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1. Introduction

1.1. Why has this guide been developed?
Study tours can help education stakeholders to learn about, and from, inclusive education experiences in other areas or countries. Well-organised study tours can enable hosts and visitors to see theories being implemented, to exchange ideas, and to reflect critically on their own experiences and attitudes – which they may normally be too busy to do. Unfortunately, not all study tours are as beneficial as they could be, for visitors or hosts. EENET and IDDC are keen to promote and support study tours as a way of helping inclusive education programmes become more innovative. Given the high economic and environmental costs of international travel, we particularly want to support the development of more effective and efficient tours.
1.2. How to use this guide?

The advice in this guide can help you draw up a workplan for a study tour. It is not a purely chronological checklist of things to do. We have presented actions roughly in the order they may occur, but you will probably work on several steps at once. There is a summary in Appendix 1 which will give you general ideas if you are too busy to read the whole document. You can also use it as a checklist to make sure you have planned thoroughly.
1.3. What makes a study tour effective?

A great deal of work is needed to plan and run an effective study tour. In this guide, we have divided the work into five sections:

· choosing the right location

· selecting participants

· managing expectations

· choosing and managing activities

· recording, sharing and using learning.
There are also appendices providing quick reference checklists and suggested discussion questions for use during or after a study tour.

The advice provided will not guarantee you a perfect study tour, but will go some way towards addressing the common problems that undermine the effectiveness of many tours.

The following table outlines how our vision for an effective study tour differs from an ineffective study tour.
	
	Ineffective study tours
	EENET and IDDC vision for effective study tours

	Choosing the right location
	· Locations are chosen without sufficient research. We may simply visit whichever country/programme invites us; or we may follow a recommendation from someone else who did a study tour, without checking if they had different objectives for their tour.
	· Every tour is unique – we learn from our last tour or from other people’s tours, but we do not simply plan to replicate them.

· We research several possible locations and choose the one that best suits our criteria: objectives, participants’ needs, cultural context, etc.

· We ensure the chosen hosts are keen to receive visitors and see hosting a tour as a way of improving their own work.
· A tour co-ordinator or facilitator may do an exploratory visit to ensure that we have chosen the right location, that our plans are feasible, and to start building a relationship with the host.

	Selecting participants
	· We hurry, or bow to pressure, when selecting participants for the ‘visitors’ team.

· We take the same people who went on the last study tour, or to the last workshop, or we take only senior staff or those who most forcefully volunteer to go.

· We do not emphasise strongly enough that the study tour is not a ‘working holiday’, nor a reward for good performance, nor a way of receiving bonus payments (e.g. through per diem).
	· We invest a lot of time in discussing the objectives of the tour – what do we want to learn and who needs to learn?

· We develop clear selection criteria for participants. 

· We may even run an application/selection process.

· If we are unable to find the ‘right’ participants in time, we believe it may be better to postpone the tour.

	Managing expectations
	· We put a lot of pressure on the host organisation/ programme. 

· We expect them to tell us everything about their project in a logical and informative way. 

· We expect to learn everything we need to know to make our own project perfect! 

· We blame the hosts if we don’t learn everything we want to.

· We pick holes in the hosts’ work, especially if their project is not as perfect as we expected it to be.
	· We promote open and honest two-way communication between hosts and visitors. Each tour aims to be mutually beneficial, with the hosts learning from the visitors, not just the visitors learning from the hosts. 

· We help hosts to prepare, so that they know how to effectively communicate their experiences. 

· We expect visitors to tell the hosts about their own work. 

· We also expect visitors to be proactive. If they haven’t learned what they wanted to learn, it is their responsibility to ask questions and investigate.

· We invest time in managing the learning expectations, especially among visitors. A single study tour cannot answer all our questions, and we should not expect this.

· We encourage visitors to offer constructive feedback to the hosts, if they see something that is not working well. But we never simply criticise the hosts’ project.

	Choosing and managing activities
	· We prioritise numerous formal meetings with all senior people linked to the project (e.g. ministry staff, district education officials). 

· We spend most of our time listening to prepared speeches.

· We don’t have time for questions, and sometimes the people we meet don’t expect to be questioned, just listened to. 

· Unfortunately we find we have little time left to spend in schools and communities.

· When we get to schools we may still spend our time in formal discussions with head teachers and fail to experience ‘real school life’.

	· Protocol is followed, but we meet formally with only the essential senior figures. 

· We also try to meet local/community leaders. 

· As a priority, we ensure that enough time is allocated to seeing and experiencing the reality of local schools and communities.

· We plan a wide range of activities, because we know that everyone learns in a different way.

· Where possible, we try to include: formal meetings, informal interviews, focus group discussions, observation, and practical participatory activities with stakeholders (especially children and young people).

	Recording, sharing and using learning
	· We expect a facilitator to take notes and photos, and send us a report of the study tour, which contains all the answers we need for our own project.
	· We encourage every visiting participant to keep a journal, in which they note down what they have seen, their reflections and insights, questions they still need to ask, etc.

· We encourage participants to take photos as a way of helping them to record what they see and remember what they learned.

· At the end of each day, and at the end of the tour, we hold a reflection session. Visiting participants are facilitated to reflect on what they saw, and analyse how this has helped them to learn.

· We expect all visiting participants to plan (with a facilitator’s help) how they will share what they saw and learned with a wider group of stakeholders when they go home.

· Managers follow up on the study tour, with both visitors and hosts.

· Managers encourage ongoing sharing of experiences between hosts and visitors.


2. Choosing the right location

2.1. Purpose of the tour
Your objective(s) for the study tour will influence your choice of location. For example, if your objective is to learn about how to use special school resources to support your inclusive education programme, you would not want to visit a country that has no special schools, or that is committed to keeping a totally separate special school system.

Why do you want to do a study tour? 
If the answer to this essential first question includes any of the following, then you have a sound basis for continuing with your planning:

· to learn from a wider range of experiences and be exposed to new ideas
· to observe (and perhaps even practise) different ways of designing and managing an inclusive education project/programme, and consider how to adapt them in our own setting

· to develop long-term practical and motivational links with other people working on inclusive education

· to reflect on and share what we have done in our project
· to help us prepare for writing a new long-term plan, or with starting a new project phase or direction
· to complement an ongoing training or awareness-raising programme with staff and/or stakeholders
· to facilitate team-working among project staff/partners within a learning environment, away from the stresses of their own project.
If the (honest) answer includes any of the following (and none of the above), then you may need to consider whether you are planning a study tour for the right reasons and whether you should continue:

· to satisfy the expectations of our donor or senior managers
· to tick the ‘study tour’ box on our workplan

· to use up a budget under-spend

· to ‘reward’ project staff

· to ‘encourage’/bribe local partners/officials to work with our project
· to fulfil the ‘training’ component of our project plan.
What do you hope to achieve? 

You may have two options when setting the specific objective(s) for the tour:

· Choose your participant group and then consult them as to what they want to achieve from the study tour. Choose the objective(s) based on the learning needs that are most commonly raised within the group.

· Decide the overall objective(s) for the tour, then select participants who are most appropriate to the chosen focus of the tour. You can then consult them as to their specific learning needs within the overall objective(s).

Whichever way you set the objective(s), remember that a single, one- or two-week study tour cannot help you to achieve everything. Choose no more than three objectives for the tour. Choose the objective(s) that seems most vital for helping you move your project forward. 
Do not be too ambitious with your objectives – we often expect too much from a study tour, and end up disappointed!
2.2. Location criteria and research
· Draw up general criteria for selecting a location:

· cultural issues – consider in which countries (or areas within your own country) the visiting participants will feel sufficiently ‘at home’
· language issues – the tour will run more smoothly if you can limit the need for translation by visiting an area/country that uses a language with which your participants are familiar (e.g. a mother tongue language or official national/regional language)
· distance – don’t travel so far that your participants spend all week recovering from exhaustion, but don’t just visit locations nearest to the airport or host’s head office
· economy – some countries have a much higher cost of living. Set a price limit for travel, accommodation and meals per person and stick to it
· politics – some countries are easier to enter than others, in terms of visas, and safer to travel around
· context – choose countries where the education system is not vastly different from your own. Visiting participants may feel demoralised if they can see no way of adapting ideas to suit their own context.

· Write a list of countries that meet these criteria.

· Research inclusive education projects/programmes in these countries. You could:
· contact IDDC members 
· read articles from EENET’s newsletter or website

· gather project reports, articles, etc.
· Find out key dates that could affect your tour (school holidays, public/religious holidays, elections, etc). 
· List the distinctive features of each country/programme. Many inclusive education programmes will have a particular focus: e.g. they may specialise in action research approaches; or they may have a particularly strong pupil voice or parental involvement approach. 
· Write a pros and cons list for each country/programme, measured against your initial criteria and against your objective(s) for the tour.

These actions should help you to find a suitable country and project/ programme to visit. If not, don’t rush the process and settle for a country that fails to meet your criteria. Instead, revisit your criteria and objectives (are they realistic?) and do more research. Postpone plans for a tour if you really can’t find a location that matches enough of your needs – perhaps you can fulfil your learning needs in a different way.

The perfect inclusive education project does not exist anywhere in the world, so don’t expect to find it!

2.3. Building a relationship with the host
· Mutual benefit: An effective study tour ensures that the host organisation and stakeholders benefit, not just the visitors. The host team needs a chance to learn from the visitors and be supported to reflect on and learn more about their own programme. 
· What can we do for you?: Ask what activities could be planned to help the hosts with a specific challenge they are facing (e.g. could the visitors offer them training in a particular teaching or research approach?) Reassure the hosts that this is a two-way learning experience, not an inspection or test of their programme. 

· Avoid putting the hosts under pressure: If the hosts feel pressured to perform like experts who have the answer to every problem, they may be tempted to hide any aspect of their programme that is not ‘perfect’. This reduces the available learning opportunities and can ruin the trust between hosts and visitors. If we don’t look after our hosts, they may decide study tours are too stressful, and refuse to help in future.
2.4. Exploratory visit

It is very rare that a study tour budget allows for the cost of an exploratory visit. However, unless you already know the host country/programme very well, it makes sense – financially and logistically – to plan a short exploratory visit. It allows the staff member(s) or consultant(s) leading the tour to:
· build a working relationship with the host team

· check that the host programme offers sufficient learning opportunities and new ideas, while still being contextually relevant

· learn more about the programme, by visiting some of the schools, etc, that the tour will visit
· test ideas for activities and introduce these to the hosts, especially if you will want the hosts to help facilitate participatory activities with stakeholder groups
· develop realistic ideas for the detailed tour schedule, including testing travel times between field visits
· check out accommodation options

· take some of the pressure away from the host 
· discuss with the host about possible activities that could help them with their own work

· find out about essential briefings the visitors may need (e.g. regarding cultural norms, security, health concerns)

· decide whether to spend the budget on visiting this location, or whether to look for an alternative. It is better to spend a small amount of money on a test visit than to waste more money by arranging a full tour to an inappropriate location.

If your budget cannot afford an exploratory visit, try to at least:
· maintain regular email contact between host and visiting teams, the tour facilitator, etc

· arrange telephone calls, or internet video calls, at regular intervals in the planning process – it is much easier to build relationships when you can speak to, and see, people

· gather as much written, photographic and video material as you can about the host programme and surrounding area. This will help the tour facilitator to develop some familiarity with the location and ask the host well-targeted questions. Allow plenty of time for this research.
3. Selecting participants
The selection of participants for a study tour can be a diplomatic challenge! For instance, organisers may find themselves under pressure to allocate places to senior programme management or education officials, rather than to frontline staff or teachers/parents. 
The success of a study tour depends as much on the participants as it does on the host or the organisers, so don’t rush these decisions.
· Make a clear statement from the start that participants will be selected based on certain criteria relating to the tour objectives.
· When working on the objectives, think hard about who has the greatest learning needs that could be met by the tour.
· Create a list of minimum criteria against which to assess potential participants. This might include:

· Experience: You don’t want to select people who have no relevant experience to share, but there may be no point taking the most experienced people on a tour when others could make better use of the learning opportunity.
· Communication skills: Participants need to be able to share their own experiences coherently. They also need to be able to ask pertinent questions or give feedback to the host in a diplomatic way.
· Listening and observation skills: Study tours do not spoon-feed lessons to participants – they need to be able to pick out key messages from what they hear, and notice things that may not be explicitly pointed out to them.

· Commitment or interest: Where appropriate, participants should be expected to undertake certain activities after the tour, e.g. giving presentations to colleagues, writing a short report, staying in contact with a ‘buddy’ in the host team. They should also clearly be interested in learning, even if they are not yet fully committed to the concept of inclusive education, and not see the tour as a paid holiday.
· Availability: for the tour dates, and for preparation and follow-up.

· Diversity: Participants should reflect different gender, age, ethnicity and ability groups as far as possible.

· Don’t simply select the most obvious people (e.g. those who volunteer first or who are most outspoken). Chances are they are the ones who are selected for every workshop and field visit! 

· Consider using a formal selection process: This might include asking potential participants to fill in a questionnaire or attend an interview. Make sure they know what criteria they are being assessed against.

· Don’t underestimate the importance of matching participants with the tour objectives and location: For example, if the tour objective is to learn about inclusive classroom practice and you plan to spend most of the tour in schools, you would have a potential mismatch of location, objectives and participants if you only selected hands-off senior managers and high level government policy-makers instead of teachers and trainers.
· Postpone/reschedule the tour or revisit the objectives and location of the tour if you can’t find suitable participants who are available at the right time.

4. Managing expectations

Study tours are expensive, so we often expect to get a lot for our money – sometimes we expect more than is actually possible.
	Participants may express dissatisfaction if their expectations have not been met. Make sure you know what they expect, and they know what is or is not possible.


4.1. What can we reasonably expect?

	We should expect…
	We should not expect…

	· to see/experience a variety of situations relevant to our tour objectives and meet a variety of people working at different levels
	· to see all of the host’s programme activities as there will not be enough time
· all host staff to give priority to our visit – they may have their own problems or crises to deal with

	· to be offered opportunities to learn (by listening, discussing, asking questions, observing, reading, etc)
	· to be presented with a complete package of information or be told the exact answers to all of our own problems

	· help in finding information on specific issues that the hosts have not yet told us about
	· the hosts to read our minds; we need to tell them what information we need

	· the hosts to welcome suggestions and constructive feedback
	· to be given a free rein to criticise the hosts’ work

	· safe, clean accommodation and manageable travel arrangements
	· food, accommodation and travel to be exactly the same as at home

	· sufficient leisure time, to relax and reflect on what we have learned, and to experience local culture
	· sightseeing or shopping to be given priority in the schedule
· to work exactly the same hours we do at home, or have meals at the same time

	· the hosts to help us solve problems with travel, accommodation, health, changing money, etc.
	· to hold the hosts responsible for every problem we encounter in their country – they may be just as frustrated with the bureaucracy, bank, waiter or weather as we are!


4.2. How can we manage expectations?
· Spend plenty of time preparing the visiting team:
· Ensure they fully understand the objective(s) of the tour.

· Give them background reading on the host programme.
· Brief them about the chosen location and highlight aspects of the country/area (geography, culture, weather, food, etc) that are likely to be the same or different from their own country/area.
· Ask them to fill in a questionnaire, or interview them: Collect details about their expectations and experiences. Use this information to analyse whether expectations are reasonable, and as the basis for the start-of-tour workshop.

· Hold a ‘start-of-tour’ workshop. This might cover:
· Discussion of expectations – why are some of our expectations unrealistic?

· What to do if our realistic expectations are not being met? Remind participants that they need to be proactive in seeking information.
· Revisit the briefing information, and receive up-to-date cultural and safety briefings from the host (particularly important in countries with volatile political, economic or social situations).
· Review and practise the methodologies to be used during the tour. Remind the visitors, and hopefully some of the host team, about listening, observing, note-taking, asking questions, being constructive with feedback, etc (see Section 5). Reinforce the importance of two-way sharing and learning.

· Building a relationship with colleagues in the host team. If the two teams understand each other, expectations are likely to be discussed and modified, rather than becoming the basis for disagreements.
· Schedule regular reflection sessions. Ideally, every evening the visiting team should meet (with the tour facilitator) to reflect on what they have seen, heard and learned that day, and how this fits the tour objectives (see Section 6.2). They can decide if any expectations are not being met or if any logistical arrangements are not working, and how they, as a team, can take positive action to correct this. Regular reflection sessions with members from the host team can also be helpful for sharing experiences and giving feedback.
· Facilitators should know the boundaries of what is possible. The schedule need not be set in stone. If the visiting team experiences genuine problems in finding answers to their questions, suggest alterations to the schedule, based on what you know is feasible given the time, budget, host availability, etc. An exploratory visit will have helped you to learn more about what is or is not feasible.
5. Choosing and managing activities

Section 1 suggested that study tours are often formal events, focusing on meeting officials or listening to prepared speeches. This is one way of finding out information about the host country/programme. However, effective study tours are like any form of learning – if we offer varied methods of learning then there is a greater chance that every participant will learn something. 
Share your ideas for activities with the host organisation as soon as possible, so that they can understand what you are trying to achieve and can tell you what is feasible.

5.1. Possible activities

· Formal meetings and presentations

· With whom? These meetings are often with managers from the host organisation or related programmes/organisations, and/or with government officials at local or national level. You may also want to identify local community or religious leaders to meet with. 

· Briefings. Inform managers/officials about the objectives of the tour, the background of the visitors’ work, and broadly what they want to learn about. This briefing can also advise them that the visitors will be keen to ask questions. 

· Don’t expect too much. Officials may use a standardised presentation, which is not tailored to the study tour objectives, and which leaves limited space for questions or debate. This may be beyond the control of the study tour organisers.
· Aim for a balance in the schedule. Formal meetings and presentations should take up no more than 25% of the available time. Keep each meeting/presentation session relatively short – unless you know that a particular manager/official is keen to have a lively debate.

· Field visits

· What will you visit? Your chosen field visits will depend on the study tour location and objectives, but might include: schools, kindergartens, colleges, rehabilitation or vocational training centres, libraries and other resource centres, community centres or other community activities, parents or family members in their own homes, etc.

· Logistics. Ensure that travelling times to/from each field visit are not too long, or allow for overnight accommodation. Work out clear arrangements for food, water, toilet breaks, etc, in advance. 
· Prepare the hosts. During an exploratory visit or through regular email/phone contact with the hosts, brief staff in the chosen sites about the tour objectives. Help them decide: what to show or say to the visitors; what protocol to follow (e.g. avoid welcome ceremonies that detract from regular project activities); what questions to ask the visitors; and how to deal with any negative feedback from the visitors. 

· Variety of interactions. During field visits, plan for a variety of different activities to help you interact with the hosts and their stakeholder groups. For example:
· Focus group discussions

· With whom? You may hold discussions with parents, children, teachers, disabled people’s groups, etc. 

· Methodology. Make discussions as lively and relaxed as possible. Avoid interrogating the hosts with direct questions ​– a carefully facilitated discussion may be more productive. Use photos to help break the ice and start learning about each other’s experiences (e.g. use photos from the visitors’ programme and create a game where visitors and hosts ‘spot-the-difference’ between the two countries/ programmes).

· Facilitation. Ideally the study tour facilitator should work with a co-facilitator from the host team who knows and can motivate or reassure stakeholder groups.
· Observation

· Allow plenty of time for informal observation. Schedule time for visitors to ‘hang out’ at the school, etc, for a while, so they find out about the atmosphere, the environment, the way children interact with each other and with staff. Quiet observation, without asking questions or being told facts, is not a waste of time but is an essential tool for learning.
· Classroom observation. This must be arranged in advance with the head teacher or local education officials. No more than three people should observe in each classroom. A visitor and a member of the host team could observe the same classroom and then discuss what they saw and heard. Observers should be silent and not ask questions or offer advice to the teachers during the lesson.
· Methodology. Observation is more difficult that we might think, particular for participants who are used to being ‘spoon-fed’ answers through a traditional style education. During the start-of-tour workshop, give participants a chance to practise their observation skills (e.g. by showing a DVD of an inclusive education project). Advise them on how to prepare a list of things they are looking for, and how to record what they observe (see Section 6).
· Interviews with key stakeholders

· With whom? A few informal interviews with teachers, parents, local officials, students, etc, may elicit more detailed information or clarify  points raised during a focus group or observation session. Avoid one stakeholder being interrogated by a panel of visitors, however! 
· Buddies. Each visitor, at some point during the tour, could be given a chance to interview (and be interviewed by) someone who does a similar job to them. Buddies could be encouraged to stay in contact with each other after the tour.
· Interview technique. Prepare the visitors during the start-of-tour workshop by role playing interviews with different stakeholders.
· Participatory activities

· Depending on the tour objectives, you may find that participatory activities with stakeholders will help you learn more about their experiences of inclusive education. Activities like participatory photography, drawing or drama could be informative yet fun for everyone. Such activities should only be tried if there is enough time, and enough experience among either the hosts or visitors.
· Shared workshop

· A half-day or full-day workshop towards the end of the tour can provide an opportunity for members of the visiting and host teams to come together, present their work in more detail, and answer questions. To make the event interactive, participants can be given time to prepare a poster or timeline about their work, or a mountain diagram depicting the challenges and successes of the programme.
· Leisure activities
· Leisure activities, such as cultural visits and shopping trips, need to be carefully planned so that participants get enough time to rest and experience local life without these activities taking priority over work.
	Constructive feedback

Visitors should be encouraged to share their experiences with, and offer helpful feedback to, the hosts. To ensure this is a positive experience for everyone, facilitators may wish to advise all participants about giving constructive feedback:

· Choose an appropriate time for providing feedback, when the recipient has time to listen and engage in a conversation.

· Prepare what you want to say in a logical and clear way.

· Balance negative and positive observations and opinions. Start the conversation with positive feedback.

· Offer suggestions for feasible solutions to any problems you are highlighting.

· Acknowledge that your feedback is based on your limited experience of the host’s programme, and welcome further explanations from the host.


6. Recording, sharing and using learning

Participants may learn very little unless they make a conscious effort to record what they see and hear, to reflect on this and to discuss it with others. 
It should never be the sole responsibility of the facilitator or rapporteur to document the tour proceedings, as they can only record the event and key learning points from their perspective.
6.1. Recording

During the start-of-tour workshop, the facilitator can show participants some useful techniques for recording what is seen and heard. For example:

· Note-taking: It is difficult to take notes during a discussion when you also want to ask questions. Participants could pair up and take it in turns to writes notes or engage in the debate.
· Audio recordings: Participants could record discussions or interviews, if everyone in the room agrees to being recorded. There is a risk that they will not have time to transcribe the recordings, so it may be best to use this method only with participants who cannot take written notes.
· Observation notes: During observation sessions participants can record in two separate columns what they see (the fact) and what they think about what they have seen (the reflection). Later, when they discuss their notes with each other, they may find that two people have interpreted the same observation differently, which can be a good basis for further discussions and learning.
· Photography: Participants should be encouraged to take photos during the tour (following pre-agreed rules about asking permission, protecting children’s identity, etc).
 Photos can help visitors to remember what they saw once they have returned home. They can match photos to their notes, or find new ‘evidence’ in the photos that they hadn’t noticed before. Photos can help them share their study tour learning with colleagues. Facilitators can take photos each day and use them to stimulate discussions in the end-of-day/tour reflection sessions.
· Journal. Participants can be encouraged to keep a journal each evening, recording what they did that day, and how they feel. They can use this to help remember key lessons from the tour, and to provide feedback to the organisers about the logistical arrangements.

6.2. Reflection

End-of-day and end-of-tour reflection sessions help both visiting and host participants to ‘unpack’ the information they have collected, and begin to assess what they have learned and how that can help their own work. For many participants, especially those who experienced a very traditional education, this way of learning may be new and confusing. They may initially feel they have not learned much, because they have not been given handouts or sat through lectures. The facilitator needs to help them recognise what they have learned. 
The concept of learning from negative experiences is also new or difficult for many participants, but is an essential part of the reflection process. We can learn a lot from seeing an example of what we don’t want our programme to be like. Such observations can help us to identify warning signs and develop a clear list of what to avoid and how to avoid it.
See Appendix 3 for a detailed list of possible questions to discuss during reflection sessions.

6.3. Wider sharing of lessons learned

Study tours, if used for the right reasons, are the start of a much longer process of learning and sharing. 
· Budget for sharing: The cost of activities to help participants share what they have learned should be written into the overall study tour budget. For instance, you may need to cover the cost of meeting room hire, refreshments, printing photos, etc.
· Plan to share: From the start of the tour, the facilitator should be encouraging the visitors to consider how they will share their experience with their colleagues and with the stakeholders with whom they work. During the end-of-tour reflection session, participants can be asked to draw up an action plan, detailing who they will share information with, where, when and using what methods (e.g. photo display, PowerPoint presentation, one-to-one meetings, etc). 
· Follow up: This action plan should be followed up by the relevant programme staff or line managers to ensure that it happens. Managers should also encourage the visitors to maintain links with people from the host programme, for instance, with the buddy they interviewed (see Section 5.1). Longer-term follow-up is also important to assess the impact of the tour on the visitors’ programme or ways of working.
Appendix 1: Summary checklist

Choosing the right location
(See pp 7–10 for details.)

The perfect inclusive education project does not exist anywhere in the world, so don’t expect to find it!

· Carefully consider the purpose of the tour, and find a location that best helps you achieve this.

· Check that you are planning to do a tour for the ‘right’ reasons (e.g. to learn from other programmes) and not for the ‘wrong’ reasons (e.g. just to use up a budget under-spend).

· Set clear objectives for the tour (maximum of three and not too ambitious). To do this you can:

· Choose your participant group and then consult them as to what they want to achieve from the study tour. Or

· Decide the overall objective(s) for the tour, then select participants who are most appropriate to the chosen focus of the tour.

· Draw up a list of criteria for your preferred location. Consider the following issues:

· culture

· language

· travelling distances

· national/local economy

· politics

· context.
· Research your shortlisted countries and programmes: distinctive features, key dates, etc.

· Write a pros and cons list for each potential location.

· Choose the location that is the ‘best fit’.

· Ensure you plan for mutual benefits, so that the hosts also learn from the tour.

· Plan activities that can help the hosts with a specific challenge they are facing.

· Don’t put the hosts under pressure or expect them to perfect experts!

· Where possible, make an exploratory visit to the chosen location to help you work out logistics, build relationships and choose specific field visits, etc.

· If an exploratory visit is not possible, maintain regular contact between host and visiting co-ordinators, and carry out extra research into the place (reading, videos, etc).

Selecting participants
(See pp 11–12 for details.)

The success of a study tour depends as much on the participants as it does on the host or the organisers, so don’t rush these decisions.

· Make it clear that you will select participants based on particular criteria. This might include assessing:

· experience

· communication skills

· listening and observation skills
· commitment to inclusive education or interest in learning
· availability
· diversity.
· Consider which participants have the greatest learning needs, rather than simply selecting the most obvious or visible people.

· Consider using a formal selection process (questionnaires and interviews).

· Make sure you match participants’ interests and experiences with the study tour location and objectives.

· Postpone the tour or revise the objectives if you struggle to find suitable participants.

Managing expectations
(See pp 13–14 for details.)

	Participants may express dissatisfaction if their expectations have not been met. Make sure you know what they expect, and they know what is or is not possible.


· Spend plenty of time briefing the visiting team about the tour objectives and the location.

· Ask them to fill in a questionnaire about their experiences and expectations.

· Hold a start-of-tour workshop which covers:

· expectations

· being proactive if expectations aren’t being met

· revisiting briefing information
· reviewing and practising methods that will be used during the tour (interviews, focus groups, observation, note-taking, etc)

· building relationship with the hosts.

· Use end-of-day and end-of-tour reflection sessions to monitor if learning is taking place and whether participants are satisfied.

· As facilitator, know what changes to the schedule are feasible, and be flexible with activities if participants are struggling to learn.

Choosing and managing activities 
(See pp 15–17 for details.)

Share your ideas for activities with the host organisation as soon as possible, so that they can understand what you are trying to achieve and can tell you what is feasible.

Possible activities include:

· Formal meetings and presentations – with programme managers, national or local officials, etc. Aim to have no more than 25% of the schedule taken up with formal meetings.

· Field visits – to schools, colleges, kindergartens, rehabilitation centres, resource centres, community members, etc. Where possible, prepare these hosts as they may be nervous about having visitors. Before the tour, help them think about what to show or say.

· Focus group discussions – with parents, children, teachers, disabled people’s groups, etc. Make these discussions relaxed and lively. Consider using ice-breakers like photo elicitation activities/games to help get discussions started.

· Observation – in classroom, school grounds, etc. Observers should remain silent. Help participants to practise observation and note-taking techniques before the tour starts.

· Interviews with key stakeholders – can help fill gaps or answer questions not covered during other activities.

· Participatory activities – participatory photography, drawing or drama can be informative yet fun for hosts and visitors. They may be particularly useful when working with children and young people.

· Shared workshop – at the end of the tour, can help hosts and visitors share more detailed information, using poster displays, timelines, etc.

· Leisure activities – should be carefully balanced with the work aspects of the tour, but not take priority.

· Feedback to hosts – visitors need to be briefed on how to give constructive feedback on what they have seen, offering suggestions and not just criticising.

Recording, sharing and using learning

(Se pp 18–19 for details.)

It should never be the sole responsibility of the facilitator or rapporteur to document the tour proceedings, as they can only record the event and key learning points from their perspective.

· Before the tour starts, help participants to learn and practise the following skills:

· note-taking ​– participants can work in pairs; one participates in the discussion while the other takes notes, then they swap
· audio recordings – best used only for participants who are not able to write due to the time it takes to transcribe the recordings
· observation notes – it is helpful to write notes in two columns: what we see (the fact) and what we think about what we have seen (the reflection)
· photography – can help jog the memory about what was seen/learned; and can show us things we didn’t notice first time
· journals – help participants to record what they did/learned and how they feel at the end of each day.

· Hold end-of-day and end-of-tour reflection sessions to discuss what was seen, heard and learned.

· Help participants to think about what they learned, they may at first not recognise learning if it has happened gradually or implicitly.

· Encourage participants to recognise what they have learned from seeing negative as well as positive experiences.

· Prepare participants to engage in wider sharing activities after the tour. Think about:

· a budget for these activities

· helping participants to write an action plan

· planning to follow-up with participants to see what they have shared and/or whether they have maintained any contact with the hosts.

Appendix 2: Budget checklist

This guide cannot tell you how much to budget for your study tour. The cost of each tour will vary greatly, depending on the location, number of participants, length of the tour, etc. The following checklist offers advice on the range of expenses you may need to budget or fundraise for. Discuss each item and assess how important it is for your particular tour.
	Item
	Essential
	Desirable
	Not essential
	Cost (approx)

	Human resources

	consultant co-ordinator/ facilitator
	
	
	
	

	contribution towards salaries of staff organising the tour (visiting and host teams)
	
	
	
	

	administration support
	
	
	
	

	rapporteur during the tour
	
	
	
	

	report editor after the tour
	
	
	
	

	per diem for participants
	
	
	
	

	
	
	
	
	

	Travel and accommodation (for exploratory visit and actual tour)

	flights (international and domestic)
	
	
	
	

	airport transfers
	
	
	
	

	visas
	
	
	
	

	airport departure tax
	
	
	
	

	excess luggage
	
	
	
	

	car hire/fuel or public transport to/from field visits
	
	
	
	

	hotels
	
	
	
	

	meals
	
	
	
	

	laundry
	
	
	
	

	refreshments during travel
	
	
	
	

	
	
	
	
	

	Activities

	room hire for start-of-tour/ shared workshops
	
	
	
	

	notebooks/journals and pens for participants
	
	
	
	

	workshop materials (e.g. flipcharts, marker pens, sticky notes, projector, etc)
	
	
	
	

	cameras and film/memory
	
	
	
	

	photo paper and printer
	
	
	
	

	translation of briefing materials and other documents
	
	
	
	

	interpreters
	
	
	
	

	social evening or event
	
	
	
	

	
	
	
	
	

	Follow-up

	room hire for ‘sharing with colleagues’ meeting/ exhibition
	
	
	
	

	printing photos
	
	
	
	

	photocopying tour report and other documents
	
	
	
	

	communication costs (to help participants stay in touch with members of host team)
	
	
	
	

	
	
	
	
	

	Other (add your own ideas)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix 3: Questions to discuss during reflection sessions

If the question “what did you learn today” elicits little response during a reflection session, one or more of the following questions may help participants discover learning that they did not realise they had acquired. Use different questions in each reflection session.

· What did you see today that was the same/different from your own inclusive education programme? How was it the same/different? [The facilitator could use photos taken during the day to help participants to identify similarities or differences.]

· Think of one thing you saw today that you wish you had in your programme. What is it? Why do you want this for your programme? What impact would this have on your programme?

· Think of one thing you saw today that you really want to avoid in your programme. What is it? Why do you want to avoid this in your programme? What will happen if you don’t avoid this in your programme? How can you avoid it?

· What did you see today that made you feel happy or optimistic about the future of inclusive education in the host location?

· What did you see today that made you feel sad or pessimistic about the future of inclusive education in the host location?

· Who did you meet or see today who really sticks in your memory? What did they do or say to make you remember them?

· Did you meet anyone today whom you would like to put in your suitcase and take home, to help you with your programme?! If so, who were they and why would you like to take them home?

· What was the biggest barrier to inclusion that you saw or heard about today? Who is affected by this barrier? What is the host programme doing to tackle it? What other solutions could you suggest to them?

· What was the most successful solution to a barrier that you saw or heard about today? Are you already doing anything similar in your programme? If not, would this solution work in your programme? How could you adapt the solution to make it work in your programme?

· What information or advice did you give to one of the host team today? Why did you give them this information/advice? What was their reaction?

· What one piece of advice would you give to [the people we met today]? Your advice must be based on direct experience/learning you have had in your own programme.

· What is the biggest strength/weakness in [the work we saw today]? How could the weakness be addresses? How could the strength be built on?

�





�





This guide will be revised during 2010.


If you have any suggestions for improvements, or if you want to share a case story about your own study tour, please email: info@eenet.org.uk








� EENET can provide you with a range of suggestions for how to use photos in these situations.


� Most IDDC organisations should have their own rules in relation to photography, but if not, EENET can offer some basic guidance.
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