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PREFACE 

The Negotiation course is the subject of this handbook. It is a fundamental/entry level course, designed to increase participants’ 

awareness of areas requiring their own further professional development. Note that the substantive elements of the 

professional work on policy development are covered in other learning lines. 

This handbook is intended for professional trainers with experience in personal professional skills development. It assumes that 

the trainers will undertake their own additional reading on the background of topics included in the course. Although it 

contains suggested or recommended formats, trainers are expected to prepare themselves fully before delivering a training and 

make any adjustments which they consider necessary for successful realization of their course in the specific circumstances of 

the course they are to deliver to a specific audience.   

The handbook includes: 

1. This general introduction to learning line 4 and the negotiation course 

2. A general description of the competencies which the course addresses  

3. An explanation of the learning approach followed 

4. A description of the course design 

5. PowerPoint slides with attached Notes for each slide for the main topics 

6. A consolidated version of the slides as handout (two slides to the page) 

7. Materials used for exercises, casework and role simulation 

8. Background materials for the participants 

9. Some additional background materials for the trainers 
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1. Introduction to learning line 4 
The learning line for professional personal skills is focused on developing the skill set of civil servants working in government 

and government agencies with particular reference to those supporting the activities of government related to the Agreement.   

For practical reasons, the learning line focuses on a limited selection of skills and competencies which have been determined at 

an earlier stage of the project to require specific attention. These are: negotiation and consultation skills, conduct of meetings 

and other gatherings, management of time, decision-making and stress, supportive actions in the management of change, and 

a number of specific communication skills such as the effective use of memoranda and letters to support policy making, briefing, 

and effective presentation for influencing people.  

Overview of courses in learning line 4  
The learning line consists of a number of courses which are under development at the time of writing. It is intended to develop 

a handbook for each course similar in nature to this one. The specific topics and nature of the courses may change as work 

continues, so the following list is provisional. 

1. Principle-based Negotiation and Consultation: The course is a basic introduction to Principle-based Public Policy 

Consultations which is aimed at building capacity of civil servants to negotiate effectively in department-to-department 

and government-to-government consultations. Related: 4.1.B refers to a possible MOOC-version of this course, 4.1.C to 

possible in-house iterations (to be developed on an ad hoc basis) 

2. Managing Meetings and Consultations: The course introduces techniques to conduct meetings and consultations. It 

focuses on the management of discussions related to negotiation, but the principles are applicable to many different 

situations.   

3. Dealing with Time and Stress: this course is focused on personal time management and dealing with emotions in 

negotiations or other work settings.   

4. Influencing Changing Environments: this course covers concepts and skills on influencing parties involved in a negotiation 

or other setting, with specific attention for informal  settings (commonly called networking and lobbying) and oral 

presentation of arguments. 

5. Personal Effectiveness in Email and Meeting: This course deals with the preparation of written documents used in policy 

formulation and as part of the negotiation process. 

 

6. ToT Professional skills competencies: The learning line also potentially includes a course on training of trainers in personal 

professional skills training. This course is not part of the core courses of the learning line but it supports this learning line 

and it facilitates sustainability of the learning line.  

Core course duration 

Core Course 4.1 
 

4.2 
 

4.3 
 

4.4 
 

4.5 
 

Total 

Training days 3 days 2 days 1 day 2 days 2 days 10 days 

 

Course requirements 

Number Course Requirement 

4. 1 Principle-based Public Policy Consultations No strict requirement, although prior 
attendance of 4.2 and 4.5 would be helpful 

4.2 Managing Meetings and Consultations No requirement 

4.3 Dealing with Time and Stress No requirement 

4.4 Influencing Changing Environments No requirement. 

4.5 Personal Effectiveness in Email and Meeting No requirement 
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2. Competency framework 
The training events described in these handbooks are intended to improve the competencies of civil servants with regard to 

their knowledge, skill and attitude regarding a topic. Personal professional skill development assumes that a set of 

competencies are required to successfully carry out work. The competencies addressed by a course are described in this section. 

As with other learning lines, the OECD core competency framework is used to identify which competencies are strengthened by 

the various courses. The OECD core competency framework is used as a stop-gap measure while waiting for the development 

of a specific competency framework for the civil service of Ukraine. Although Ukraine has a National Competency Framework in 

place, this framework does not specify what competencies would apply to the civil service. The OECD core competencies are 

quite general in nature and likely to be highly compatible with any competency framework that may emerge for the Ukrainian 

civil service. For convenience the OECD overview is shown in the figure. 

 

 

All learning line courses include a section identifying which of the above competencies are addressed in the course and the 

extent to which a course focuses on a particular competency. This is represented by the following ranking methods: 

0 No pips (0) Competency is not directly addressed in the course or is assumed present 

1 1 pip (+) Competency is marginally addressed/strengthened in the course 

2 2 pips (++) Competency is moderately addressed/strengthened in the course 

3 3 pips (+++) Competency is considerably addressed/ strengthened in the course 

 

The pips do not designate the complexity of the competency development content and such complexity varies from course to 

course, irrespective of focus pips. 

Learning line competency focus 

 
Course  
Competency  

4.1 4.2 4.3 4.4 4.5 

1 Delivery related      

1.1 Achievement focus + ++ ++ + ++ 

1.2 Analytical thinking ++ +++  + + 

1.3 Drafting skills + ++   +++ 

1.4 Flexible thinking +++ ++ ++ ++ ++ 

1.5 Managing resources  + +++ ++ + 

1.6 Teamwork & team 
leadership 

+ +++ + ++ + 

2 Strategic      
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Course  
Competency  

4.1 4.2 4.3 4.4 4.5 

2.1 Developing talent   + ++  

2.2 Operational 
alignment 

 + + + + 

2.3 Strategic 
networking 

+++   +++  

2.4 Strategic thinking + + ++ ++  

3 Interpersonal      

3.1 Client focus   + + + 

3.2 Diplomatic 
sensitivity 

+++ +  ++ ++ 

3.3 Influencing +++ ++ ++ +++ +++ 

3.4 Negotiating INTEGRATIVE ++  ++ + 

3.5 Organizational 
knowledge 

  + + + 

 

Linkage to other learning lines 

Learning line 1: this learning line forms the background for all learning lines. AA/DCFTA, European integration and legal 

approximation are all substantive topics of relevance and form additional complementary requirements to the personal 

professional skills development in learning line 4. However, prior attendance of the courses is not specifically required.  

Learning line 2: this learning line focuses in particular on analytical and thinking skills. The introductory courses in learning line 4 

do not require prior attendance of the foundational courses in learning line 2, but participants would benefit from prior 

exposure to thinking skills  in the EBPPM foundational course. 

Learning line 3: this learning line focuses on the reform of the public administration which may affect choices on when to follow 

a specific course in learning line 4. However, the foundational courses in learning line 4 do not require prior attendance of these 

courses since the skills are personal rather than determined by context. 

Course evaluation: 

The course currently does not include a specific framework for the evaluation of participants’ competencies.  

[[[under review; this is not considered helpful for this learning line at this time but is included here for the purpose 

of further discussion in the team about this topic]]] 

[[[The following course evaluation methods could be considered for the courses in this learning line: 

 Skills acquisition and mastery: skills acquisition and mastery can be determined in a number of ways: 

1. Intensive: provide an individual participant with a new policy case to be developed with the skills 

introduced in the various courses. The degree to which the outputs show good application of the 

introduced methods and techniques form the input for the evaluation.  

2. Extensive: observation of the participant during group policy case work and asking questions 

during the application of the methods and techniques will form the basis for skills acquisition 

evaluation 

3. Client centered: feedback from the client regarding the use of the skills, techniques and methods 

will provide information for skills mastery determination. This however requires that the 

participant is required to use the trained skills, techniques and methods in their work, which may 

not be the case. 

4. Exam style: case analysis and policy option generation and explanation. The participants will have 

individual exams where they are presented with a case that they will have to prepare policy 

options for and for which they will have to pretend to give advice to their minister about the 

policy options. This will require application of most of the techniques and it can measure a degree 
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of synthesis of the acquired skills. Variation of case focus will allow use of this evaluation method 

for different parts of the policy cycle and the corresponding course.  

 Participant suitability for policy work and team work: this can be observed during the training days during 

the policy cases the participants will work on as these exercises are all group exercises. Formal and 

informal observation methods can be used where positive and negative behaviors are identified and tallied 

or where triangulated impressions from the trainer and additional observers are used over time to build up 

a robust suitability profile of the participant. ]]] 
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3. Learning line training methodology 
The learning line is designed to introduce participants to practical skills and develop awareness of their own strengths and areas 

requiring further strengthening and development in the future. For this reason, simple exercises to practice specific abilities are 

followed by more complex, integrative cases. Initial familiarization with the required set of skills is provided via talks and 

background material to give a framework for further work. Feedback and discussion on the learning from an exercise creates 

awareness of future personal developmental needs. 

The courses are modular in that each can be followed without requiring prior attendance at another course. The course on 

negotiation is integrative with regard to skills; in other words, it includes a variety of different skills, each of which can be 

developed further in additional courses. As an introduction to negotiation, the course exposes particioants to the different 

kinds of skills which are needed; the further development of such skills is handled in the other courses in this learning line. 

The use of a variety of exercises and case studies to practice skills is intended to form an enjoyable environment for learning. 

Cases are not directly related to a participant’s specific area of work, but are chosen for their suitability for teaching specific 

behaviours and competencies. Using a directly applicable case or example carries the danger that participants will not be able 

to step back from the substance of the case to learn the techniques or skills. To bridge the gap between an enjoyable exercise 

and application in real life, sufficient post-exercise discussion is needed to move from learning in theory to learning about 

practice. 

The nature of courses in this learning line precludes the use of own cases in the initial foundational courses. If in-house courses 

are developed a case may be used which is closer to the typical working environment if it can be easily adapted for teaching 

purposes (this requires resources are made available for any such adaptation; case development requires substantial 

investments in inputs and expertise).   

Training which is aimed at personal professional skill development requires each participant to be given individual feedback on 

their performance of a specific skill and the opportunity to repeat the activity in order to practice that skill. It is preferable that 

this process is repeated until they are able to carry out the required skill without error.  

However, there are practical limitations to the amount of personal practicing and feedback which can be offered to each 

participant for obvious reasons: if one person is practicing and receiving feedback, others cannot. To mitigate this, a succession 

of training strategies can be applied: 

- Simple explanation of a specific technique or skill to the entire group 

- Practice in “fishbowl” with two participants (one practices while the other is a foil or sparring partner)  

- Possibly, intervention by the trainer, at an early stage, to correct the behaviour 

- The rest of the group observe the role play, possibly using an observation checklist to aid them 

- Feedback from the trainer and from the observing participants to the person practicing the technique or skill 

- Repetition of the practice by the same person 

- Reinforcement of the technique (repetition of the explanation by the trainer) 

- Parallel practice in triads, with one person observing, one acting as foil or sparring partner and one practicing the skill 

- Role reversal (twice, so all three can practice) 

- Discussion led by the trainer with the whole group on the application of the technique. 

This approach assumes that (a) the skills can be reduced to very specific teachable techniques, and (b) participants can learn to 

observe effectively (usually by means of a checklist). The more complex the skills involved, the more difficult the practice, the 

observation and the reflective discussion after the event. A common error is that participants find it difficult to step back from 

the substance of the discussion (e.g. a role play) and talk about the technique itself. (This is one reason to be cautious about 

using cases which are “live” in an organization, or very close to their daily work.) 

One practical consideration is the size of a course aimed at personal skill development. In order to enable each participant to 

practice sufficiently, it is wise to limit the numbers to, say, twelve persons, and to have more than one trainer available for 

intervention and feedback (this may be a junior trainer under supervision from an experienced colleague). An additional trainer 

is in any case often useful to “make up the numbers” when working with triads. 

One final issue which can otherwise be disruptive of the learning process is the commitment of participants to attend all 

sessions. Skills training of the kind mentioned here is not composed of many individual, independent skills. Instead, skills are 



8 
 

built up during a training, with new skills or techniques relying on those handled earlier in the course. However, this requires 

participants to attend the full course; failure to attend a session, for whatever good reason, disrupts the learning process.  

Designing the course to make it more robust against such disrupted attendance is difficult: skills can rarely be approached in 

isolation from each other. This is one reason why courses are best held outside of the normal work location, and preferably at 

some distance from the work location with a residential requirement to keep participants on site for the entire duration of the 

event. Although this brings additional costs, it offers clear benefits in creating a conducive learning environment. If this cannot 

be arranged for any reason, the trainer will have to expect disruption in the learning due to problems with attendance, and 

there are limits to what can be done to mitigate the negative effects on group learning. 
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4. Description of the Negotiation course design 
In the first design of the Negotiation course, a three-day construct was used. After discussion, this was reduced to two days and 

the nature of the course adjusted to be more introductory in nature. The two-day construct was thought to be easier to arrange 

in the government organizations where pressure of work limits availability for external training. The two-day construct omits 

certain topics which are foreseen to be dealt with in follow-up training events (i.e. trainings 4.2 to 4.5). 

Course title Negotiation and Public Policy Consultation  
Course code:  

4.1.A 

Key course information 
Associated 

Learning line 
Learning line 4:  
Personal Professional Competencies 

Course 
description 

The course is a basic introduction to Principle-based Public Policy Consultations which is aimed at building 
capacity of civil servants to negotiate effectively in department-to-department and government-to-
government consultations. 
 
The course is practical and hands-on in nature. It offers a coherent set of skills and techniques to introduce 
participants to non-power-play approaches to negotiation. Exercises, games and cases are used during the 
course.  

Target 
audience 

The target audience includes civil servants from government, central line ministries, agencies, and others 
involved in consultations and everyday negotiation of public policy. The course may also be applicable to 
civil servants from lower levels of government in supporting the inter-departmental negotiation process.  

Course 
duration 

This iteration of the training programme is for 2 consecutive days. Other delivery formats could be offered 
to meet specific in-house training needs (such as one day a week formats). Other courses in this learning 
line offer follow-up training to improve specific skills. 

Learning 
objectives 

The participants will:  
1. know about the concept and theory of principled negotiation (using models and approaches 

based on the Harvard Program on Negotiation); 
2. aware of typical decision-making processes applicable in any group meeting or process; 
3. understand the purpose of quick arena scans to determine stakeholder concerns and interests; 
4. aware of the need to uncover underlying reasons for other parties’ positions in lobby;  
5. aware of the need to generate options for mutual gain to meet all parties’ underlying interests; 
6. be able to analyze a situation on its negotiability (and alternatives to an agreed settlement); 
7. To be able to prepare and be ready to lead a negotiation discussion.  

Competencies  This course supports the following competencies*: 
1. Achievement focus (+) 
2. Analytical thinking (++) 
3. Drafting skills, specifically Tentative Language (+) 
4. Flexible and creative thinking (+++) 
5. Teamwork, team leadership (+) 
6. Strategic networking and lobbying (+++) 
7. Strategic thinking (+) 
8. Diplomatic sensitivity (+++) 
9. Influencing (+++) 

Teaching 
methods 

 Contextual talks 
 Games and exercises  
 Group-based action learning (casework) 
 Trainer interventions, observation, personal review, feedback, and group discussion 

Course 
evaluation 

 Evaluation Sheets for post-course written feedback from participants  
 Stoplight, interactive course evaluation with participants 
 Personal improvement postcards or similar 

Course 
prerequisites 

This course has no course prerequisites: it a fundamental, entry-level course in this learning line. 

Course 
variants 

To be discussed at a later date  
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*For the definitions of competencies, see the attached note; the course is designed to raise awareness and understanding of 

the needs for these competencies, and to help participants determine areas in which they desire further development and 

training. 

Course title Negotiation and Public Policy Consultation 
Course code: 

4.1.A 

Course management information 

Number of 
participants 

Recommended number is 12 to 15 participants, fewer than 6 persons in deprecated.  

Course  
materials 

 See the relevant section of this handbook  

Further reading 
references 

 Various books by Fisher, Ury et al. Some extracts may be provided 
as scans (subject to copyright restrictions and fair use provisions) 

See the handbook 
sections on materials  

Training 
equipment 

requirements 

Flip-over sheets; differently colored, adhesive post-it notes; duct/masking tape to tape flip-over sheets to 
wall; sufficient floor and wall space for 4 to 5 groups of participants to work on case analysis; data 
projector (presenter/trainer/facilitator uses own laptop or one provided). 

Blended 
learning  

.  

Course 
developer 

Assisted by Frank Little  

Course trainers   

  

  

  

  

  

 

Training course details: 

Course training arrangement 

 Contextual talks, exercises, interactive sessions, and casework is interleaved; on the second day a more complex case will 
be tackled. Personal reflection and team-based feedback is part of the course. 

  The trainers support the groups in the integrated casework, by answering questions and providing advice at their request 
or (if necessary) unasked.  

 Alternative provision of the course in a once-a-week format (four weeks of a half-day each week) will be reviewed, but is 
currently considered less effective because of learning dynamics. 
 

Course exercise description 

1. The course includes several simple and fun exercises or games which are relevant for negotiation as an eye-opener 
for different elements in the principled negotiation approach. 

2. The course also includes a more complex integrated case (the original Schengen five-country negotiation) where 
country teams practice lobby work, information gathering, arena scan analysis, and analytical team work. Each 
individual has the opportunity to undertake one-on-one and/or one-on-two lobby negotiations (introductory, follow-
up). 

3. For two or three (self-)selected individuals, there is the opportunity to prepare and lead a table negotiation (i.e. the 
negotiation at the round table of the four country-team representatives in the “formal” negotiation. 

4. For four persons there is the opportunity to lead their country team in the internal reflections and strategizing. 
5. Towards the end of the casework, there will be the opportunity to draft a (simple) proposal for an element in the 

agreement. 
6. In the exercises, individuals will be rotated among groups; for the casework the teams will be fixed (although they will 

work with different persons from other teams in lobby and table work. 
 

Course evaluation  
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 This course is not evaluated in a formal manner: no exam is used to test participants on the knowledge part of the 
course materials or their team skills or individual lobbying or negotiation meeting leadership.  
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Note on the Competencies addressed in 4.1.A  

Negotiation is a complex skill which draws on many specific skill sets. This is an introductory course intended to offer insights 

into what skills and attitudes are needed for successful negotiation as well as a suggested approach which does not involve 

simple compromise bargaining or power-play. It aims to create awareness and understanding of the competencies which play a 

role in negotiation and to offer participants the opportunity to determine areas of improvement and further development. 

Until the Ukrainian government competency framework has been completed, the OECD Framework is used here, and should be 

revised once the official framework is available. The basic level of competency for negotiation in the OECD Framework is as 

follows: “Negotiating involves the ability to work towards win-win outcomes. At lower levels, this competency assumes an 

understanding of one’s counterparts and how to respond to them during negotiations.”  

In addition to this integrative competency, the course contains elements which support the following competencies: 

1. Achievement focus (+): Although achieving one’s negotiation goals is essential, the course focus is on breakthrough 
understanding of the need to understand the other parties’ interests and concerns prior to inventing options for 
mutual gain which will also achieve one’s underlying goals. Compromise on positions (positional bargaining) is 
deprecated as it does not provide the optimum solution for all parties, and thus does not lead to wise agreements.   

2. Analytical thinking (++): the course expects participants to be able to grasp own and other parties’ positions and 
understand the underlying reasons and interests for these.  In addition to listening skills, this requires participants to 
be able to emphasize with what motivates the other parties.  The Arena Scan is the specific tool which will be used to 
ensure that other parties’ positions and reasoning is considered. Further strategic weighing of own position and 
development of new proposals is required. 

3. Drafting skills (+): the ability to draft a simple statement which will gain the agreement of all concerned is essential to 
successful negotiation, but can only be practiced to a limited extent in this introductory course. The function and 
purpose of tentative language both in drafting and in face-to-face discussion also forms a skill to be practised to a 
limited extent. 

4. Flexible thinking (+++): The underlying reasons for developing a specific position, both rational and emotional, or with 
respect to language and culture, and the ability to think “outside the box” in inventing new options for mutual gain, as 
essential skills for negotiation. Awareness of the importance of these aspects can be achieved in the course. Including 
the reasoning of other parties enhances the quality of the negotiation and makes a sustainable and wise agreement 
possible.   

5. Teamwork (+): the course is not focused on teamwork as such, but does offer the opportunity to work in teams, both 
own country teams and cross-country teams, and learn together through reflection and feedback. However, other 
training offers will focus on feedback and intervision/peer support.  

6. Strategic Networking (+++): Since much negotiation takes place in lobby or other non-formal settings, there will be 
explicit focus on the networking elements in a negotiation (lobby opportunities in each round of the main exercise, 
for instance). 

7. Strategic thinking (+): The course supports strategic thinking, as participants need to consider how their proposed  
negotiation stance  will affect other parties. However, there is a great focus on the need for creative solutions and 

accommodation of the concerns of other parties than strict rationality regarding own interests and positions. 

8. Diplomatic Sensitivity (+++): The course explicitly rejects both the soft-soft and hard-hard approaches to negotiation 
in favour of a diplomatic approach in which the discussion is based on mutual and diverging interests and concerns. 
Awareness of the limitations of hard-soft bargaining (and failing power play) form part of the learning of this course. 

9. Influencing (+++):  It is not possible in a negotiation between relatively equal partners to force the desired result; a 
wise agreement precludes tricking a partner into mistaken agreement. Influencing strategies which avoid trickery and 
bad will are therefore essential to good negotiation and are a specific focus of the course. 
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Indicative Training Programme 

Day 1  

 

 

  

Time 

 

Topic Trainer/ facilitator 

9:30 – 10:00 Registration   

10:00 – 10:15 Introduction and word of welcome  

10:15 - 11:30  What we mean by “negotiation” in a Go-Go context 

Your own picture of “negotiation” 

Wise and equitable agreement: Harvard Negotiation Project 

The Shark Island Game and the Thirty Circles exercise 

 

11:30 - 11:45 Networking, coffee 

11:45 - 13:00 Negotiating the mandate before the negotiation itself 

Determining the positions and underlying interests of the institutions 

and stakeholders: achieving an effective mandate 

Exercise to determine the framework for a Quick Arena Scan: who are 

the stakeholders and what are the issues  

Exercise: The “new mall” // “old street” controversy in Kiev 

 

13:00 - 14:00 Lunch break 

14:00 - 15:30 Negotiating the Interests not the Positions:  

What you see and what you get: A B C OR 12-13-14 

Example of a multi-party negotiation: identifying the issues and the 

actors 

Casework: Initial discussions: 

 

15.30 – 15.45 Networking, casework setting, coffee 

15:45 – 17:00 Round 1: Investigating what the other party really wants 

Country teams: Strategizing 

Lobby work: cross-team one-on-one investigation 

Country teams: Back home: making an initial Quick Arena Scan 
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Day 2  

 

 

 

 

 

 

 

 

 

Time 

 

Topic Trainer/ facilitator 

9:30 – 10:00 Registration   

10:00 - 11:30  Managing the table discussion 

The Run of the Game: Areas of agreement and dealing with legitimate 

disagreement 

Developing Tentative Language: Game 

 

11:30 - 11:45 Networking,  in Country Teams, coffee 

11:45 - 13:00 Round 2:  Finding solutions to intractable issues 

Drafting acceptable language 

Exercise: Testing the waters (“what if …”) 

Country team strategizing / Lobby work cross-team (one-on-one) 

Country team updating the Quick Arena Scan 

Meeting at the Table (country representatives) 

 

13:00 - 14:00 Lunch break  

14:00 - 15:30 Negotiating the result “back home” 

How to reconcile the mandate with the negotiated result 

Practicing the home negotiations (in duos/trios) 

 

 

15.30 – 15.45 Networking, coffee 

15:45 – 17:00 Learnings and next steps 

The 4-level questions for personal reflection 

Written evaluation 
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5. Presentation slide and notes 
The slide set used for presentation is included in this handbook in Annex A in the format of pages with a Slide and 

its associated Note; the actual presentation is in a PowerPoint format in the central repository of the project. 

These slide sets are not suitable for reproduction for participants; for this purpose a separate set has been made 

(see Section 6 of this handbook, also for the reasons for this). 

The Notes associated with each Slide provide a “script” which indicates in conversational terms what a trainer 

might say when presenting the topic. Each trainer will have to find a style of presentation which suits her or his 

own personal style and with which she or he is comfortable. Simply “reading the script” while showing the slides 

will not lead to a satisfactory presentation. Although written in a conversational style, the Notes are not intended 

as a script and should not be read from (although recent versions of PowerPoint will offer the notes as 

accompanying text in “Presenter View”); in general, the notes are too long to fit comfortably into the presenter 

view screen (this is by desigb; as said, they are not a script). 

The Slides are in English. However, experience shows that when dealing with personal professional skill and 

competency development it is wise to present the slides in the language of the participants, even if the presenter 

speaks in English (with or without simultaneous or consecutive interpretation). Similarly, feedback and discussion 

on personal professional skills is best conducted in the language of the participants. 

Although presented as a single slide set for the main component of the course, the presentation is not designed as 

a monologue. There are regular opportunities for discussion, exercises and other interactive elements, some of 

which are signaled explicitly in the slide set, while others should be introduced as appropriate according to the 

reaction of the group. 

In addition to the basic slide set which describes the procedural approach to negotiation, there are several 

subsidiary sets on specific topics. These include a set on Negotiation Style which can be used with a questionnaire 

and results sheet to initiate participant reflection on their personal style in dealing with collaboration and conflict. 

For an explanation of the underlying principles and approaches to Negotiation in this course, see the Notes for the 

slides and the comments on the background materials for participants and trainers later in this handbook. 
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6. Consolidated version of the presentation as participant handout 
The design of the slides makes use of a variety of techniques to enable the presentation to be given effectively; this 

includes animation effects, multiple elements which appear and disappear on a page, reveal techniques to focus 

attention on specific points, etc. Simple reproduction of the presentation slides as a handout would be inefficient 

and ineffective. Also, when the accompanying explanatory text is not present, some slides which support a point 

with images are potentially unclear, or the connection between different slides is not clear without the oral 

presentation to link them. 

For this reason, it is not sufficient to simply print the slide set as handouts. Instead, a lightly edited version of the 

original set of slides has been produced and these are reproduced two on a page for post-course presentation to 

participants. 

The slides make functional use of colour to make the set attractive to the eye but also to carry information. For this 

reason, reproduction of the slide set as a handout in black and white is deprecated (information will be lost). Since 

the slides will be provided after the event in digital form (as PDF, two to a page), this should not be a problem. 

Participants can make their own copies as desired. 

The slides were not provided to participants ahead of time or at the same time as the presentation itself. This is on 

purpose. Provision of slides is useful in specific situations (where a large amount of factual information has to be 

presented and retained); this is not the case in the present course. 

Also, an alternative option is to produce a slide set with three slides to a page and open lined areas beside each 

slide for note taking. Again, this serves a useful role when many notes are needed in a knowledge-based training, 

but in this case it was not thought advantageous (and would remove the element of surprise whenhearing the 

presentation). 

Finally, it would be possible to prepare a set of Slides with accompanying Notes to make in effect a handout 

(instead of a running text). However, the present conversational “script” is considered unsuitable for this purpose;  

rewriting of the Notes into a handout would take time, but could be considered for the future, if thought to be 

useful. 

 

The slide set as handout for participants is given in Annex B. 
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7. Materials used for casework, exercises, etc. 
 

In addition to materials specifically developed for use in this course, it is wise to have available pre-existing 

exercises, games, simple cases, role plays, and other materials which can be used if a specific situation requires it. 

In the pilot, for example, participants arrived at different times, and different exercises had to be used to get 

everyone up to speed. 

Annex C contains the materials which are intended for direct use in the course, but also a number of existing 

exercises etc. which can be used if necessary to reinforce a particular point (as was done for the session on 

negotiation style, for example). Trainers should add their own additional materials to ensure that they have the 

ability to cover topics in a way which fits with their own working style and the needs of a specific group. The 

materials shown in Annex C are to be taken as exemplary not limitative. 

In preparing this course, after consultation with the co-trainers/co-developers in the first mission, a case was 

developed based on a specific situation in Kiev which is current at the time of writing (the Kiev Rus une=derground 

road at the site if an intended shopping mall). A brief handout describing the background of the case is available 

and a trainer’s list of parties involved and of issues involved. Participants make a matrix which forms a “Quick 

Arena Scan” based on their understanding of the situation. There is also a blank matrix with parties and issues 

available to help them oncwe they have done the initial work to construct the matrix.  

A second, more complex case may be developed, based on the case which is being constructed for Learning Line 2. 

The case would have elements of role play, with different participants taking different roles in the case, with 

different information, concerns, positions and interests. This provides a rich environment for practicing skills, 

although it is complex, requires careful management of the learning environment, and takes time. This case is not 

included in Annex C at this time. 

The advantage of the simpler Kiev case is that it is currently a known situation for almost all participants; the 

trainer’s presentation simply reminds participants of the issues while the short written description gives in 

compact form the main topics. A more complex case has the disadvantage that more time is needed to understand 

the situation and analyze it, time which is then not available for practicing specific techniques. 

Trainers are advised to try out ahead of time the Kiev case, but also any other new cases which they wish to apply 

to determine their suitability in this training context. Case work is powerful, but does take time which cannot be 

spent on other things. 

There are specific exercises which could be done in this introductory course but which should probably be better 

applied in the follow-up courses. These include exercises on managing the discussion, on presenting oral and 

written arguments, on handling time pressure and stress, the use of emotion in negotiation, all of which do play a 

role in this present course but are not dealt with in detail. 
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8. Background materials for the participants 
A variety of materials were made available to the participants either in physical form as handouts or digitally. They 

are mentioned below and can be added as annex to this document if desired (from the central repository). A brief 

explanation of the purpose and function of each item is given. 

The basic approach in this course uses the method known as the Harvard approach to Negotiation (Program on 

Negotiation, formerly the Harvard Negotiation Project), described more than thirty years ago in the book Getting 

to yes, and a follow-up book Getting Past No. A brief summary of the main points is given in the slide presentations 

and more information is available in the handouts noted below.  

Building on this, from the Wharton School of the University of Pennsylvania, work by G Richard Shell on trust as an 

essential basis for negotiation and the implications of our dominate style for handling conflict on the way we 

negotiate. 

A practical tool for preparation for negotiations by van Schendelen who has researched the way the EU works and 

ideas from a former Foreign Minister and Permanent Representative to the EU on handling negotiations in Brussels. 

 

Materials on the Harvard approach to negotiation: 

Seven Elements of Negotiation 

Fisher’s own summary of Getting to Yes in his new book on using emotion in negotiation “Beyond reason”. 

Ten Questions People Ask (about Getting to Yes) 

From the second edition of the book Getting to Yes: ten questions about how to use it (and potential objections) 

Excerpt from Getting Past No by William Ury 

Ury summarizes his own book in five points. 

Model T and Model A 

About Fisher’s ideas that governments need a new way to negotiate, as problem solvers not diplomats 

 

Materials on the Quick Arena Scan: 

Extract from the book Machiavelli in Brussels about pre-negotiation analysis of parties and issues 

 

Materials on Negotiating Styles: 

Negotiating Styles Assessment  

From the book Bargaining for Advantage by G Richard Shell, his adapted 30-pair questionnaire and scoring 

Negotiating Styles 

Extract from Shell’s book on the implications of the styles for negotiation (positive/negative) 
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Other materials regarding the EU: 

Ten Commandments for negotiating the EU, Ben Bots 

Extract from the introduction to a book on EU and Negotiation by the former Minister of Foreign Affairs of the 

Netherlands 

 

Other materials: 

Notes on Mandates 

Article on negotiating for your constituency and the role of mandates 

 

These materials are used under the concept of fair use. The copyright remains with the original authors. 
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9. Some additional background materials for the trainers 
It is wise to have more knowledge available than one actually imparts as a trainer; it helps understanding and 

allows one to answer questions which arise, either for the whole group or in side discussions with individuals. 

A number of books are available at the project site, either in physical form or as digital copies. 

 

The second edition of Getting to Yes and an edition of Getting Past No have been made available. Getting To Yes is 

also available digitally. 

The book from which Ben Bot’s ten commandments is taken is available digitally at the project: Meerts and Cede, 

2004. Negotiating European Union. Palgrave Macmillan. ISBN: 1403941610. 

A variety of other books on negotiation in general, on lobbying, and on the EU and negotiation are available, and 

details can be provided on request (and added here if relevant). These materials would need to be added to the 

project library. They include G Richard Shell Bargaining for Advantage, Fisher and Shapiro Beyond Reason: Using 

emotions as you negotiate, as well as books associated with the Harvard Program on Negotiation on Difficult 

Conversations and on Feedback. 

In addition there are materials on Ukrainian negotiation styles which have been shared with the training team in 

the preparations for this course. If appropriate these may be added to the background materials for trainers. 


