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8. NEGOTIATION, MEDIATION, 
ARBITRATION SKILLS

&RQÀLFW�UHVROXWLRQ�RIWHQ�UHTXLUHV�VNLOOV�ZKLFK�
LQFOXGH�QHJRWLDWLQJ��PHGLDWLQJ��DQG�DUELWUDWLQJ�

1. NEGOTIATION

$��1(*27,$7,21�6.,//6

0RVW�RI�XV�GHDO�ZLWK�VRPH�IRUP�RI�QHJRWLDWLRQ�
HYHU\�GD\��7KH�SDUDOHJDO�ZLOO�FRQVWDQWO\�EH�
LQYROYHG�LQ�QHJRWLDWLQJ�RQ�EHKDOI�RI�FOLHQWV�

%��:+$7�,6�1(*27,$7,21"

1HJRWLDWLRQ�WDNHV�SODFH�ZKHQ�WZR�RU�PRUH�SHRSOH�
RU�JURXSV�ZKR�KDYH�D�FRQÀLFW�FRPH�WRJHWKHU�WR�WU\�
WR�DJUHH�RQ�KRZ�EHVW�WR�UHVROYH�WKLV�FRQÀLFW��7KLV�
PLJKW�PHDQ�WKDW�RQH�VLGH�PXVW�FRPSURPLVH��
8VXDOO\�LW�PHDQV�WKDW�ERWK�VLGHV�FRPSURPLVH�VR�
WKDW�WKH\�FDQ�UHDFK�D�VHWWOHPHQW��7KLV�LV�FDOOHG�D�
µZLQ�ZLQ¶�VLWXDWLRQ�

&��+2:�'2�<28�1(*27,$7("

7KH�PDLQ�SXUSRVH�RI�EHLQJ�D�QHJRWLDWRU�LV�WR�JHW�WKH�
EHVW�VHWWOHPHQW�SRVVLEOH�IRU�WKH�SHUVRQ�RU�JURXS�
ZKRP�\RX�DUH�UHSUHVHQWLQJ��7R�GR�WKLV��D�QHJRWLDWRU�
QHHGV�FHUWDLQ�VNLOOV�VXFK�DV��

�� )LQGLQJ�RXW�IDFWV�DQG�LQIRUPDWLRQ�DERXW�WKH�RWKHU�
VLGH�EHIRUH�\RX�VWDUW�WR�QHJRWLDWH

�� .QRZLQJ�ZKDW�TXHVWLRQV�WR�DVN�

�� .QRZLQJ�KRZ�WR�FUHDWH�WKH�ULJKW�DWPRVSKHUH��
IRU�VXFFHVVIXO�QHJRWLDWLRQ�±�LI�\RX�DUH�WRR�
DJJUHVVLYH�WRR�HDUO\�LQ�WKH�QHJRWLDWLRQ��WKLV�ZLOO�
FUHDWH�D�WHQVH�DWPRVSKHUH

�� .QRZLQJ�KRZ�PXFK�WR�WHOO�WKH�RWKHU�SHUVRQ�RU�
JURXS���IRU�H[DPSOH��\RX�VKRXOG�QRW�JLYH�WRR�
PDQ\�GHWDLOV�WRR�HDUO\�LQ�WKH�QHJRWLDWLRQ�DV�WKLV�
FRXOG�JLYH�WKH�RWKHU�SHUVRQ�RU�JURXS�DQ�DGYDQWDJH

�� .QRZLQJ�ZKHQ�WR�SXW�\RXU�SURSRVDOV�WR�WKH�RWKHU�
SHUVRQ�RU�JURXS�

�� &RQWUROOLQJ�\RXU�DWWLWXGH�WRZDUG�WKH�RWKHU��
VLGH���DOO�NLQGV�RI�GLIIHUHQW�HPRWLRQV��SUHMXGLFHV��
GLIIHUHQW�YDOXHV�DQG�FXOWXUHV�FDQ�DIIHFW�\RXU�
DWWLWXGH�WRZDUG�WKH�RWKHU�VLGH��7KLV�FDQ�PDNH�
LW�KDUGHU�IRU�\RX�WR�FRPPXQLFDWH�SURSHUO\��
ZLWK�WKHP��

(;$03/(

$�XQLRQ�RI¿FLDO�QHJRWLDWHV�ZLWK�WKH�PDQDJHU�RI��
D�IDUP�DERXW�WKH�ULJKWV�RI�ZRUNHUV�KDYH�WR�MRLQ�WKH�
XQLRQ��7KH�XQLRQ�RI¿FLDO�LV�YHU\�HPRWLRQDO�EHFDXVH�
WKH�PDQDJHU�LV�WKUHDWHQLQJ�WR�GLVPLVV�WKH�ZRUNHUV��
7KH�XQLRQ�RI¿FLDO�DOVR�EHOLHYHV�WKDW�WKH�PDQDJHU�LV�
QRW�FRQFHUQHG�DERXW�WKH�ZRUNHUV�DQG�WKDW�KH�LV�
FUXHO�DQG�LPPRUDO�

7KH�PDQDJHU�LV�DOVR�YHU\�HPRWLRQDO��+H�EHOLHYHV�
WKDW�WKH�XQLRQ�RI¿FLDO�LV�WU\LQJ�WR�WDNH�RYHU�WKH�
IDUP��+H�LV�ZRUULHG�DERXW�¿QDQFLDO�ORVVHV�DQG�
EHOLHYHV�WKDW�DV�VRRQ�DV�ZRUNHUV�MRLQ�D�XQLRQ�WKH\�
ZLOO�JR�RQ�VWULNH��+H�EHOLHYHV�WKDW�DOO�ZRUNHUV�DUH�
OD]\�DQG�RQO\�ZDQW�PRQH\�WR�VSHQG�RQ�DOFRKRO�

,Q�WKLV�H[DPSOH��WKHUH�DUH�PDQ\�FRQÀLFWLQJ�
HPRWLRQV��SUHMXGLFHV��DQG�YDOXHV�EHWZHHQ�WKH��
WZR�VLGHV��7KLV�ZLOO�DIIHFW�QHJRWLDWLRQV�EHWZHHQ��
WKH�WZR�SDUWLHV�

'��35(3$5,1*�)25�1(*27,$7,21

%HIRUH�EHJLQQLQJ�QHJRWLDWLRQV��\RX�VKRXOG��

D��,GHQWLI\�WKH�LVVXH�±�XQGHUVWDQG�WKH�LVVXH�
UHTXLULQJ�UHVROXWLRQ�

E��%H�FOHDU�DERXW�\RXU�PDQGDWH�±�XQGHUVWDQG�\RXU�
FOLHQW¶V�GHVLUH

F��'H¿QH�\RXU�REMHFWLYHV�±�ZRUN�RXW�WKH�NH\�SRLQWV�
WKDW�\RX�ZDQW�WR�DFKLHYH

G��6HOHFW�D�QHJRWLDWLRQ�WHDP�±�LW�LV�XVXDOO\�EHWWHU�WR�
KDYH�PRUH�WKDQ�RQH�SHUVRQ�RQ�D�QHJRWLDWLQJ�WHDP

H��*HW�WR�NQRZ�WKH�RWKHU�VLGH�±�VWXG\�WKH�RWKHU�
VLGH¶V�SRVLWLRQ�DQG�DVN�ZKR�ZLOO�EH�SDUWLFLSDWLQJ�
LQ�WKH�QHJRWLDWLRQ�

I��3ODQ�\RXU�DFWXDO�SUHVHQWDWLRQ�±�RUJDQLVH�WKH�
LQIRUPDWLRQ�\RX�KDYH�JDWKHUHG�LQ�D�ORJLFDO�
IRUPDW�VR�WKDW�\RX�FDQ�HDVLO\�XVH�LW�LQ�WKH�
QHJRWLDWLRQ�

(��7+(�352&(66�2)�1(*27,$7,21

(YHU\�QHJRWLDWLRQ�LV�GLIIHUHQW�DQG�WKH�SURFHVV�FDQ�
GLIIHU��+RZHYHU��WKH�ÀRZ�FKDUW��EHORZ��LOOXVWUDWHV�
KRZ�D�QHJRWLDWLRQ�PLJKW�SURFHHG��,Q�WKLV�H[DPSOH��
WKH�FOLHQW�LV�DQ�HPSOR\HH�ZKR�KDV�EHHQ�GLVPLVVHG�
DQG�ZRXOG�OLNH�KHU�MRE�EDFN��<RX�KDYH�WR�QHJRWLDWH�
ZLWK�WKH�PDQDJHU�RI�WKH�FRPSDQ\�ZKHUH�WKH�
HPSOR\HH�ZDV�GLVPLVVHG�
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NEGOTIATION PROCESS

Identifying the goal and getting a mandate

THE EMPLOYEE WANTS HER JOB BACK.

 

PREPARING AND PLANNING FOR THE NEGOTIATION

• Find out all the details about the dismissal of the employee. Find out how many 
warnings she received in the past, her length of service, what her job was, 
whether she was a member of a union, why she thinks she was dismissed, and 
so on. 

• Find out about the company, the name of the manager, whether the company 
has a reputation for treating its workers badly, and so on. 

• Plan what you are going to say to the manager when you call. 

 

MEETING OR CONTACTING THE OTHER SIDE

• Call the manager. Explain who you are representing and the reasons for your 
telephone call. Ask for the manager’s side of the story. Explain that the 
employee wants her job back. 

• The manager might refuse and also might make you a different offer  
(this is called a counter-offer). 

• You do not have a mandate to accept a counter-offer. Tell the manager that you 
must go back to the employee. 

  

GOING BACK TO THE PERSON OR GROUP  
YOU ARE REPRESENTING

Go back to the employee and explain what the manager has offered. (If you think 
it is a good settlement, you can try to encourage the employee to accept it.) If the 
employee accepts the offer, call back the manager and say that you agree to the 
company’s offer. 

 

PUTTING THE SETTLEMENT INTO PRACTICE

• Immediately write a letter to the company confirming the agreement. 

• If the company does not keep to its side of the agreement, you must meet 
again with the employee and decide together what you are going to do. 
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2. MEDIATION

:KHUH�WZR�FRQÀLFWLQJ�SDUWLHV�FDQQRW�UHDFK�
DJUHHPHQW�RQ�WKH�LVVXH�FDXVLQJ�WKH�FRQÀLFW��WKH\�
FDQ�DJUHH�WR�DVN�D�WKLUG�SDUW\��FDOOHG�D�³PHGLDWRU´��
WR�KHOS�WKHP�UHDFK�D�VROXWLRQ��$�PHGLDWRU�LV�D�
SHUVRQ�ZKR�DFWV�DV�D�IDFLOLWDWRU�EHWZHHQ�WKH�SDUWLHV�
EXW�GRHV�QRW�PDNH�D�GHFLVLRQ�DERXW�ZKR�LV�ULJKW�RU�
ZURQJ��$�PHGLDWRU�LV�QRW�D�MXGJH��7KH�PHGLDWRU�
JRHV�RQ�DVVLVWLQJ�ERWK�VLGHV�XQWLO�WKH�SDUWLHV�
WKHPVHOYHV�FRPH�WR�DQ�DJUHHPHQW��,I�LW�LV�FOHDU�WKDW�
WKH�SDUWLHV�DUH�QRW�JRLQJ�WR�UHDFK�DQ�DJUHHPHQW��WKH�
PHGLDWRU�PLJKW�KDYH�WR�ZLWKGUDZ�IURP�WKH�SURFHVV��
7KH�SDUWLHV�ZLOO�WKHQ�KDYH�WR�¿QG�DQRWKHU�ZD\�WR�
UHVROYH�WKHLU�FRQÀLFW��IRU�H[DPSOH��E\�XVLQJ�
DUELWUDWLRQ�RU�JRLQJ�WR�FRXUW��

7KH�PDLQ�MRE�RI�D�PHGLDWRU�LV�WR�NHHS�WKH�SDUWLHV��
LQ�WKH�QHJRWLDWLRQ�FRPPXQLFDWLQJ�ZLWK�HDFK�RWKHU��
7R�GR�WKLV��WKH�PHGLDWRU�PXVW�JHW�WKH�WUXVW�DQG�
FRQ¿GHQFH�RI�ERWK�SDUWLHV�DQG�NHHS�WKLV�WUXVW�E\�
DOZD\V�EHLQJ�REMHFWLYH��7KH�PHGLDWRU�PXVW�WU\�WR�
¿QG�RXW�H[DFWO\�ZKDW�WKH�SUREOHP�RU�FRQÀLFW�LV�
DERXW��:KHQ�WKH�WZR�VLGHV�PHHW�WRJHWKHU��WKH�
PHGLDWRU�PXVW�HQFRXUDJH�ERWK�VLGHV�WR�EH�UHDOLVWLF�
DERXW�ZKDW�WKH\�ZDQW�IURP�WKH�RWKHU�VLGH�DQG�ZKDW�
WKH\�DUH�SUHSDUHG�WR�JLYH��

,I�\RX�UHSUHVHQWLQJ�D�SHUVRQ�RU�JURXS�DW�D�PHGLD�
WLRQ��\RX�QHHG�WR�SUHSDUH�IRU�WKH�PHGLDWLRQ�LQ�WKH�
VDPH�ZD\�DV�IRU�D�QHJRWLDWLRQ�

$��(;$03/(6�2)�,668(6�:+(5(�$�
0(',$7,21�0,*+7�%(�86()8/

�� &RQVXPHU�FRPSODLQWV�±�<RX�FDQ�XVH�PHGLDWLRQ��
RU�DUELWUDWLRQ�WR�VROYH�FRQVXPHU�FRPSODLQWV���
)RU�H[DPSOH��D�VHFRQG�KDQG�79�ZKLFK�\RXU�
FOLHQW�ERXJKW�EUHDNV�GRZQ�FRPSOHWHO\�DIWHU�D�
PRQWK��7KH�FRPSDQ\�WKDW�VROG�LW�UHIXVHV�WR�¿[�LW��
,W�LV�WRR�H[SHQVLYH�WR�JR�WR�FRXUW��VR�\RX�FRXOG�
DVN�WKH�FRPSDQ\�WR�DJUHH�WR�FDOO�LQ�D�WKLUG�SDUW\�
WR�DFW�DV�D�PHGLDWRU�EHWZHHQ�\RXU�FOLHQW�DQG�WKH�
FRPSDQ\��7KLV�LV�D�FKHDSHU�DQG�PXFK�TXLFNHU�
ZD\�RI�VROYLQJ�WKH�SUREOHP��

�� &RPPXQLW\�RU�QHLJKERXUKRRG�GLVSXWHV�±��
0HGLDWLRQ�FDQ�EH�YHU\�KHOSIXO�LQ�FRQÀLFWV�
EHWZHHQ�GLIIHUHQW�SROLWLFDO�JURXSV��RU�ODQGORUGV�
DQG�WHQDQWV�

�� 3RWHQWLDO�FULPLQDO�PDWWHUV�±�,Q�VRPH�FDVHV��
PHGLDWLRQ�FRXOG�EH�XVHG�WR�EULQJ�WKH�SHUVRQ�
ZKR�FRPPLWWHG�WKH�FULPH�WRJHWKHU�ZLWK�WKH�
YLFWLP�RI�WKH�FULPH��WR�VHH�ZKHWKHU�WKH\�FDQ�
UHDFK�DQ\�DJUHHPHQW�DV�DQ�DOWHUQDWLYH�WR�OD\LQJ�
D�FULPLQDO�FKDUJH��

�� (GXFDWLRQ�±�0HGLDWLRQ�FDQ�DOVR�EH�KHOSIXO�LQ�
GLVSXWHV�EHWZHHQ�VWXGHQWV�DQG�WHDFKHUV��VWXGHQWV�
DQG�DGPLQLVWUDWRUV��SDUHQWV�DQG�DGPLQLVWUDWRUV��
DQG�VR�RQ��

�� (QYLURQPHQW�±�'LVSXWHV�EHWZHHQ�FRPPXQLWLHV�
DQG�DXWKRULWLHV�UHODWLQJ�WR�ZDWHU��GDPV��ZDVWH�
GLVSRVDO��DQG�ODQG�GHYHORSPHQW�FDQ�EH�UHVROYHG�
WKURXJK�PHGLDWLRQ��

�� )DPLO\�RU�GLYRUFH�±�)DPLO\��GRPHVWLF�YLROHQFH��
DQG�GLYRUFH�PDWWHUV�RIWHQ�XVH�PHGLDWLRQ�IRU�
UHVROXWLRQ��

%��3/$11,1*�$�0(',$7,21�6(66,21

<RX�VKRXOG�EH�ÀH[LEOH�ZKHQ�\RX�SODQ�D�PHGLDWLRQ�
VHVVLRQ��)RU�H[DPSOH��D�PRUH�LQIRUPDO�PHGLDWLRQ�
EHWZHHQ�WZR�QHLJKERXUV�QHHGV�D�GLIIHUHQW�DSSURDFK�
FRPSDUHG�WR�D�PHGLDWLRQ�EHWZHHQ�D�FRQVXPHU�DQG��
D�FRPSDQ\��$Q�H[DPSOH�RI�D�KDOI�GD\�PHGLDWLRQ�
VHVVLRQ�LV�VKRZQ�RQ�WKH�IROORZLQJ�SDJH��

3. ARBITRATION

,Q�DQ�DUELWUDWLRQ��D�WKLUG�SDUW\��DFFHSWDEOH�WR�ERWK�
SDUWLHV��LV�FDOOHG�LQ�WR�KHOS�WKH�SDUWLHV�UHVROYH�WKH�
FRQÀLFW��7KH�GLIIHUHQFH�EHWZHHQ�DQ�DUELWUDWLRQ�DQG�
D�PHGLDWLRQ�LV�WKDW�LQ�DQ�DUELWUDWLRQ��WKH�DUELWUDWRU��
LV�FDOOHG�RQ�WR�PDNH�D�GHFLVLRQ�DERXW�ZKR�LV�ULJKW�
RU�ZKR�LV�ZURQJ��,Q�RWKHU�ZRUGV��WKH�DUELWUDWRU��
DFWV�OLNH�D�MXGJH��7KH�DUELWUDWRU�FKDLUV�WKH�KHDULQJ�
DW�ZKLFK�ERWK�SDUWLHV�SUHVHQW�HYLGHQFH��+H�RU�VKH�
UHYLHZV�DOO�UHOHYDQW�GRFXPHQWV��WDNHV�WHVWLPRQ\�
IURP�ZLWQHVVHV��UHYLHZV�WKH�ODZ��DQG�PDNHV�D�
GHFLVLRQ�UHJDUGLQJ�ZKR�ZLQV�WKH�DUELWUDWLRQ��7KH�
DUELWUDWRU�ZULWHV�GRZQ�WKH�UHDVRQV�IRU�KLV�RU�KHU�
GHFLVLRQ�LQ�D�MXGJPHQW�DQG�JLYHV�WKLV�WR�WKH�SDUWLHV��

%HIRUH�WKH�DUELWUDWLRQ�WDNHV�SODFH��WKH�SDUWLHV�
VKRXOG�DJUHH�LQ�ZULWLQJ�RQ�WKH�SDUDPHWHUV��H[WHQW�
DQG�OLPLW��RI�WKH�DUELWUDWRU¶V�SRZHUV��)RU�H[DPSOH��
ZLOO�WKH�DUELWUDWRU¶V�GHFLVLRQ�EH�¿QDO�RU�ZLOO�WKHUH�
EH�D�ULJKW�RI�DSSHDO"�8VXDOO\�WKH�SDUWLHV�DJUHH�WKDW�
WKH�GHFLVLRQ�RI�WKH�DUELWUDWRU�LV�¿QDO��7KLV�PHDQV�
WKH�SDUWLHV�PXVW�REH\�WKLV�GHFLVLRQ�DQG�WKH�ORVLQJ�
SDUW\�FDQQRW�DSSHDO�DJDLQVW�WKH�GHFLVLRQ��

$Q�DUELWUDWRU�VKRXOG�XVH�SURSHU�OHJDO�SULQFLSOHV�WR�
LQWHUSUHW�WKH�HYLGHQFH��EXW�WKH�DUELWUDWLRQ�SURFHVV�LV�
XVXDOO\�OHVV�IRUPDO�WKDQ�D�FRXUW�SURFHHGLQJ��
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HALF-DAY MEDIATON SESSION

1. INTRODUCTION: 
The mediator will explain the structure and aims of the mediation 

10 minutes

2. OPENING OF MEDIATION:  

a. Welcome  
b. Introductions  
c. Agreeing to rules and procedures 

15 minutes

3. STATEMENT OF POSITIONS:  

a. Each side will present its position (point of view). 
b. The mediator will summarise these positions. 
c. The mediator will pose clarifying questions. 
d. The parties respond. 

30 minutes

4. FINDING COMMON GROUND (ISSUES THAT BOTH SIDES AGREE ON):  

a. The mediator will ask each side what it is prepared to do.  
b. The mediator will then summarise the common ground and  
    add alternative solutions.

30 minutes

5. SEPARATE MEETINGS: 

At this point, it is likely that the mediator will speak to both sides 
separately.  He or she may even go back-and-forth several times.

60 minutes

6. REACHING AGREEMENT: 

The mediator will work to bring both sides to a common solution  
and/or present a solution that he or she thinks is fair and that both 
parties should accept.  

30 minutes

7. CONFIRMING AGREEMENT:  

a. The mediator will ask each side to state whether they agree to the  
    proposed solution.   
b. The mediator will go over each point of the agreement.   
c. The parties, with the mediator’s help, will put the agreement into  
    written form. 

30 minutes

8. CLOSURE OF MEDIATION:  

a. The mediator will discuss other issues such as monitoring and 
    publicising of the agreement. 
b. The mediation session will then be closed.

15 minutes



21

9. COMMUNITY EDUCATION AND 
TRAINING WORKSHOPS

(GXFDWLQJ�SHRSOH�DERXW�OHJDO�ULJKWV�FDQ�EH�HI¿�
FLHQWO\�GRQH�WKURXJK�FRPPXQLW\�HGXFDWLRQ�DQG�
WUDLQLQJ�ZRUNVKRSV��:RUNVKRSV�VKRXOG�EH�SODQQHG�
VR�WKDW�WKH\�KDYH�GLUHFWLRQ�DQG�DOVR�VR�WKDW�VRPH�
WKLQJ�SUDFWLFDO�FRPHV�RXW�DW�WKH�HQG��:KHQ�SODQ�QLQJ�
D�ZRUNVKRS��NHHS�WKHVH�JXLGHOLQHV�LQ�PLQG���

1. GOAL 

�� :K\�DUH�\RX�UXQQLQJ�WKH�ZRUNVKRS"�

�� :KDW�LV�\RXU�JRDO"

�� :KDW�OHJDO�LVVXHV�ZLOO�EH�GLVFXVVHG"�

2. PARTICIPANTS

�� :KR�ZLOO�DWWHQG�WKH�ZRUNVKRS"

�� +RZ�PDQ\�SHRSOH�ZLOO�FRPH"

�� ,I�LW�LV�D�ELJ�JURXS��\RX�PD\�ZDQW�WR�SODQ�IRU�
VPDOOHU�JURXS�VHVVLRQV�GXULQJ�WKH�ZRUNVKRS���
$�JURXS�RI�PRUH�WKDQ����SHRSOH�LV�GLI¿FXOW�WR�
PDQDJH�DQG�PDNHV�LW�KDUGHU�IRU�HYHU\RQH�WR�
SDUWLFLSDWH�LQ�D�ZD\�WKDW�LV�PHDQLQJIXO�

3. LANGUAGE

�� :KLFK�ODQJXDJH�RU�ODQJXDJHV�ZLOO�\RX�XVH"

�� :LOO�\RX�QHHG�WUDQVODWLRQ"�,I�VR��ZKR�ZLOO�GR�WKH�
WUDQVODWLQJ"�7UDQVODWLRQ�WDNHV�D�ORW�RI�WLPH�DQG�
VNLOO��,W�PXVW�EH�SODQQHG�LQ�DGYDQFH�

4. TIME AND VENUE

�� :KHQ�LV�WKH�EHVW�WLPH�IRU�UXQQLQJ�WKH�ZRUNVKRS"

�� +RZ�ORQJ�ZLOO�WKH�ZRUNVKRS�ODVW"

�� :KHUH�LV�WKH�PRVW�VXLWDEOH�YHQXH"�7KLV�ZLOO�
GHSHQG�RQ�WKH�VL]H�RI�WKH�JURXS�

5. CONTENT

�� :KDW�ZLOO�EH�FRYHUHG�LQ�WKH�ZRUNVKRS"�

�� :KDW�OHYHO�RI�GHWDLO�ZLOO�EH�QHHGHG�IRU�D�
VXFFHVVIXO�ZRUNVKRS"

<RX�FDQ�GLYLGH�\RXU�ZRUNVKRS�LQWR�WKH�IROORZLQJ�
VHFWLRQV�

D��7KH�EHJLQQLQJ��7KLV�LQFOXGHV�\RXU�ZHOFRPH��
LQWURGXFWLRQV��JURXQG�UXOHV�IRU�WKH�ZRUNVKRS��DQG�
VHWWLQJ�H[SHFWDWLRQV�

E��7KH�PLGGOH��7KLV�LV�ZKHUH�\RX�GHDO�ZLWK�
WUDQVIHUULQJ�NQRZOHGJH�DQG�RU�VNLOOV�WR�SHRSOH��
7KLV�PD\�LQFOXGH�EUHDNRXW�VHVVLRQV�DQG�SUDFWLFH�
VHVVLRQV��)RU�H[DPSOH��LI�\RX�DUH�UXQQLQJ�D�
ZRUNVKRS�RQ�PHGLDWLRQ�VNLOOV��WKHQ�\RX�QHHG�WR�
H[SODLQ�WKH�WKHRU\�WR�SHRSOH�DQG�WKHQ�JLYH�WKHP�
WLPH�WR�SUDFWLFH�WKH�PHGLDWLRQ�SURFHVV��

F��7KH�HQG��7KLV�LQFOXGHV�\RXU�VXPPDU\�RI�WKH�
ZRUNVKRS��HYDOXDWLRQ�E\�SDUWLFLSDQWV��DQG�\RXU�
RZQ�FRQFOXGLQJ�UHPDUNV��

6. METHODS

�� +RZ�ZLOO�\RX�JHW�WKH�PHVVDJH�WR�SHRSOH"

�� :KDW�ZRUNVKRS�PHWKRGV�ZLOO�KHOS�\RX�WR�DFKLHYH�
WKLV"�+DYLQJ�DWWHQGHHV�SDUWLFLSDWH�DQG�SUDFWLFH�LV�
WKH�PRVW�VXFFHVVIXO�PHWKRG�

7. FACILITATORS AND RESOURCES

�� :KR�ZLOO�UXQ�GLIIHUHQW�SDUWV�RI�WKH�ZRUNVKRS"

�� :KDW�UHVRXUFHV�ZLOO�WKH\�QHHG�WR�UXQ�WKH�ZRUN�
VKRS�HIIHFWLYHO\"

�� 3UHSDUH�WKH�UHVRXUFHV�\RX�ZLOO�QHHG�LQ�WKH�
ZRUNVKRS�±�IRU�H[DPSOH��KDQGRXWV�DQG�FKDUWV��
VPDOO�JURXS�TXHVWLRQV��IHHGEDFN�IRUPV��DQG�VR�RQ��

$OZD\V�UHPHPEHU�WKDW�DGYDQFH�SUHSDUDWLRQ�
PDNHV�IRU�WKH�PRVW�VXFFHVVIXO�ZRUNVKRS��,I�\RX�
DUH�SODQQLQJ�RQ�JLYLQJ�D�ZRUNVKRS��\RX�VKRXOG�
ZRUN�ZLWK�RWKHUV�WR�SODQ�LW�DQG�XVH�DYDLODEOH�
UHVRXUFHV��OLNH�WKH�13$�DQG�/$&��GXULQJ�\RXU�
SUHSDUDWLRQ��
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This reference manual is intended to act as a guide to paralegals (Namibia’s 
community educator/advocates) and other people and organisations that 
provide advice regarding Namibians’ legal, civil, and human rights. The manual 
draws on the extensive experience of the community-based paralegals who, 
since 1998, have been serving their communities on a volunteer basis working 
under the auspices of the Namibia Paralegal Association (NPA). These 
paralegals assist Namibians with the challenges they face in their everyday lives. 

The manual was written and designed by a team of lawyers and law students 
working in collaboration with the NPA, with a view toward enriching the 
reader’s understanding of cer tain areas of law, the kinds of challenges that 
people face in trying to advocate for their rights, and the strategies that can  
be used to address them. The manual is designed to help paralegals and other 
readers find answers to some of the most pressing social and economic 
problems facing Namibians today. The manual includes chapters dedicated  
to specific areas of the law and forms that can be reproduced for use in 
addressing specific problems. 

ABOUT THIS MANUAL

©2012 New Perimeter, LLC. Permission is granted to reproduce this manual, or excerpts of this manual,  
for noncommercial purposes, provided the copyright notice and this permission notice are preserved on all 
copies; all other rights reserved. NEW PERIMETER and DLA PIPER are trademarks of DLA Piper and its 
affiliates and are used under permission. 


