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HOW to USE your toolbox
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Our Common Place is an approach to engaging people in the set up, 
promotion and running of successful community led projects. The 
approach is unique in that it recognises the important role our values play 
in shaping our attitudes, behaviours and involvement in community life.  

User 
Guidance

who is it for?
This toolbox is a companion for community leaders, volunteers, activists or 
professionals who want to improve their community engagement skills and 
knowledge. Specifically, these tools introduce practical ways to apply new 
understandings about values to the day-to-day work of community organisers 
on the ground.   

Please read these instructions, they will help you and your community get the 
maximum possible benefit from the toolbox.

how does it work?
Either: take a journey from the ‘getting started’ section right through to 
‘recording experiences and building on success.’ 

Or: select different tools, for different jobs, at different times. Think of this 
toolbox like a conventional DIY toolbox; pick out what you need, as and when 
you need it.

You can work through the tools independently, as part of a small group, or 
with us at an Our Common Place training workshop. 

Work through the exercises, familiarise yourself with the tools and take notes 
that you can refer back to later.



HOW TO CONSTRUCT YOUR TOOLS:  TIME TO USE YOUR HANDS!

Each tool comes as four loose A4 sheets. To work through each tool for the 
first time we recommend laying it out as a poster (make sure page 3 is in the 
top right hand corner and page 12 down in the bottom left). It is a good idea 
to use sticky tape to hold the poster together.

To store the tool back in the toolbox, either:

a) Poster: Fold it in half four times like a pocket sized map. The title 
page should become the front cover and the index should end up on the 
back.

b) Booklet: Cut it up to form a pocket sized booklet. Cut the sticky 
tape to go back to four A4 sheets and then cut along the ‘scissor lines’ 
to end up with eight pieces. Next, fold each piece in half with the printed 
side facing out, pile the pages up in the right order and staple them all 
together.  

*An insert with illustrated instructions on how to construct the tools 
accompanies this guidance.

The Our Common Place toolbox is a true hands-on learning experience!

We recommend doing the sticking, cutting and folding as you move from tool 
to tool rather than getting bogged down trying to do them all in one go. 

It is a good idea to use elastic bands to sort your tools into sections and to 
stop them from springing up when you open your toolbox!

Please feel free to make photocopies of the tools, it is best to do this before 
anything else. We can also send you any of the tools by email, feel free to get 
in touch.

4. Recording experiences and building on success 
Reporting: Measuring your impact and sharing your story

Social media: Getting your online presence right

Gathering photos: Saying it with pictures

The first page of each tool serves as an index, highlighting which one you are 
currently using. We have put an asterisk next to complementary tools. 

This toolbox will always be a work in progress, please send us ideas for new 
tools; we want to release a few new ones each year.

WHAT IS IN THE TOOLBOX?

In designing the toolbox two of our key principles were ‘be humble’ and ‘be 
question led’. We are expecting that most people interested in this toolbox 
will have some experience of working with communities already. Through the 
tools and the workshops, we of course share our thoughts and perspectives, 
but we know that you have your own very relevant experiences to share and 
the ability to come up with new ideas as groups and individuals - the toolbox 
is designed to spark that creativity off.  

We have organised the tools into four colour coded main sections. Here is a 
brief description of each:

1. Getting started
Why this approach? Exploring why values matter in community 
engagement

You and your role:  Making it clear who you are and what you’re up to

Getting to know people and places: Exploring what’s what

and who’s who

2. Deciding what to do and how to do it
Listening out for ideas: Discovering what people want to do in their 
community

Choosing a project: Deciding what to focus effort on and why

Forming a group: Finding the people who are going to make things 
happen

Making a plan: Turning good ideas into real life projects 

3. Holding meetings and running events
Facilitation: Doing things with rather than for people

Health and Safety: Understanding, managing and minimising risks

Conflict management: Preventing and dealing with conflict 

Volunteers: Where, why and how to engage volunteers 

Promotion: Getting the right message across



workshops

we want to hear from you

We use the Our Common Place approach to inspire communities to live 
fulfilling and environmentally mindful lives. We have used the approach to 
motivate people to change their behaviour’s on specific issues such as waste 
and recycling, energy and local environmental quality. 

Please get in touch if you would like us to run an Our Common Place workshop 
with your organisation. We can tailor the workshop length, size and scope 
according to your needs and budget. 

We really hope this tool has been useful, please share it with others and 
please send us: 

e-mail: ourcommonplace@keepbritaintidy.org 
twitter: @ourcommonplace

web: keepbritaintidy.org 
facebook: ourcommonplaceuk  

Questions

CommentsPictures

Suggestions  for new tools

Ideas

https://twitter.com/OurCommonPlace
http://www.keepbritaintidy.org/
https://www.facebook.com/ourcommonplaceuk


a) Poster



b) Booklet
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WHAT EXISTS IN A STRONG AND SUSTAINABLE COMMUNITY? Circle the VALUES that bond strong communities and motivate 
ENVIRONMENTALLY RESPONSIBLE BEHAVIOURS

Circle some....

COMMUNITY GARDENS

LOYALTY

EQUALITY

PROTECTING THE ENVIRONMENT

HELPFULNESS

SOCIAL JUSTICE

SOCIAL RECOGNITION

MATERIAL WEALTH

SOCIAL POWER

SELF-INDULGENCE
PRESERVING MY IMAGE

KINDNESS

SENSE OF COMMUNITY

ALTRUISM

CLEAN STREETS

COMMUNITY EVENTS NEIGHBOURLINESS

RECYCLING

PEOPLE VOTE

CRIME

ANTISOCIAL BEHAVIOUR

GRAFFITILITTER

FEAR
RESPECT
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why values matter Our values have been shown to influence our political 
persuasions, our involvement in community life, our ecological 
footprints, our consumer choices and our personal wellbeing.VAlues Influence many of our attitudes and behaviouRs...

HOW CONCERNED 
WE ARE ABOUT 
ENVIRONMENTAL 
DAMAGE

OUR INTERESTS

HOW MUCH WEIGHT 
WE PLACE ON 
BEHAVING MORALLY

WHAT WE EAT

THE TYPE OF CAREER 
WE CHOOSE

WHETHER AND HOW 
FAR, WE GET INVOLVED 
IN POLITICAL 
ACTIVISM

OUR ECOLOGICAL 
FOOTPRINTS

OUR ATTITUDES 
TOWARDS HUMAN 
RIGHTS

HOW MUCH WE 
RECYCLE

HOW MUCH WE 
WORRY AND ARE 
MOTIVATED TO 
FIND OUT ABOUT 
BIGGER ISSUES
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THERE ARE NO 'SINGLE ISSUES'
You can probably get people to recycle more or get involved in a community 
event by offering them a voucher or a prize – if you appeal to their self-
interest. You might achieve some success for your ‘single issue’, but what 
about the impact your work is having on everything else? 

Are you strengthening “what’s in it for me?” or “looking after number one” 
instincts? 

Does that help the environment and society in the long run? 

WE ARE NOT TRYING TO CHANGE PEOPLE’S VALUES OR IMPOSE 
THE 'RIGHT' ONES ON THEM

We all hold all of the values in the circle above (and many more). But, we 
place more importance on some over others. This depends on the role we’re 
playing at the time (parent, friend, partner, employee, volunteer, customer, 
team mate, etc) and the stage of life we’re at (toddler, young adult, retired). 

As the previous exercise showed, for the sake of our communities and 
environmental sustainability, there are certain values that it would be more 
helpful for us to hold as important. The Our Common Place approach puts 
the activation of these 'intrinsic' values at its heart. It is about facilitating 
activities and initiatives that allow people to practice kindness, empathy, 
altruism, creativity and so on.  At the same time, we try as best as we can to 
avoid activation of 'extrinsic' values like greed, status and power.  
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WELLBEING matterS Can you list activities that could happen in a community you 
know that make it possible for people to connect, be active, 
take notice, keep learning or give?

•

•

•

•

•

•

Caring for others and the environment and doing something for them is a 
form of giving and is usually quite satisfying.

Giving is one of the 'Five Ways To Wellbeing' identified by The New 
Economics Foundation:

• CONNECT with those around you: family, friends, colleagues, neighbours...
• BE ACTIVE go for a walk, run, cycle, play, garden, dance...
• TAKE NOTICE be curious, remark on the unusual, savour the moment...
• KEEP LEARNING try something new, rediscover an old interest...
• GIVE do something nice for someone, smile, join a community group...
The more chances we get to do these things the more enjoyable our lives will 
probably be. In doing these things we don't need to harm the environment 
too much or make life difficult for others. In fact with a bit of creativity and 

team work we can live 'well' while enhancing society and the environment. 
The Our Common Place Approach is about making that a reality.

Go wild, suggest anything!
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how about some activities that make it possible to 
DO FOUR or all five in socially and environmentally 
responsible ways?

•

•

•

•

•

•

•

•

•

•

•

if people get involved as volunteers + PARTICIPANTS IN 
THESE ACTIVITIES WHICH VALUES WILL BE ACTIVATED?

•

•

•

•

•

•
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tHE sEE-SAW EFFECT When intrinsic values are strong, extrinsic values are weak.

When extrinsic values are strong, instrinsic values are weak.
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keep learning
You can find out more about the theory behind the Our Common Place 
approach by searching for:

• The New Economics Foundation's "Five Ways to Wellbeing"

• WWF's "Common Cause report"

• Waste Watch's "Working from Values"

• Center for a New American Dream's video "The High Price of Materialism"

"We've made this feel like 'our 
common place' by getting together to do 

things that are useful for the people who live 
here and enjoyable to run and be part of.
People know and care about each other here and 
we are mindful of the impact we have on the 
environment and society. We share our resources 
and skills in simple and new creative ways where 
we live. 'Our common place' is enjoyable, vibrant, 

safe and welcoming."
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Co-PRODUCTION
The New Economics Foundation defines co-production as 'delivering public 
services in an equal and reciprocal relationship between professionals, people 
using services, their families and their neighbours. Where activities are co-
produced in this way, both services and neighbourhoods become far more 
effective agents of change'.

When people are recognised for their skills and experience and are asked to 
help, they feel valuable. They are seen and treated as assets who are trusted 
to take responsibility for the decisions and activity in their community. They 
shift from being ‘users in need’, to ‘co-producers’ who work with public bodies 
to co-design and co-create solutions. Under this approach, the solutions that 
emerge are usually much tailored better to the situation and therefore more 
successful and sustainable. 

When using a co-production approach, your role shifts from SERVICE 
PROVIDER to CATALYST.

As an our common place officer...
What do you think your role is? Circle some...

ASSIGN ROLES

DICTATE

BREAK DOWN BARRIERS

SUGGEST ROLES

TAKE CHARGE

COACH

MOTIVATE

INVITE

FIX A PROBLEMSET THE AGENDA

FACILITATE

INSPIRE
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from service provider to cAtalYST

People need help, are a burden 

Knowledge and capabilities are 
provided by the professionals

Professionals are providers and 
people are recipients of services

People expect to be, and are, 
directed

People are encouraged and 
incentivised to take on leadership 
duties and responsibilities

Peer support networks and local 
knowledge are used as the best 
way to transfer capabilities

People are assets, opportunities for 
development are provided

Blurred roles between 
professionals and people

Pair each 'SERVICE PROVIDER' approach from the left column with its 
corresponding 'CATALYST' approach from the right column. 

•

•

•

•

COMMUNICATING YOUR ROLE
What are the most common misconceptions of your role? Can you think 
of ways in which you could respond to them better, reinforcing your role of 
CATALYST?

•

•

•

•

•

•

•

•

•
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Whose project is it?

NOT
Your
role

FACILITATE, Don't dictate
What are your responsibilities when facilitating a meeting or initiative?

•

•

•

•

•

•

•

•

•

•
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LIVE YOUR VALUES
Research shows that the most effective way to inspire people is by example. If 
you want people to be helpful, help, if you want people to take responsibility, 
be responsible, if you want people to be on time, be on time...

• 'Be the change you want to see in the World'

• 'Kindness breeds kindness'

• 'Do not do to others things you would not like them to do to you'

• 

•

•

Doing things with rather than to or for people

Your
role
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How does YOUR agenda relate to THEIR agenda? It's Their Agenda, not Yours
Often the funding for your role means you need to weave in specific topics or 
issues, for example recycling or healthy living. Can you think of some ways in 
which your agenda can relate to people’s concerns? Think about the shared 
values underpinning the things you both might care about and how these 
could be activated. 

•

•

•

•
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presenting yourself
What should you consider when you are going out to meet people? How do 
you present yourself? What clothes do you wear? What language do you use?

•

•

•

•

•

•

•

•

•

•

Who do you represent and what difference does it make?
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keep learning
You can find out more about co-production approaches in: 

• The New Economics Foundation's 'Manifesto for Growing the Core 
Economy'

• Paulo Freire's 'Pedagogy of the Oppressed'

• Jean Giono's 'The Man Who Planted Trees'

If you want to learn more about how to transform your approach from service 
provider to catalyst check out:

• The New Economics Foundation's 'Co-Production Audit Tool'

If you're working with a community, or in a 
neighbourhood you don't actually live in, it's important to 

remember that at some point you will be stepping away.This is 
why it's so important not to be the leader or the person who is 
most vital to the success of a project, don't set things up so that 
you are indispensable. In fact, be as dispensable as possible! Keep 
an exit strategy in mind and let people know from the outset that 
you will not be with them forever. Making this clear is a really 
great way of ensuring people understand your role and as a 
consequence the roles that the community needs to fill. 
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Where to begin?
You know the approach you are taking and you understand your role. You are 
eager to start engaging with the community but, where do you begin?

If you feel there are many potential paths to take, or on the contrary you 
do not see any possible way forward, this stage will be essential to help you 
prepare the grounds to "Decide What To Do and How To Do It".

Getting to Know People and Places is about visualizing how the situation 
stands as you arrive to a community and becoming familiar with what’s what 
and who’s who. Everything from the physical space, to the people that live or 
work there and the activities they take part in.

At the same time you will be creating opportunities for local people to start 
communicating and sharing their views, thoughts, interests and values.

What Info should you be after?
Dedicating some time at the beginning to investigate the current situation 
can help you gather useful information such as:

• What is already going on in the area?

• When/where are things happening?

• What seems to be missing still?

• Who are the key people to get in touch with?

• Where resources/community spaces/parks/facilities are located?

• 

•

•
getting to

 know 
People 

and places
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Just ask!Exploring the NEIGHBOURHOOD
You don't need to act as a sneaky detective to discover information about the 
community, it could take you forever to find out what you need to know if you 
research it all on your own. Instead there are loads of friendly ways to involve 
local people in this process which will help you get to know them a bit too.

Keeping in mind your role, remember to always set the mood whenever you 
are out there talking to people. This is a constant opportunity for you to 
reinforce the ultimate aims of what you are doing and why you are there. It 
all comes down to building a strong community.

If you provide the space for local knowledge to shine, you will begin to serve 
as a catalyst for a great community project to emerge.

getting to
 know 
People 

and places
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Who's in?
Building a contact list can help you keep track of community members you 
have met and their interests and also to note potential key people you should 
start building a relationship with or you might need to contact in the future.

What's on?
Make a chart with a schedule of what is happening in the community and 
where. Include everything in this chart. Reading clubs, pub quizzes, tenants 
and residents association meetings, community barbeques, halloween parties, 
etc.

Activity Who attends When Where Name Description Interest E-mailPhone

getting to
 know 
People 

and places
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Community + participatory mapping
Community Mapping is a great tool to capture and visualize information 
about an area. It is a ‘vibrant way to tell a neighbourhood's story’ while 
making a record of handy details.

You can make community maps on your own to visualise what and where 
things are happening or to clearly share the results of 'Getting to Know 
People and Places' with the community. Better yet, you can make maps 
together with people from the start at community meetings, activities or 
setting up a stall in the area. This is a great participatory exercise to gather 
information.

Participatory mapping recognises people's local knowledge, experience, 
skills, interests and/or values, allowing them to get involved from early 
stages in the creative process.

Here you will find some examples giving you an overview of the potential of 
using mapping exercises.

Visualizing the community
Mind maps or concept maps can help to better understand how the 
community works dividing it into topics, groups, categories, elements and 
seeing how they relate to one another.

getting to
 know 
People 

and places
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Geographical maps Getting creative
Search for a map of the area and print it on a large sheet of paper. You can 
use it to gather all kinds of information. Try incorporating coloured stickers to 
add different variables. It is useful to have a sign up sheet next to it so that 
everybody who engages with the map leaves their details behind.

You could also encourage communities to create their own map. On a large 
sheet of paper, perhaps with the name of the main street on it, you can ask 
people to complete the map using post-it notes, colour markers, stickers, 
highlighting elements such as their favourite place, activities they take part in, 
what they value the most...

getting to
 know 
People 

and places
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3d MAPS
Sometimes you might want to introduce an extra dimension to the maps. 
In addition to making them attractive for people to engage with, this can 
also help represent complex or detailed information in a way that is easier 
for everybody to understand.

INTERACTIVE community MAPS
As technology develops and mobile phones and the internet become more 
widely available, great interactive tools are being launched that broaden the 
scope of community mapping. 

The idea behind mapping platforms such as 'Crowdmap', is that 'ordinary 
people have a voice, and interesting things happen when you aggregate 
those voices and visualise the results. Surprising information and insights 
can be found'. 

They allow individuals to upload reports to an online map via sms, e-mails 
or twitter, building a community sourced database around a specific subject 
such as crisis situations, litter, violence, crime, but can be used for any purpose 
that the creator chooses.

They are fairly easy to set up and engage with for people accustomed 
to using online platforms. They might not be currently suitable for every 
community, but it is good to keep them in mind as they could prove useful at 
a later stage. 

getting to
 know 
People 

and places



Getting Started 1514

Inviting people to ‘take notice’
Exploring the area is a great opportunity to 'Take Notice’, be curious, catch 
sight of the beautiful, remark on the unusual! 

Taking Notice, beyond being useful for the project is a way to start helping 
people identify what matters to them and their community. It is also an 
important action to promote by itself. 

According to the New Economics Foundation's 'Five Ways to Wellbeing', 
Taking Notice is one of the ‘five a days’ for improving your personal 
wellbeing.

Keep learning
Available literature, information and resources about community and 
participatory mapping is growing fast.

Here are some interesting reports on the subject:

• Ieed's 'Mapping for change: practice, technologies and communication'

• CTA's ' Participatory Three-dimensional Modelling: Guiding Principles and 
Applications'

• Involve's 'Using participatory mapping to explore participation in three 
communities'.

And take a moment to explore these great interactive mapping tools:

• Tagmap

• Crowdmap

• Historypin

getting to
 know 
People 

and places


