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COLAB EXCHANGE 

Guidelines to nurture collaboration 

!
 !
Supporting others to contribute !
Contributing fully is easier in an atmosphere of acceptance and approval. 
When people feel free to express their ideas without fear of ridicule or 
personal criticism, they are more willing to take risks and stretch their 
capabilities. By showing respect for others and recognising their contributions, 
you give people the self-confidence to share their ideas openly.  !
What this can mean in practice: 
Building on what others say, reflecting back what you heard, rather than jumping to your own thought. 
Being aware of how much you are contributing, and who you haven’t heard speak much. 
Taking care not to interrupt others when they are speaking. 
Considering how your status may make others feel and how that may affect contributions. ! !
Language !
Sometimes people use words or phrases which have special meanings and which are not understood 
by all people. This jargon is almost unavoidable because we all use it but we may forget that others 
may not understand. If you do not understand it is not your fault and you should not feel bad if you 
need someone to explain what is meant. If you do not understand something please say so. !
Avoid using language which could be construed as racist, sexist, or discriminates or is offensive to 
people with disabilities. If you feel that language is offensive you have the right to say so. We would 
expect that person to change their behaviour. If you are nervous about saying something in public, 
you could approach the person privately, or ask for help from the person leading the session. !!
Confidentiality !
Many of us like to share stories and our own experiences in group discussions, but may not want 
people outside the group to know the details being shared. We can’t guarantee that people you are 
talking to will keep what you say confidential, so you need to take responsibility for what you choose 
to disclose. !!
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Social media, smartphones, tablets and laptops !
If you use social media we’d love you to share and talk about things which 
CoLab and CoLab Exchange sessions spark for you. You can follow us on twitter 
(@CoLabDudley), we can all use the hashtag #colabdudley, you can comment 
on our blog at www.colabdudley.com and even be a guest blogger, or regular 
contributor.  !
We don’t mind at all if you want to tweet during CoLab Exchange sessions (don’t forget to use 
#colabdudley).  !
If you are tweeting, or using electronic devices to take notes or jot down thoughts and ideas, consider 
doing so mindfully. App designers have worked out how to distract us, so before you know it you 
might have replied to a text and checked your email inbox before you even made that note or sent 
that tweet - during which time you’ve disengaged from the conversation in the room. Being aware of 
this may help you to listen respectfully during group discussions, and carefully choose your moment 
to tweet or make a note on your device.  !!
Respecting the reason we’re coming together !
This session may bring together people who have a variety of roles from across the public sector, 
community, voluntary, and faith groups as well as private sector organisations and social enterprises. 
We welcome all, and ask that you don’t let self-promotion or advertising interfere with the value of the 
session to participants. !!
And finally, a couple of things we probably don’t need to mention, but will do so just in case! !
If we can provide anything to ensure that you can participate fully and comfortably in the event, 
please let us know in advance. We always use accessible venues. We can provide printed materials in 
large print and set up hearing loops if we are advised at least a week before the event. !
Participants must not behave in ways which are unreasonable, unwelcome, and offensive to others or 
which exclude others. Any behaviour which creates an intimidating, hostile or humiliating 
environment is unacceptable. If you are treated in any way that you find offensive and wish to discuss 
this with a session leader we will make every effort to resolve the issue with you. !!
Thanks for taking the time to read these guidelines.  !
And of course, if you have any suggestions for improvements or additions to these guidelines do 
collaborate with us! !
Lorna Prescott 
lorna@dudleycvs.org.uk !
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