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Museum of London Volunteer Training Bank: How to Create, Develop and Present Tours for the Public.
This 3-hour practical workshop will help volunteers identify what to include in a tour: how to identify content and theme and how to structure, deliver, adapt and develop a tour.

The workshop focuses on what interests the participants and how this can be a great starting point to inspire a tour, guide them through it and as a way to interact and connect with the public. The techniques encourage participants to recognise what they do and do not know about a subject and how their connection to their museum places them in a unique perspective for sharing their knowledge with the public.

During the workshop participants will learn the methods and techniques by creating a short tour to practice on. They will identify specific items and stops in a tour, based on what they are interested and like at their museum. This in turn will stimulate a specific theme/argument /lesson: a reason to give the tour and as a way to define and limit what information to include. 

Participants practise how to comfortably share and communicate information without a script or notes and how not to be thrown or distracted by interruption and deviation.

Working in pairs participants use a simple feedbacking technique to identify and reflect on what can be changed or improved on and where further research is needed.

A couple of exercises show you how to add and use descriptive detail and finally there are some pointers on what direction a tour could take with further research and what other stops to include within a tour.

The main objective of the workshop is to introduce the volunteers to the structure and process of how to create a tour and techniques and methods to enhance how they communicate with the public. They should have a confident understanding of the techniques of the workshop to be able to practise and apply them further towards becoming able to give tours themselves.
Course designed and pilots delivered by Lily Pender and Josh Gaillemin of TheWholeStory. www.thewholestory.org.uk  info@thewholeStory.org.uk 

	Before the session or on arrival
	Print the Handbooks, which contain the necessary worksheets, notes and explanations used in the workshop.

Print the Learning and Application Questionnaires ready to hand out and complete at the end of the workshop

Have name stickers ready if needed.

Arrange chairs in a semi circle so that everyone can see the PowerPoint (if used).


	
	

	Introduction

(PowerPoint slides 1 - 4)
	· Introduce yourself and the purpose of the training

You may find it helpful to explain what you find useful in the workshop.

· Explain that they will be creating a tour during the workshop. They should not worry about feeling they do not know enough about their museum and therefore have nothing to say. The purpose of the workshop is to learn the techniques not to create a perfect tour in 3 hours.

· Point out that learning is also about finding out what you don’t know so you can go and gain that knowledge.


	
	10 min

	Warm Up and Names

Slide 5
	To learn everyone’s names, something about them in a fun way, ask everyone to say:

What their name is.

What their name isn’t

To say something which is not true about themselves.

Be sure to go first so as to demonstrate what is required.

After the Warm-Up hand out and explain the Handbooks

(what they contain and how you will be using them)
	You might have to remind people they are telling a lie not a truth about themselves. 

This helps everyone to relax as some answers are quite funny and it’s always good to laugh together.
	5 mins

	Step 1 A

What to talk about

Slide 6 - 7
	· It is important to have an interest in what you are talking about, so to start the creation of their tours ask the participants to identify something within the museum where they work, that they are drawn to, curious about or interested in. (It could be an object, a place, a person, a moment in history.) They should write it down in their handbook in the space provided. Go around the group to find out what everyone has. It is important to ensure that everyone has chosen something specific.
	This will be the 1st stop in their tour and will also inspire the theme of their tour. 
	10 mins

	Step 1 B

Like, Dislike,What?

Slide 8 - 10
	- The first way to identify what can be said about something is to list what you think about it, what your responses to it are and what your connection is to it. These are the same type of responses a museum visitor might have too.

- Ask the group to write down what they Like, Dislike and Don’t understand about their 1st stop item. 

- Their lists will help to explain what is of interest and of importance about their 1st stop item, as well as what they do and don’t know about it.

- Each answer gives you something to talk about. They raise different points to explain, different questions to answer.
	
	 20 mins

	Step 2

Slide 11 - 12
	· In order to refine further what to talk about and to give a reason to give your tour you need to decide what you want to communicate with the tour.

· If the tour was a Story what would the story’s message or lesson be?

· Based on their Like, Dislikes and Whats? is there a particular statement or question that really interests them that they could explore and explain in the tour.

· If their 1st stop item was the example to prove a particular argument or support a particular lesson what would that argument or lesson be?

· What specific subject at your museum do your audience leave knowing more about after the tour?

· Ask the group to write down the subject/theme/lesson of their tour. Go around the group to hear everyone’s subject – in just 1 short sentence each
	The tendency is to want or feel that a tour has to cover everything in a museum. But people can only take in so much information and enjoy the experience of being shown specific items. If these items are connected by a theme then the audience feels they have been given and have learnt or received special knowledge. The connecting thread of a theme makes it easier for everyone to remember details too.
	5 mins

	Step 3

5 Facts

Slide 13 -14
	· Ask the group to write down just 5 pieces of essential information, about their 1st stop item, that would help support and explain their subject/argument.

· It might be very simple facts, basic information that is nevertheless important. Don’t take for granted the use of stating what something looks like.

· Encourage the participants to use this as a way to identify what they do and don’t know, what could they research to enhance their tour and knowledge.
	
	5 mins

	Step 4

Next stop

Slide 15 
	· A tour usually includes more that one stop. For the purposes of the workshop the group needs to choose one more item so they can practise how to move from one to the next.

· Ask the group to think of something else at their museum that would be the logical next stop. It should help to explain and explore their theme/subject. 

· Write down this 2nd stop and why they chose it.
	They do not need to list 5 facts or give any other information than the name of this next ‘stop’ and why they chose it.
	5 min

	Step 5

Story Map

Slide 16
	· Using the simple narrative structure of beginning, middle and end is a good way to decide what needs to be said where.

· Use the worksheet to decide where to use their Like,DislikeWhats? and 5 facts and how to best explain their theme with them. List what to use to introduce the tour, what to explore and explain with each stop and how to connect one to the next and finally what to say to conclude the tour.

· Encourage the group to make notes, not full sentences. This is about deciding what to say and in what order not how to say it.
	
	5-15 mins

dependent on group needs

	Step 6

1st Tell

Slide 17 -18
	· It is important to create and practice anything in the medium it will exist in, therefore it is important to get used to thinking and speaking at the same time.

· The 1st tell is like a 1st draft. It won’t be the best version but you have to start somewhere and get the foundations down.

· Get the group into pairs, identify an A and a B. One will be the storyteller the other the editor, and then they will swap.

· The storyteller will tell their whole tour to their partner in just 2¼ minutes, including Beginning/Introduction, Middle/Explore – Explain 1st stop and connect to 2nd stop and the End/Conclusion.

· The editor should be an active listener and notice how their attention rises and falls, what do they Like about the tour.

· Encourage everyone to talk to their partner and share the information within the given context (not to pretend they are in the room where the object is but to give the tour where they presently are).

· Explain that you will tell them when they are half way and when there is 15 seconds to wrap up and finish the tour.

· Once the 1st storyteller has told their tour give the editor just 30 seconds to explain what they Liked, and that the storyteller can only listen and give no response. The storyteller can reflect on the feedback and how to use it in their next delivery of the tour.

· Swap over roles and go again.

· Reassure the group as necessary, especially about making mistakes. Explain that what they do can’t be perfect 1st time, and that each exercise will improve what they say. But that it is also hard to do each exercise the first time around as they learn them.
	Always make sure none of the pairs run ahead. You decide when each section of the exercise starts and stops, and when feedback is given. This helps the participants make the most of the time allocated to them, and you to keep to your timetable, and also avoids the problem of people being at an awkward loose end post feedback.

Feedback: At first just use Like as feedback, as the 1st tell is too much of a draft to usefully receive constructive negative feedback. 

Explain that through the next 2 exercises their will be more peer feedback in this style. 
	15 mins

	Tea Break


	
	
	15 mins

	Step 7

Zoom

Slide 19 - 21
	· The next exercise adds visual detail and description to the tour.

· This aids both how information is shared with an audience but also helps the participant to think and see what they are talking about more clearly.

· Get the group into new pairs. As before there is a storyteller and an editor, and they will swap to repeat the exercise.

· Explain the instructions and then ask (choose) a volunteer to demonstrate the exercise. You will take the role of the editor. Ask the storyteller to tell you their tour. Whenever there is an opportunity for a visual description stop the storyteller and ask them to Zoom in on… (object, noun, person, place etc). They will pause their tour and describe what can be seen. When they have done enough ask them to, to resume their story with the intruction ‘Carry on’. For the demonstration try to get 3 Zooms in. They don’t have to be long. 

· If their story had been a DVD, being asked to ‘Zoom’ would have been akin to pressing the pause button, and just describing the visual still image. ‘Carry on’ would be like pressing play again, and resuming the film.

· Check to see if everyone has understood and explain you will move between the pairs to join in and check everything is going well. Ask them to include you when you come around.

· Explain that they will probably not get to the end of their tour and that they should aim for about 7-9 Zooms in the 5 minutes you give.

· The editor must also notice what they Like,Dislike and Don’t Understand about the storytellers delivery and content. As the Storyteller has no recourse to this feedback, take responsibility for the potential of awkward silences at the end by time limiting LDW to 50 seconds (approx.) 

· Swap roles and repeat.

· Ask the group afterwards what happened during the Zooms, what did it reveal, change, add…?

· Answer any questions.

· Round up the exercise by explaining what Zoom does and why it is useful.


	Feedback – Like,Dislike,What? There is a fuller description of LDW? in the handbook. Explain how as we take on information it is helped or hindered by what we like, what we dislike or disagree with and what we don’t understand. Therefore to receive feedback on these 3 points is really useful as a way to identify where we can improve our tour. 
	20 mins

	Step 8

Perspectives

Slide 22 - 24
	· This exercise can seem harder than it is during the explanation.

· It adds different perspectives, view points, opinions and voices to the tour.

· Any event will have been experienced or witnessed by a variety of people who could each tell you something slightly different. It will have different meanings or ideas attached to it for each person. By considering and using these various perspectives one has to think and communicate beyond one’s own received knowledge or perception.

· As before get the group into new pairs and demonstrate the exercise on a volunteer. You will be the Editor again. The Storyteller starts their tour and you ask them to continue to tell their story but just change how they tell it in relation to who is speaking or from an alternative perspective. You tell them who’s perspective to take, and take them back to their neutral voice in between each perspective change with a ‘Continue’.

· Check to see if it is understood.

· The editor must continue to notice their Like,Dislike,Whats? For feedback after the exercise.

· Once the 1st storyteller has had a go swap them over.

· Ask the group to describe what happened with Perspectives and what it revealed, added etc.

· Answer any questions

· Round up the exercise by explained the uses and benefits of Pespectives. 
	Unlike ‘Zoom’, when a Storyteller is instructed to change ‘Perspective’, they do not pause their story but rather continue it from this alternative viewpoint. This shouldn’t take the talk onto a wild detour, but rather carry on from a different viewpoint.


	20 mins

	Step 9

Full Circle

Slide 25
	· Ask the group to find the partner they first worked with in 1st tell.

· The pairs will now have about 4-5 minutes each to give their tour to their partner, without any interruptions to see how the tour has developed with the exercises. Encourage them to use as much Zoom and Perspectives as possible to see what happens. Remind them of the - Beginning/Introduction, Middle/Explore – Explain 1st stop and connect to 2nd stop and the End/Conclusion structure.

· The editor should just notice their Likes for a final feedback.

· As in 1st tell give them a half way and come to an end  warning.

· Once the editor has given their feedback, swap them over and repeat.

· Ask the group to feedback how the tours have changed and what has improved.
	
	20 mins

	Step 10

Research
	· Draw attention to the worksheet in the handbook about how to develop and research the tour further.

· There probably won’t be time in the workshop to work on it then and there, but do set them a timeframe in which to complete it and discuss with their line manager.


	
	5 mins

	Learning and Applications
	· Hand out the Learning and Application sheets.

· This is an opportunity for everyone to reflect and record what they have learnt and how they will take it forward into application and use.

· Give at least 5 minutes for everyone to write down at least 3 things to each list.

· Ask everyone to choose 1 thing from the second list that they are happy to share with everyone else. 

· It is useful to hear what everyone else is going to do in case it is an idea you had not thought of yourself.

·  Go around the circle hearing one application per person, ask for no repeats.


	
	20 mins

	End
	Thank everyone for their participation 
	
	

	
	
	
	

	
	
	
	

	
	
	
	


