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•	 Agree	necessary	skills	for	the	project	e.g.	
facilitation skills, leadership, committee 
minute taking

•	 Agree	what	training	should	happen

•	 Agree	resources	for	necessary	training	e.g.	
money and people

•	 Agree	training	objectives	and	programmes	for	
individual and/ or groups

•	 Agree	how	to	deliver	training	e.g.

–	 Group	or	one-to-one	tutoring

–	 Mentoring

–	 Online	discussions

–	 Whole	Community	meetings

–	 E-learning	materials

–	 Paper-based	materials

ii) Training Needs Analysis

Case Study 4 (Turkey): Building a Youth Centre

The young people of a rural village decided that they needed a youth 

centre and in particular they wanted a centre where no adults could come 

unless they were invited. The young people wished to plan the centre and 

then make it happen all by themselves.

They asked one or two adults to help them fi nd the right people to do the 

diffi cult work. For example, they needed an architect to design a good 

building and they needed some money to build the building and equip it 

with things like computers and sports equipment.

They were so keen that they announced they were going to build the 

centre before talking to anyone in the village about it. As a result the 

villagers were very cross and thought the young people would be noisy 

and create disturbances and they all opposed the centre.

The project became full of confl ict and more and more people were 

arguing about it. Finally, after some time, a local organisation paid a 

community worker to work with the young people to plan the project 

properly, to help them talk to the villagers and to achieve their dream.

Five years later, the centre was fi nally built and the young people are still 

in charge (with a bit of adult help!)
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Don Burrows
Don held a number of positions during his 
career. Originally an apprentice on leaving school 
he worked in several companies eventually 
becoming Chief Executive of a large company 
manufacturing Kitchens and Bathrooms.

In 1991 he embarked upon a major change 
in career path as Chief Executive of the 
Neighbourhood Initiatives Foundation. This is a 
UK Community Development and Training charity 
whose aim was to enable local people to play a 
full and active part in planning and implementing 
effective regeneration and longer term service 
provision in their own neighbourhoods. He built 
up the organisation, developing a number of 
vocational training products that used highly 
participative, visual tools and techniques 
often customised to specific needs. These were 
successfully used by regeneration professionals 
and community activists throughout the UK. 
Planning for Real, their registered trademark, is 
probably the best known community planning 
and interactive consultation technique in use in 
the UK. 

Leaving the organisation in 2006 Don continued 
his work and commitment to community 
engagement. He proposed the Leonardo PALS 
project and coordinated the development team to 
secure the project through his existing networks. 
In addition he secured resources for, and launched 
in 2008, the Centre for Community Research 
based in Birmingham.

Alison McLean
Alison has over twenty years experience in 
community and economic development, mainly 
working in more rural areas of the UK. Her 
career started as a community worker in inner 
city London boroughs. She has worked in both 
the public and voluntary sectors and now in 
the private sector, running her own freelance 
consultancy business.

Alison was formerly Director of the Rural 
Regeneration Zone in the West Midlands 
and has led a number of local partnerships in 
Herefordshire, where she has lived for 25 years. 

Alison has served as a board member of the 
Countryside Agency and the Commission for Rural 
Communities, which advises government on rural 
policy and practice. She is currently a Trustee of 
the Heritage Lottery Fund. 

Throughout her career Alison has been 
committed to strengthening the influence that 
people have over the decisions that affect their 
lives. 

Vicki Murray
Vicki has been an independent community 
and economic development consultant for 
over eight years. During her thirty year career, 
she has a gained a great deal of experience in 
the private, public and voluntary sectors in all 
aspects of leadership, management, business and 
governance. 

Following an early career as a teacher and trainer, 
Vicki was a director within education, training 
and enterprise strategic organisations, working 
in close partnership with central and regional 
government, local authorities and the private 
and voluntary sectors and gaining an extensive 
breadth of knowledge. She is experienced in the 
management of change through senior level 
involvement with organisational restructuring. 
She has been employed by and advised voluntary 
and charitable sector organisations and worked 
across a wide spectrum of businesses.

Vicki greatly enjoys working with people and 
specialises in strategic development, education 
and training in all phases, economic and 
community development and involvement and 
sustainable development. She has well developed 
skills in project development and management 
for both capital and revenue developments, 
business planning, quality assurance and funding 
applications. 

She has been an active member of voluntary and 
community organisations for many years acting 
as trustee and chairperson, continuing her public 
service through non-executive directorships.

Trainer Biographies
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Project website
www.oake-europe.co.uk/PALS

Project management
Oake Europe Ltd	 info@oake-europe.co.uk

Training administration
Bill Fryer, S & B Project Services	 member@fryer37.fsnet.co.uk

Training programme and materials development and delivery
Alison McLean	 amclean1@btinternet.com

Vicki Murray	 vcmurray@btinternet.com

Partners
Postiva Doma, Tukums, Latvia	 pozitivadoma@pozitivadoma.lv

Happy Kids, Ankara, Turkey	 aliulusoy@happykids.com.tr

Danmar Computers, Rzeszow, Poland	 M.Miklosz@danmar-computers.com.pl

Dedication
Don Burrows

4th November 1946 – 12th January 2009

This toolkit is dedicated to the memory of Don Burrows, 
whose idea it was to create PALS and who inspired all those 

who met him.

Contacts 



These are simple ideas and suggestions for 
helping the group to get to know each other and 
to create energy and fun. Physical icebreakers can 
be particularly effective with young people. The 
person leading the group can use them as they 
are or change them to create their own exercises.

Getting to know each other
1  The group wanders around the room. The 
facilitator will then ask everyone to greet one 
other person by touching one another, for 
example by shaking hands or touching elbow 
to elbow, and saying ‘Hello, how are you?’ The 
facilitator asks everyone to do this a few times 
until the group have greeted each other in turn.

2  Across the circle everyone claps their hands in 
rhythm and one person starts by saying their name 
on the clap and then someone’ one else’s name 
on the next clap, for example Helen to Margaret. 
Margaret will then do the same, saying her name 
on the clap and then someone else’s, for example 
Margaret to David. This continues across and 
around the circle from person to person. 

Introducing yourself
Each person introduces themselves to the group 
by choosing an adjective to describe themselves – 
for example: Happy Helen, Marvellous Margaret, 
Dangerous David. Members of the group are then 
asked to repeat these names individually around 
the circle.

Introduce each other
Put pairs of participants together and ask them to 
talk to each other for a few minutes about lives, 
jobs, families etc. Also ask for one surprising thing 
about the other person. They then introduce the 
other person to the group as a whole.

Hopes and Fears
Each person writes down what he or she expects 
from the event: what is his or her fear or his or 
her hope. These are then mixed up in a container 
and read out by members of the group in turn 
with no names attached so people can be honest 
in what they say. The facilitator can write them on 
a flip chart.

Name Ball Game
Stand in a circle, go around and each say your 
name. Try and remember as many as you can.

Now introduce the ball. Say someone in the 
circle’s name, make eye contact with them and 
throw the ball underarm to them, get this going 
as fast as you can. If anyone says the wrong name, 
hesitates, drops the ball they have to kneel down 
on one knee (if this is difficult for the group it 
could just be that they sit on a chair). If they do 
something wrong again, two knees, then sitting 
on their bottom on the floor, then lying on the 
floor. If someone who has had to kneel/sit/lie 
catches the ball next time it is thrown to them 
they can raise up a level. The aim is not to catch 
people out but to get the ball flowing around the 
circle as quickly and smoothly as possible.

Anyone Who…
Everyone sits on chairs in a circle apart from the 
facilitator who starts off in the middle. Explain 
that you are going to say something that is true 
about yourselves however you are always going 
to begin this statement with “Anyone who….” 
e.g. “Anyone who gets annoyed with public 
transport or anyone who likes the sunshine” 
(this can be anything, best to start open then 
you can specify it a bit more). Once the person 
in the middle has said this everyone in the circle 

Icebreakers
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who feels this statement is true about themselves 
must stand up and find another chair in the circle 
(tell them they can not return to the chair they 
were just in or go to the chairs either side of their 
chairs). Each time one person will be left in the 
middle and so the game continues. 



Brainstorming  – with stickers 
(individually, then group)
Purpose – to show how working individually to 
begin with can generate ideas.

Everyone writes down as many uses as they can 
think of for, e.g. foreign coins, old CDs, etc that 
no longer have any monetary value. Discuss the 
uses.

Acting out a contentious issue
Develop a scenario and invite participants to role-
play a particular part. One participant acts as the 
facilitator and everyone else acts different roles.

Example scenario
A development of new houses in a village.

Roles
Young person – needs a house and therefore in 
favour

Developer – puts the case for the development

Opponent – lives next door to proposed 
development and does not want it

Local official

This can be acted out in a circle. In the middle, 
one participant (e.g. the young person) will 
turn to each actor as he/she is persuaded by 
arguments.

Forum Theatre
Onlookers can be encouraged to get involved by 
questioning the actors.

Hot Seating
Participants are given the chance to ask questions 
of someone in a role as a particular person e.g. a 
developer as in the above scenario.

Drawing
Draw your ideal neighbourhood/space and talk 
about it to the group.

An Action Plan or Project Plan
Using a template (see below), participants 
complete the plan for a particular project or 
initiative.

Stakeholder Analysis
Using a template, participants decide who should 
be involved in a particular project or initiative, 
and how important they are to its success.

SWOT Analysis 
Participants decide on the strengths, weaknesses, 
opportunities and threats for a particular scenario 
e.g. their own local community and write them 
down on a flip chart. They can discuss the 
solutions and project development.

Mirroring
This helps people to be aware of each others’ 
feelings and to know each other. Couples match 
and reflect partner body language and voice in a 
conversation. 

Interactive Exercises
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You can use many different techniques to involve 
people in joint activities. Your choice will depend 
upon:

• 	 What you want to achieve by engaging with 	
a particular community

• 	 The culture and characteristics of that 
community – whether they are young people, 
older people, a mixture of ages, people with 
disabilities, people who are scattered across a 
wide area or all live in one place, people who 
have work or family responsibilities that make 
it difficult to participate

• 	 What brings that community together – 
communities of ‘place’ live in the same 
neighbourhood, communities of ‘interest’ 
share a common interest or experience (e.g. 
members of a disability support group, school 
pupils), communities of ‘identity’, for example 
young people, older people, or members of a 
religious group.

Community engagement activity can take place 
in many different ways. It can involve simply 
asking people to fill in a survey questionnaire or 
take part in a discussion group. Or it can mean 
supporting a group of people to set up their 
own community group or get involved in a local 
partnership, which is committed to long term 
activity. Often these techniques can be used in 
combination – for instance to reach different 
groups in a community.

In all cases feedback to the participants about 
what happened as a result of their involvement 
will encourage them to be engaged in the future. 
Feedback can be in the form of written reports, 
newsletters or short leaflets, articles in the local 
press, video recordings, web pages.

Here are some of the methods that can be 
used to engage with communities in particular 
circumstances: 

1. Public Event Techniques
Useful for when you want to reach a lot of 
people at one time and when you want to 
engage people of different ages and with 
different interests.

Often used for encouraging communities to 
identify priorities for their community and 
comment on future plans for their community.

You will need good reporting and recording 
systems to be in place. 

Community Conferences and Seminars
An open event for local people to receive 
information and to give feedback on issues, plans, 
strategies etc of shared interest. These one-off 
events can be used as a first step in developing 
more in-depth community involvement

Planning for Real
This gives local people a voice in how their 
community could look in the future and also gives 
professionals a clear idea of local people’s needs. 
It is a practical tool involving a map/model of a 
local area which people use to decide what needs 
to be done to improve their community. It can be 
used to tackle many issues such as housing, traffic 
or the living environment and both engages 
people and generates new ideas. Generally, 
community members are able to drop in to 
register their views over a few days.

Open House Event
Using a local venue, local people are invited to 
drop-in when convenient to gather information 

Community Engagement 
Techniques
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and share their views. Generally held over a few 
days to encourage as many people to come as 
possible. These events can be held in the open air, 
or as part of a community festival or event.

Interactive Displays
These offer people the opportunity to make 
comments and give feedback on information or 
options presented to them through the display. 
They can be a useful technique for involving 
people unused to consultation and can be used 
in different ways such as using stickers, comment 
cards and graffiti walls. Graffiti walls can prove 
an exciting way of gathering the views of young 
people. Again these can be put up sited in the 
open air, or at festivals and local events.

Future Search

An intensive meeting about future actions on 
a particular issue, this event can involve a large 
number of people for an extended period of 
time (say 2 days) to plan for the future. They 
work in small mixed groups from a wide range of 
partners to develop a shared understanding and 
commitment to implement the actions agreed.

Public Scrutiny
This can give people the opportunity to find out 
more about how public services are run and to 
ask questions about delivery. The scope can vary 
widely and preparation is needed to ensure any 
difficult issues are dealt with in a positive manner. 

Community Auditing and Profiling
This involves a range of different techniques 
to build up a picture of the profile, needs and 
experiences of a group of people or a community. 
It can also be used to explore one specific issue 
e.g. Health. Data gathering, focus groups, surveys, 
mapping, etc, can all be used.

2. Discussion Group Techniques
Useful for when you want to examine a particular 
issue in more detail, with the people that are most 
affected. Also useful for resolving conflicts or 
dealing with potentially contentious issues.

All these techniques will be more effective if 
you have an independent facilitator running the 
sessions.

Focus Groups
These are small group discussions of stakeholders 

that allow for in-depth information, discussion 
and views with regard to specific issues. 

Priority Search
Group workshops can decide from a list of issues 
on the most important and prioritise them in 
terms of impact, time and resources.

Scenario Planning
Often used in communities with specific difficult 
issues such as school closure, this looks to the 
future to examine the impact of decisions by 
setting up future scenarios and exploring the 
implications.

Conflict resolution
This involves bringing together people with 
conflicting views with the aim of educating and 
informing one another about their concerns. It 
can help to bring about agreement about how 
to address a contentious issue by encouraging 
people to air their worries in a positive 
environment.

3. Survey Techniques
Use these techniques when you need to gather 
strong evidence of community needs and views 
and when you want to reach a large number of 
people.

You will need qualified researchers to be involved 
in the design of the survey and the analysis of 
the results. Remember to feed back the results of 
your survey to participants.

Opinion Surveys
These involve people responding to a 
questionnaire either by completing a form or 
answering questions in an interview e.g. a door-
to-door survey. Questions need to be carefully 
designed. They will allow for extensive data 
gathering and analysis and will give a baseline 
against which to measure future developments.

Panel Surveys
This is an extension of opinion surveys where 
local people attend a panel meeting to discuss 
the information gathered in a survey. A question 
and answer session allows for a detailed plan to 
be developed, setting out priorities, solutions, 
responsibilities and resources

Participatory Rapid Appraisal
This uses a lot of techniques such as focus groups, 
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mapping and open events to appraise community 
views on particular issues. Designed and led by 
local people with official support, it should take 
place over an intensive period of say 2 weeks 
and allow the community to assess the issues and 
develop plans to address them.

4. Regular Involvement Techniques
Use these techniques when you want to track 
changes of opinion or how things are progressing 
over time. They are also good for ensuring that 
you have a good cross-section of views. These 
techniques require a commitment to invest 
resources over time

Citizen’s Juries
A small group of the general public meets on a 
regular basis over a short period to be informed 
about specific issues and then debate them. The 
format is broadly similar to a court case where 
evidence is presented and then questioned 
and discussed. Organised by an organisation 
that wishes to have public input on a particular 
decision, the outcome should be a set of agreed 
recommendations.

Citizen’s Panels
These involve a large representative sample of 
the local population who agree to participate in 
consultation. Surveys are answered on a regular 
basis by the whole group or by a targeted 
selection of panellists’, e.g. older people, and 
can explore a range of issues. Changes over time 
can be measured. Care must be taken to ensure 
the full panel is diverse and includes people 
of different ages, gender, ethnic origins and 
disabilities.

5. Community Capacity Building and 
Support
These techniques are usually used over a longer 
period of time with the aim of building the 
capacity of a community to be more cohesive and 
self-sufficient.

In the UK they are used as part of longer-
term regeneration programmes in the most 
disadvantaged areas, where community 
connections are weak and hopes for the future 
are low.

A clear commitment 
to fully involve the 
community is central 
to this approach.

Community 
Animateurs
Animateurs are 
used to promote 
and organise the 
participation of local 
people in activities 
that will help to 
make positive improvements to their community. 
They provide a focus for increasing involvement 
and are recruited from the local community for a 
fixed time period and with an identified role by a 
managing organisation. They are given training 
and maybe payment, thus increasing local skills 
and employment.

Community Visioning and Action 
Planning
This involves a group coming together in a 
conference or series of workshops to develop 
ideas about what their community would ideally 
look like. A vision is agreed and then the group 
will develop an action plan to bring it about. This 
is a positive partnership approach that can be 
used for a local area or specific issues.

Partnership Working
This involves a long-term commitment to 
engaging with communities. It requires using 
many participation techniques and allowing 
communities to influence decisions.

Action research
Local people carry out their own research into 
the needs of their own community. With ongoing 
support, training and funding, they design 
their research, how to conduct it and then do 
it themselves. It can involve the community 
positively, build community skills and ensure good 
participation and ownership of any activities 
agreed.

Participatory Evaluation
This process focuses on involving all key 
stakeholders in assessing the performance 
and achievements of an organisation, project 
or initiative. They jointly set the aims of the 
evaluation and decide how it will be carried out. 
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6. Using the Arts
These techniques are exciting and creative ways 
of involving all ages and can be particularly 
effective with young people or people unlikely 
to attend public meetings or more formal events. 
You can get professional artists involved for 
larger projects (e.g. drama workshops in schools 
or local communities).These are very powerful 
techniques for increasing the confidence of those 
less likely to be involved in community activities.

Graphic recording
This uses pictures, photographs or symbols to 
display information about an issue or to record 
discussions at an event. During the discussion 
one person, who could be an artist, records it 
visually. Graphics can be used with anyone but are 
especially useful when working with people with 
either a physical or learning disability or with 
people who speak a different language.

Story Dialogue
This helps to create awareness and understanding 
by encouraging all participants to talk about 
their own views or stories. It should be non-
judgemental and can be a useful first step in 
bringing people together.

Participatory drama
This promotes interest and understanding in 
issues by using theatre approaches. A play can be 
developed and acted by local people to explore 
their local area or specific issues. A community 
audience can also be encouraged to participate in 
the event. 

Another approach is to introduce a scenario and 
engage people in the issue by asking them to act 
out roles within that scenario e.g. A local housing 
development: people can role-play the residents, 
the developers, local officials etc and act out the 
issues and arguments.

7. Lobbying and Campaigning
These techniques are useful when you want to 
influence those making policy or other decisions 
that will affect a particular community. In most 
countries, these techniques are considered a 
legitimate part of local governance. 

Letter writing and Petitions
Gathering a large number of signatures on a 
petition to present to those making decision can 
help emphasis the strength of feeling among the 
community on a particular issue.

Delegations and Policy negotiations
There are many opportunities to voice the views 
of the community you are representing directly 
to the people making decisions. This can be done 
by asking for a dialogue, or by taking advantage 
of consultation processes already set up by the 
organisations or institutions you are trying to 
influence.

Demonstrations
Public events, speeches, marches, demonstrating 
outside offices can all attract the publicity 
that is an essential element of all campaigning 
techniques. This can be particularly effective if you 
want to highlight the needs of a particular group.

Direct Action
Those who believe that conventional methods to 
achieve social and political change are slow and 
inadequate often rely on direct action, a tactic 
of confrontation and disruption intended to 
attract and arouse public awareness and action. 
For example, staging a sit-in or boycotting goods, 
or lying down in the road to stop traffic. Illegal 
actions (e.g. damage to property) have been 
associated with this type of activity. If you are in 
any doubt, you should seek legal advice before 
taking direct action. 

Using the Media
Most campaigning and lobbying techniques 
depend upon the issues being taken up by the 
media to raise awareness and pressurise the 
decision-makers to respond. Contacts with the 
press, radio and TV whether at local or national 
level will help. 

Most successful national campaigns employ 
professional communications and public relations 
people. However, local campaigns can gain much 
publicity by ensuring good relationships with 
their local newspaper or radio. 
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Levels of participation are often described as a 
ladder of participation with fi ve steps. This is a 
customised	approach	–	there	is	progression	up	
the	ladder	from	poor	to	good	participation.	Most	
practitioners now accept that different levels 
of participation are appropriate in different 
circumstances. 

The key lesson is that we should be clear what 
level of participation we are aiming for, and to 
communicate this to the potential participants. 
Having a framework for the different levels of 
involvement can help us understand what we 
are aiming at and help us to choose the right 
techniques for involvement. 

Inform
Participation goal:  To provide community or group with 
information and assist them to understand the problem, 
opportunities, possible solutions

Consult
Participation goal:  To obtain feedback from a community or 
group on analysis, options for action or decisions

Involve
Participation goal:  To work directly with a community or group 
throughout the process of a project or activity to ensure that 
views and concerns are consistently understood and considered

Collaborate
Participation goal:  To include representatives of the community 
in	the	decision	making	process	–	developing	alternatives	and	
preferred solutions

Empower
Participation goal: To place the fi nal decision making in the 
hands of the community or group

Increasing Level of Involvement

Inform:  Adults organise a series of activities 
for young people, publicising the activity and 
encouraging them to come along.

Consult:  Ask the young people from time to 
time what sort of activities they would like to see 
happening in their neighbourhood.

Involve:  Include the views of young people in 
the running of a youth centre, using a variety 
of techniques to ensure that they can feedback 

how things are going and their ideas for 
improvements.

Collaborate:  Include young people on the board 
of the organisation where decisions are made on 
the running of the youth club.

Empower:  Young people run the youth club 
themselves entirely, asking for adult assistance 
when they need it. 

Example: setting up a youth club for young people’s activities
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Stakeholders whose 
actions can affect the 
outcomes of the project, 
but they don’t stand to 
gain or lose

Possible partners
Keep involved and informed  
  

Stakeholders whose 
actions can affect the 
outcome of the project 
AND they stand to gain 
or lose  

Key partners 
Engage closely

Stakeholders whose 
actions do not affect the 
success of the project, and 
they do not stand to gain 
or lose much

Not likely to be partners  
  

Stakeholders who stand 
to gain or lose a lot, but 
whose actions will not 
affect the success of the 
project

Possible partners
Keep informed 

LOW HIGH

In
fl u

en
ce

Interest

LO
W

H
IG
H

It is important to any project to identify those individuals and organisations 
who will affect or be affected by the project, and those who will not.





This is a guide to the usual contents of a business 
plan. Not all business plans are exactly the same 
but all need to contain the basic sections that 
explain who you are, what you are doing, why 
you are doing it and how you will achieve it. 

There are many examples of how to write business 
plans on the internet, e.g. businesslink.gov.uk or 
similar organisations in other European countries.

Creating a Business Plan

Resource Sheet

Contents of a Business Plan

1. Executive Summary
A page or two written after the plan is complete

2. Organisational Profile
Who you are, what do you do, where are you 
based, etc. Include partner organisations if 
appropriate

3. Background
– to your services/projects, etc

4. Needs Analysis 
– of your service users/community

•	 Data/statistics

•	 Competition/market analysis

•	 Strengths, Weaknesses, Opportunities, Threats 
(SWOT Analysis)

5. Feasibility Study
Can you achieve what you want?

6. Strategic Plan
•	 Vision 

•	 Aims 

•	 Objectives

7. Operational/Action Plan
Timescales, lead responsibilities and other details. 
This will be the tool by which you can monitor 
your progress.

8. Risk Assessment
What obstacles might you meet to your plans and 
how will you deal with them?

9. Finance
Income and expenditure, balance sheet etc

10. Other plans/protocols 
•	 Marketing

•	 Human resources

•	 Quality Assurance 

•	 Monitoring and Review

•	 Evaluation

•	 Others if your plan requires them

11. Measures of Success
Identify results that you can measure and the 
timescale for achieving these results; for example 
how many people will you help in the first year, 
how many communities will you work with, etc.  





This Action Plan Template can be completed to 
provide an implementation plan for any project, 
including community participation events.

Developing an Action Plan follows on from the 
strategic and business plan (see page 13) and 
agreement of aims and objectives. It details exactly 
how you are going to achieve your objectives and 
breaks down activity into specifi c tasks.

It is important to be clear about the outcomes 
that you are trying to achieve with these activities 

–	and	to	check	back	that	you	have	achieved	them!

The timeframes for Action Plans will depend 
on the nature of the project. An Action Plan 
for a community participation event will cover 
the planning, implementation and follow up 
associated with the event. An Action Plan for a 
longer term project (e.g. fi nding and equipping 
a community building) will be a much more 
complex document (that will evolve over time) 
covering possibly a number of years. 

Action Plan Template
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Area of Activity:
 what needs                            
to be done? 

Tasks: 
how will it be 

achieved?

Who will     
do it?

What 
resources 
are needed?

When will it 
be done by?

What is the 
outcome?





1. What is the purpose of the session?
• 	 Write down the purpose of the session and 

what you are trying to achieve

• 	 Be clear how the particular workshop session 
contributes to your wider aims

• 	 Write the purpose of the session at the top 
of the programme for the workshop, and 
complete the programme by working through 
all the questions

2. Who is the session aimed at – 	
who/which groups should attend?
• 	 Make a list of the people you are going to 

invite or the sort of people you would like to 
come to the event

• 	 Decide how you are going to invite them 
(publicity, personal invitation)

• 	 Write the invitation, being clear about why 
they might want to come to the session (what 
is the benefit for them?)

3. What are the key elements of the 
session?
Your programme will depend on the purpose of 
the session and the people who will be attending. 
You will probably always include:

• 	 Introductions 

• 	 Purpose of the session – does everyone 
understand?

• 	 Ground rules

• 	 Interactive exercises (gathering views and 
information)

• 	 Interactive exercises (generating ideas and 
solutions)

• 	 Conclusions and next steps (including 
feedback following the session)

• 	 Evaluation of the session.

4. Exactly how am I (are we) going to 
run the session?
You need to decide the exact details of the 
programme:

• 	 What is the right time to run the workshop 
for this group?

• 	 Do you/they need any special facilities or 
equipment?

• 	 Who is going to do what?

• 	 Exactly how are we going to organise each 
element of the workshop (e.g. in small groups 
working together/ individually/as a full 
group)?

• 	 How long will each element of the session 
take?

• 	 Have we programmed in enough breaks?

• 	 Will people have enough opportunity to 
express their views and take part?

5. What resources do I need?
• 	 Contact with people who may want to attend 

– letter of invitation/notice/press release 

• 	 Registration form to collect information about 
participants (including any special needs)

• 	 Copies of programme (either to hand round 
or send out in advance)

• 	 Venue with enough space and with facilities 
you need

• 	 Refreshments
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• 	 Number of facilitators/helpers

• 	 Are there likely to be people with special 
needs? What arrangements will they need?

• 	 List of equipment and props for each element 
of the workshop – e.g. flipcharts, pens, 
projector, equipment for exercises, etc 

• 	 Evaluation sheet (to collect views on what 
worked well and what not so well)

• 	 Who is going to make sure that all these 
resources are in place?

6. What style and approach will be 
most successful?    
The success of community engagement events 
often depends on getting the ‘feel’ of the session 
right, as well as the actual content. For example, 
young people will want to be very active. Other 
groups may need more encouragement to take 
part. In general, informal settings and a sense of 
fun will help people to feel more comfortable 
about participating. 

 

 




