
Community Participation 
for  

Elementary Community and Primary School 

 
 
 
 
 
 
 
 

 

 

 

  Department of Education and  
Department for Community Development  



INTRODUCTION   
 

 
This school–based capacity building series of booklets is a step towards strengthening the management of 

primary schools. This series contains activities to strengthen the ability of community members, primary school 

Boards of Management (BoM), head teachers, inservice coordinators, and teachers to better carry out their 

responsibilities. The school-based activities in these booklets support and strengthen work-place skills and 

knowledge and help develop individual personal development. 

 

Teachers, Boards of Management and communities can decide which capacity building activities are needed and 

the approach they will use.  

 

Primary school teachers and school community members can use these capacity building activities for their 

personal and professional development. These capacity building activities can be undertaken by groups or 

individually. The Papua New Guinea Education Institute will provide accreditation to their students on the 

completion of assessment tasks. 

 

The capacity building activities in this booklet help you learn about: 

• How to promote community participation; 

• Community Meeting Procedures; 

• Community Facilitation.  

It is important that the community support the learning of their children by assiting to maintain the school 

environment and school building. 

 

Active community participation will help strengthen our schools.  

 

 
 
 
 
 
 
 
 



 
 

NATIONAL SONG NATIONAL PLEDGE PRAYER 
O arise all you sons of this land 

Let us sing of our joy to be free 

Praising God and rejoicing to be 

Papua New Guinea 

Shout our name from the 
mountains to seas 

Papua New Guinea 

Let us raise our voices and 
proclaim 

Papua New Guinea 

 

Now give thanks to the good Lord 
above 

For his kindness, his wisdom and 
love 

For this land of our fathers so free 

Papua New Guinea 

Shout again for the whole world to 
hear 

Papua New Guinea 

We’re independent and we’re free 

Papua New Guinea 

We the people of Papua 
New Guinea 

Pledge ourselves, united 
in one nation 

We pay homage to our cultural 
heritage 

The source of our strength 

We pledge to build a 
democratic society 

Based on justice, equality, 
respect and 

prosperity for our people 

We pledge to stand together 
as 

One people, One nation 

One country 

God bless Papua New Guinea 

 

 

Almighty and Eternal Father, 

We thank you and praise you. 

For the infinite love and mercy, 

You rain down blessings upon mankind, 

in spite of their faults and failings. 

Bless our nation PNG, and her people. 

We are pilgrims on our way to freedom, 

with good news for all we meet. 

Help us travel lightly, travel together. 

Learn as we go, we are disciples, 

The mission is urgent, 

The journey is long. 

Help us travel with authority, fearing no one. 

We are apostles, 

Opponents of evil. 

Let the cross be our compass, love be our 
sign. 

To lean upon your great strength, 

Trustfully and to wait patiently and serenely 

For the unfolding of Your Will. 

Amen 
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Community Participation 
 

Introduction  
This Flip chart will be used as supporting document to help participants better understand the skills introduced in the 

booklet. 

The activities introduced will assist community members, primary school Boards of Management (BoM), head 

teachers, inservice coordinators, and teachers to better carry out their responsibilities in the schools. The school-

based activities in this Flip chart will support and strengthen work-place skills and knowledge and help develop 

individual personal development. 

 

Teachers, Boards of Management and communities can decide which capacity building activities are needed and the 

approach they will use.  

 

The capacity building activities in this booklet will help you learn about: 

• How to encourage community participation; 

• Community Meeting Procedures; and  

• Helping communities to help themselves.  

It is important that the community support the learning of their children by assisting to maintain the school 

environment and school buildings. 
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Topic 1: A Strengths-based Approach – The Five ‘D’s Cycle 
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Topic 1: A Strengths-based Approach – The Five ‘D’s 
 
1. Discover 
This is the way that you get the community to tell stories and think about the good 
things that have already happened in the community and how they came about. The 
women, men and youth will realise what they have achieved through working 
together using the talents and abilities that they have.  
2. Dream 
The next step is where the community dreams about how they want the school to be 
in the future. In focus groups (men, women and youth) they make maps of what they 
would like their school to be like. 
3. Design 
Is the preparation of a school action plan that sets out what the priorities are for what 
will be done. 
4. Define 
Sets out the resources in the community and what skills people have. This includes: 
Local knowledge and skills; Physical resources; Groups and organisations which 
could help; and Financial resources for the school action plan. It also includes when 
to do the activities. 
5. Do It - Deliver 
This is where individuals and groups make a commitment and get started. The cycle 
is then ready to start again. 
The 5D Cycle 

 

Discussion questions  
 

1. Discuss each of the 5 Ds with the participants 
2. What should a community do to ‘discover’  the 

strengths that exist in their community? Answer: share 
success stories in focus groups (men, women and 
youth.) 

3. What should a community do to ‘dream’  of what they 
would like their school to be like? Answer: In focus 
groups prepare a map of what they would like their 
school to be like. (men, women and youth.) 

4. What should a community do to ‘design’  a school 
action plan for improving their school? Answer: Set 
priorities from the list of activities suggested for their 
school. 

5. What should a community do to ‘define’  the resources 
in their community? Answer: prepare a list of the 
material, human and financial resources that are 
available to carry out their school action plan and when 
to carry out the activities. 

6. What should a community do to ‘do it’  complete their 
school action plan? Answer: Prepare work parades for 
the community and students listing who will carry out 
the various tasks in their school action plan. 
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Topic 2: Why Involve the Community? 

 
 

Better decisions are made when everyone is involved 
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Topic 2: Why Involve the Community? 

 

 

Better decisions are made when everyone is involved 
 
Community management requires more people being 
involved in decision making 
 
We need to encourage everyone to participate 
 
Use small GROUPS to get all involved (buzz groups; 
going around the circle; everyone tells his or her own 
story) 

 
 

Discussion questions 
1. Discuss why it is important to involve the community.  
     Ans: Better decisions are made. 
2. Discuss how everyone can be encouraged to participate in 

your community. 
3. Discuss some of the cultural changes that need to be made 

in your community before everyone can participate. 
4. Discuss how men, women and youth groups help more 

people to be involved in community decisions. 
5. Discuss other types of focus groups at your school:  
     Ans: teachers, BoM, students, P&C, church agency, etc. 
6. Discuss the different ways of making sure everyone in the 

group is involved (buzz, going around the circle, everyone 
tells their own stories) 

7. Discuss why community involvement is important.  
Ans: when decisions are made there will be greater     
commitment to carry out the tasks. 
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Topic 3: Involving Women:  
 

 

 

Better decisions are made by both men and women  
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Topic 3: Involving Women:  
 
 

 
• PNG’s constitution (mother law) states that there must 

be gender equity in Papua New Guinea 
• For Gender equity half of the BOM need to be women. 
• The Department of Education Gender Equity Policy 

states: 
• All girls and boys have the right to attend school 
• Positive attitudes to boys and girls must be 

promoted in all schools 
• Schools need to be safe for girls and boys 
• Schools need to provide facilities for older girls 

such as proper water and sanitation facilities 
• The whole community must promote gender equity 

in all community activities 
 

Discussion questions 
1. What does the picture tell us about how to make good 

decisions. 
2. Read and discuss what  PNG’s constitution tells us about 

gender equity. 
3. Read and discuss what the Department of Education 

Gender Equity policy says. 
4. What is gender equity? 
5. Why talk about gender equity? 
6. Discuss how many women should be on your school’s 

BOM. 
7. What are the strengths  of women in your community? 
8. What are some things that need to be improved in your 

school to promote gender equity? 
9. What cultural changes are needed to allow greater gender 

equity (when women can speak, etc.)? 
Debate 
Should women have greater involvement in school decision 
making activities? 
Role Play 
Prepare a role play of a community meeting that sidelines the 
women. An AID donor wants to know what the community 
needs. The men want a road and the women want a water 
supply. The role play has the donor arriving and shows how 
the men can dominate the meeting and not give the women a 
chance to express their views. 
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Topic 4: Community Roles 
 
 
 

 

 

 
 

The whole community working together to improve their school 
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Topic 4: Community Roles 
 

 

 
The whole community working together to improve their school 

 
How can the school community help? 

� Attend meetings to discuss problems and share 
successes 

� Meet annually to go through the 5 D process.  
� Make contacts with the technical / skilled people who 

could be asked to contribute to the school.  
� Take part in routine school repairs 
� Help plant and look after a healthy school garden with 

the children for the teachers and pupils.  
� Help the clinic nurse or local health advisor regularly 

check all the children in the school  
� Etc. 

Discussion questions and activities 
1. Make a list of all the things that a school community can do to 

help their school. Ans: see the list under the chart. 
Is your school involving all the stakeholders that are available? If 

not, what needs to be done to get them involved? 
2. How good is your school’s BOM and PCC? 
3. Does your school have enough land for play grounds and 

school gardens? If not what can be done? 
4. How can you school become a healthier place for all the 

children? 
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Topic 5: Groups 

 

Group activities can help everyone to be involved 
 



 11 

Topic 5: Groups 
 

 
Group activities can help everyone to be involved 

 
USE 
• Small groups – so everyone has a chance to speak 
• Buzz groups – where people speak to a partner sitting 

next to them 
• Going around the circle – where everyone in the circle 

has a chance to speak 
• Find the story tellers – making sure that the original 

storyteller tells the story – not their friend 
 

Discussions Questions  
• Why are small groups important? Answer:  so 

everyone has a chance to speak 
• How many people speak in a buzz group? Answer:  

two 
• Why should ‘going around in a circle be used? 

Answer:  so all the participants can give their views 
• Why should the original storytellers tell their stories? 

Answer:  to make sure the story is as accurate as 
possible and to empower the storyteller. 
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Topic 6: Good Meetings: 
 

.  
• Have a chairperson  
• Follow an agenda    
• Have set time limits    
• Ask the participants questions   
• Draw out ideas and information   
• Rephrase and clarify ideas   
• Provide information   
• Summarize what has been said    
• Agree on a decision   
• Prepare an action plan  
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Topic 6: Good Meetings  
 

 
.  

• Follow an agenda.   Introduce one topic at a time, ask people to give their ideas, 
and then ask for a decision.  Keep the discussion on the topic. 

• Set time limits.   Decide how much time you need for each topic and keep to 
this time limit.  But be flexible - some topics may need more time. 

• Ask questions.   Use questions to draw out people's ideas on the problem and 
get agreement on the solution. 

• Draw out ideas and information.   Getting all the facts and opinions into the 
open makes it easier to decide. 

• Say in different ways that makes it clear.   Repeat a point in different ways to 
make it clear and then check with the speaker - "What I hear you saying 
is...........……......  Is that what you mean?" 

• Provide information.   Sometimes you need to provide information yourself to 
allow for realistic decision-making e.g. information on a technical option. 

• Summarize.   Briefly state the major points to help people see what they have 
said - and make it easier for decisions to be made. 

• Push for a decision.   At the end of the discussion people should agree on what 
is to be done.  Restate the suggestions and ask for agreement.  Check that 
people agree. 

• Plan for action.   Help people make a clear decision - WHO is to do WHAT and 
WHEN. Check that people know what they have promised to do and feel 
responsible for completing the task. 

 

Discussion questions  
1. Why is it important to follow an agenda? Answer: to keep 

the discussion on the topic. 
2. Why should time limits be set? Answer: so all topics can be 

covered. 
3. Why do questions help? Answer: They help everyone 

understand all the issues. 
4. Why does it help to rephrase a question? Answer: to make 

sure that the issues are properly understood. 
5. When should information be provided by the facilitator? 

Answer: when technical information needs to be provided. 
6. What is the value of summarising the discussion? Answer:  

It helps people to make decisions 
7. What are the most import parts of a plan of action? Answer : 

Who is to do what when. 
 

 



 14 

 
Topic 8: Recording and Reporting  

 

 

Meetings need to be recorded and reported to the community
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Topic 8: Recording and Reporting  
 

 

 
Meetings need to be recorded and reported to the community  

It is important that the School’s Parents and Citizens (P&C) 
meetings and Board of Management (BoM) meetings have 
written copies of the minutes. This is so there is a record of all 
decisions made and of those people who attended the 
meeting. 
 
The two important records are: 
1. the agenda that should be given to members before the 

meeting 
2. the minutes of the meeting that list the discussion that has 

taken place and what decisions have been made. 
 
 
The Secretary of the BoM or the Headteacher as Executive 
Officer of the BoM should help prepare the agenda with the 
BoM Chairperson and take the minutes of the meeting. 
 
The agenda and minutes should be posted on the school 
notice board or being sent to parents. This is important for the 
good governance of the school and for transparency and 
accountability. 

 

Discussion questions: 
1. When should reporting and recording take place: Answer: 

at all P&C and BOM meetings 
2. What are the two main written documents? Answer: the 

agenda and the minutes 
3. Who should write the agenda and minutes? Answer: The 

BOM Secretary or Executive office (Headteacher) 
4. Why is it important that the agenda and minutes are 

displayed in a public place? Answer: so everyone knows 
what decisions have been made (transparency, 
accountability and good governance.) 
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Topic 9: How to take part in meetings?  

Do! 

 

Don’t! 

 

� Respect others 

� Accept other views 

� Facilitate 

� Trust others 

� Encourage their responsibility. 

� Be friendly 

 

� Be the expert. 

� Try to solve problems yourself. 

� Criticise, condemn, or make fun of others.  

� Make people dependent. 

� Talk - talk - talk - talk - talk - talk - talk - talk - talk! 
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Topic 9: How to take part in meetings  
 

Do! 

 
� Respect that community have ideas, experience, and ability. 

� Accept that they have a right to make their own decisions. 

� Help them to think, decide, plan, and act on their own. 

� Get them to trust their own ideas and ability. 

� Encourage them to take responsibility. 

� Be friendly, tolerant, patient, and supportive. 

 
 

Discussion Questions 
1. Discuss all the “do!” points. Which do 

you think are the most important and 
why are they important. 

2. Discuss all the “don’t!” points. Which 
do you think are the most important and 
why are they important. 

3. Can you think of the people in your 
community who help meetings to run 
smoothly. Say who they are and what 
qualities they have.  
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Topic 10: A checklist for community leaders  

 
Rate yourself.  How are YOU doing on each of these points? 
� Are you friendly, positive, supportive, and energetic? 

� Are you well prepared and well organised? 

� Do you make everyone feel welcome and part of the group? 

� Do you respect everyone's ideas and the community's decisions?  

� Do you treat people as equals? 

� Are you open to criticism and learning from others?  

� Are you gender aware?  Do you encourage women to have more say in decision-making? 

� Do you speak clearly and simply – yet avoid the “talking disease”? 

� Do you equalize participation - drawing out the silent/shy and controlling the talkative?  

� Do you encourage a spirit of openness and constructive criticism? 

� Do you encourage people to identify problems and work out realistic solutions? 

� Are you a good listener?  Do you listen carefully, show you are interested, rephrase what people say, and ask follow-up questions? 

� Are you a good observer?  Do you look for signs of tiredness or boredom and respond appropriately? 

� Do you check for understanding, energy level, or agreement - " What did he mean?" " How are you feeling?"  " Do you agree with what he said?" 

� Do you praise and encourage?  Do you build up individual and community self-confidence? 

� Do you use different methods to maintain interest - e.g. different sizes of groups, different activities (e.g. discussion, pictures, drama). 

� Are you a good time manager?  Do you check how much time each activity takes, watch the time and set a good pace for group? 

� Are you flexible?  Are you open to changing the programme to fit the circumstances? 

� Are you open to “getting out of the driver’s seat”?  Do you allow the community to “take the wheel” and manage?   

� Do you leave participants "in action" - motivated to meet and act on their own without depending on you? 
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Topic 10: A checklist for community leaders   

 
Rate yourself.  How are YOU doing on each of these points? 
� Are you friendly, positive, supportive, and energetic? 

� Are you well prepared and well organised? 

� Do you make everyone feel welcome and part of the group? 

� Do you respect everyone's ideas and the community's decisions?  

� Do you treat people as equals? 

� Are you open to criticism and learning from others?  

� Are you gender aware?  Do you encourage women to have more say in decision-making? 

� Do you speak clearly and simply – yet avoid the “talking disease”? 

� Do you equalize participation - drawing out the silent/shy and controlling the talkative?  

� Do you encourage a spirit of openness and constructive criticism? 

� Do you encourage people to identify problems and work out realistic solutions? 

� Are you a good listener?  Do you listen carefully, show you are interested, rephrase what 

people say, and ask follow-up questions? 

� Are you a good observer?  Do you look for signs of tiredness or boredom and respond 

appropriately? 

� Do you check for understanding, energy level, or agreement - " What did he mean?" " How are 

you feeling?"  " Do you agree with what he said?" 

� Do you praise and encourage?  Do you build up individual and community self-confidence? 

� Do you use different methods to maintain interest - e.g. different sizes of groups, different 

activities (e.g. discussion, pictures, drama). 

� Are you a good time manager?  Do you check how much time each activity takes, watch the 

time and set a good pace for group? 

� Are you flexible?  Are you open to changing the programme to fit the circumstances? 

� Are you open to “getting out of the driver’s seat”?  Do you allow the community to “take the 

wheel” and manage?   

� Do you leave participants "in action" - motivated to meet and act on their own without 

depending on you? 

 

Discussion questions  
1. Discuss each of the points in the checklist and then give 

your self a tick or a cross. 
2. Discuss with a partner what you will need to change for 

each of the points that you gave yourself a cross. 
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Topic 11: The Difference between a teacher and a community leader:  
 

A teacher and a community leader carry out different roles. Discuss some of the main differences: 

The difference between a teacher and a community leader  

Learning situation 
 

A teacher: A community leader: 

 
Role in relation to participants 
 

  

 
Information giving and gathering 
 

  

 
Planning the activities 
 

  

 
Partnerships 
 

  

 
Authority 
 

  

 
Decision making  
 

  

 
Respect 
 

  

 
Assessment, monitoring and 
evaluation 
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Topic 11: The Difference between a teacher and a community leader:   
 

Discuss the different roles between a community leaders and a teacher: 

The Difference between a teacher and a community leaderr:  
Learning situation A teacher: A community leader: 
Role in relation to participants • has authority over the learners • is equal to the participants 
Information giving and gathering • gives information • encourages the sharing of information 

by everyone 
Planning the activities • works it out lesson activities 

beforehand and presents the 
activities to the students 

• helps the participants to plan the 
activities 

Partnerships • works alone • works as a partner 
Authority • has the authority • makes sure that the participants have 

the authority 
Decision making  • has the responsibility to make 

decisions 
• makes sure that the participants have 

the responsibility to make decisions 
Respect • expects students to respect 

him/her 
• respects the participants  

Assessment, monitoring and evaluation • provides what is required by 
senior teacher 

2. listens to the views of the participants 
who assess the activity. 

Discussion questions   
1. Discuss the difference between 

teaching and being a 
community leader in each of 
the learning situations. 

2. What are the learning situations 
that teachers find most hard to 
change when they are working 
with the community? 

3. Make a list of what a teacher 
must do to be a community 
leader: Answer: be humble, 
listen rather than talk, give the 
community the authority to 
make decisions, etc. 
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Topic 12: Do you have the “talking disease”?  
 

 
 

����  Do you do all the talking in your meetings? 
����  Do you try to solve all the problems for the community? 
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Topic 12: Do you have the “talking disease”?  

 

 
 
����  Do you do all the talking in your meetings? 
����  Do you try to solve all the problems for the community? 
 
If  so - you have “TALKING DISEASE”.  Don't worry - many field workers suffer from the same disease.  
God gave us 2 ears and only 1 mouth, but we all love to use our mouth more than our ears! 
 
How to get a cure?  Your aim is to get the everyone in the community talking, rather than just yourself.  
And the way to do it is to ask questions and LISTEN ACTIVELY . 
 

Listening is as important as asking questions.  It is only by listening that we can know what our next 
question will be.  Listening builds participation.  Listening makes people feel you appreciate what they 
have to say and builds up their confidence. 

 

How to listen actively 
 

• Give each speaker your full attention.  Use your eyes and body to show your interest.  
 
• Nod your head and use words to encourage people to continue to talk "Yes", "I see", "and then?" 
 
• Rephrase what the speaker says in your own words to show him or her you value what he or she 

has said. 

 

Discussion Questions 
• Discuss the importance of listening actively, and how to cure 

people who have the talking disease. 
• Discuss what are the signs of someone who has the talking 

disease? Answer: they talk too much at meetings and 
interrupt others who are trying to say what they think. 

• Why is it important to listen to other people? Answer: 
Listening makes other people appreciate your interest and 
gives them confidence. 

• What things can a facilitator do to show they are listening 
actively? Answer: look at the person; nod your head and 
encourage the person to continue to talk; rephrase what the 
speaker has said in your own words to show you have 
understood what the speaker has said.  
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Topic 13:  What do you do if.....? 

 

• People seem confused   
• Someone talks too much 
• People are silent 
• People look bored 
• Discussion goes off track  
• Discussion is too general 
• People argue 
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Topic 13: What do you do if.....? 
 

 
People seem confused:  Sometimes people may not understand your question for discussion 
and there is total silence.  Rephrase the question.  If they are still confused, give an example of what 
you are looking for.   

 
Someone talks too much: You can avoid eye contact with the person, so he has no recognition to 
speak.  If this fails, say politely but firmly - "We really appreciate your ideas, but let's give others a 
chance to speak." 

 
People are silent:  To get everyone talking, use buzz groups or break into small groups.   

 
People look bored:   You will have to judge whether it is time to get a decision and move on, or 
whether a short break is needed.  Taking a break will give people more energy.  

 
Discussion goes off track: Praise the point and relate it to another topic, e.g. "That's an important 
point.  When we move to topic A we will make use of it”.  

 
Discussion is too general:  People often make general comments e.g. "The pump site is bad."  Ask 
them to be more specific or give an example.  

 
People argue:  Disagreement is not bad.  It only becomes a problem when it becomes an argument 
and people begin to repeat their points.  To deal with it clarify points of disagreement.  Then ask 
others to give their views.   

 

Discussion questions and activities  
1. Discuss ‘the what to do’ in each of the examples given in the 

topic. 
2. Form into groups of three.  Each person chooses one of three 

roles to fill – the speaker, the listener, the disrupter. The 
speaker and listener face each other to talk, the disrupter can 
move around. The speaker is asked to describe to the 
listener, a time when they felt like their contribution to the 
school community was valued. The disrupter is asked to try to 
disrupt this discussion in any non-violent manner. After two 
minutes change roles. Then again after two more minutes, as 
it is essential for you to have the opportunity to play all three 
roles. Everybody should know what it feels like to disrupt and 
to be disrupted. 

3. Form the large group again and reflect on how they felt. 
‘What was it like to be a disrupter or to be disrupted?’ ‘Did 
you find it difficult to disrupt the conversation?’ 

4. List the different types of disruption that was experienced (eg: 
dominance; rigidity; interruptions [answers/questions]; joking; 
rudeness; silence; taking over with enthusiasm; physical 
distraction by fidgeting. 
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Topic 14: How to deal with problems?   

 
 

 
 



 27 

Topic 14: How to deal with problems?   
 
 

In some of your communities you will run into problems e.g. problems between leaders or groups within 
the community or strong disagreement on issues.   
There is nothing wrong with problems.  But they should be solved.  If you ignore them, they may bring 
more problems.   
 

 
 
What can you do? 
 
Avoid problems that are not related to your work - e.g. conflict between political parties. Ask the 
District Councillor or another neutral person to help deal with this type of problem. 
 
Help solve problems related to your work.  For example the community may disagree on how to collect 
money or where to site a new facility.  To deal with these problems, you should: 
 
Recognise that there is a problem.  Don't ignore it or tell people there is no problem.  Acknowledge it. 
 
State both sides of the argument and invite speakers to talk for each.  
 
If people are not listening to the other side of the argument, ask each side to summarize the other's 
argument.    
 
Get people to look at the strengths and weaknesses of each position and come to an agreement.  Try to 
create a situation where there is no loser!   
 
Summarize and ask for decision. 

 

Discussion Questions  
• Why is it important to solve problems when they occur? 

Answer: If they are ignored they may become bigger 
problems. 

• Which people can help solve problems? Answer: People in 
authority such as councillors or church leaders, or people 
who are respected and are neutral. 

• What steps should be done to deal with a problem? 
Answer: state the problem very clearly; ask both sides to 
state their arguments; ask each side to state what the 
opposite side is saying; get everyone to look at the 
strengths and weaknesses in each sides arguments and to 
come to an agreement; try to look for solutions where 
everyone is happy and there is no loser. 

 


