants: Small to large group

Method: First a piñata must be made (an interesting group activity in itself). Second, one person is blind folded and given a stick. The blind folded person must then be guided by words only to find and hit the piñata. When the piñata finally breaks, everyone scrambles to collect the sweets or toys that have been stored inside.

Freeze tag

Time: 10 mins

Number of participants: Small to medium group of people

Method: The group decides on 2-4 people who are taggers, the rest of the group is running around. When someone is tagged, they must freeze with their arms held out. The people who are free and still running around can then ‘free’ the tagged people by running under their outstretched arms. If all members have been tagged and ‘frozen’, the game is over. 

Palm tree, elephants, giraffes and toilets

Time: 5-10 mins

Participants: Small to large group

Method: This is a fast-moving, physical game that is good to use when people need to be re-energised. A group of people stand in a circle, with one person in the middle. The person in the middle randomly points at someone in the outside circle, and says “Palm Tree” – at which point, the person needs to pretend to be a palm tree (by putting their hands in the air). The two people either side of this palm tree need to become ‘coconuts’, by placing their heads near the armpits of the person who is the palm tree. The slowest person of the three to get into place then runs into the middle, and points at another group ‘Palm Tree’ … just as this routine is becoming to be understood by the team, two additional aspects are factored in – the Elephant and the Giraffe. The person in the middle can now choose between Elephant, the Giraffe and the Palm Tree – the Elephant needs to use both fists in front of the nose to make a trunk of the Elephant, and the two people either side need to make the ears of the Elephant with their hands. The Giraffe is made by the person in the middle standing with both hands above their head and the people on either side squatting to act as the legs of the Giraffe. The game continues at a fast pace – and after a few more times, the final aspect is factored in – the Toilet. The person pointed at has to squat as if they were on the toilet, with the two people either side using their arms behind the other person to simulate the bowl or pull the chain. With four aspects to the game, and the quick change over of the person in the middle, this is a good game to get people laughing and working quickly together. It is also works well as it requires speed and memory, rather than language ability. 
Lap-sit

Time: 5 mins

Number of participants: Small to large group

Method: Participants gather in a circle standing very closely behind each other. Slowly, they try to sit down on the lap of the person behind them, while supporting the person in front of them on their own lap. If participants are standing closely enough together, the circle will support all participants. The next challenge is for the circle to slowly walk around together, by moving one leg at a time, step by step (eg, all participants first move their outside leg together).

Sharks and islands

Time: 5-10 mins

Number of participants: Large group with several sub-groups

Method: Before the game begins, a certain number of people are identified as “islands”. One “island” is associated with each sub-group of people (approx 10). Then, 3-5 “sharks” are chosen (approximately 1 “shark” for every 3-4 “islands”). Music is played and when it stops, participants must run to touch their respective “island”, before a “shark” touches them. People who have been caught by the shark must sit out, and the game is repeated 5-6 times until only a small number of people are still standing.
Team Building

Human machine game

Time: 10-15 mins

Number of participants: Small to large group of people (broken into teams of 5-10)

Method: The facilitator decides which machine they are going to make. The team then decides together who will be which part of the machine. Once the team has made the machine, they must show how the machine works (eg, after making a car, the team must “drive” it). If there are many teams, they may have a competition to determine which is the best.

Trust game 

Time: 5-10 mins

Number of participants: Small to medium group of people

Method: Form a small, tight circle with one person in the middle, who has their eyes closed. The person in the middle keeps their body straight without bending their knees and slowly falls back. The people around the circle have their hands at shoulder height ready to support the fall and gently pass the person in another direction around the circle. The person in the middle may also be twisted slightly. The aim of the game is to work together and trust each other.

Who am I? 

Time: 5-10 mins

Number of participants: Small to medium group of people

Method: The group leader places the name of a participant on the forehead of each participant. Each person must guess who they are based on “Yes/No” questions they can ask other participants (eg, am I female? do I come from X country?)
Standing up with linked arms

Time: 5-10 mins

Number of participants: Small to medium group of people

Method: The participants sit back to back and link arms with the persons on their left and right, while the people on the end link their free arm with the person behind them. The goal then is to have everyone stand up without the use of their hands, using each other for support.  It’s not necessary to tell the group what they are about to do beforehand.  

People pass

Time: 15 mins

Number of participants: Medium to large group 

Method: People lie on their back on the floor, with their heads next to each other but their legs facing in opposite directions (like a zipper) – their hands are raised up to the ceiling. A strong person must assist at the front and end of the line. A few volunteers are found, who are carefully lowered onto the raised hands of the people lying down. The volunteers are then passed slowly along the line by the hands of the people lying down. When they reach the end, another two strong people assist in helping them off the line.

Human knot 

Time:  10-15 minutes

Number of Participants: Medium to large group

Method: Each participant stands up and takes the right hand of another participant in their left and the left hand of a third participant in their right.  The group will come together making a human knot.  The group must figure how to undo the knot without speaking, forming a linked circle in the end.  Occasionally it happens that it is not possible, but is still useful for group problem solving.  
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