1.10 Planning checklist

Try to answer these questions ahead of each session you are organising. Why not photocopy this table?

ISSUE HAVE | THOUGHT ABOUT... ANSWERS / THINGS TO DO

The people Who will be in the group?
involved

What sensitivities might the leaders have?
Do I need to speak to them? Have I?

Who is likely to dominate the session?
How will I/other leaders manage this?
Have | spoken to the other leaders about this?

Leading the | Who should conduct the session?
session

If  am leading it, can | get someone from the
group/organisation to help me? Who?

Have | gone through the key messages with them?
If they can read, have | given them a photocopy of
the basic key messages on pages 35-36?

What will their role be?
Have | discussed this with them?
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Planning checklist (continued...)

Timing What is the best time/day of the week to work with
this group?

Roughly how long will I have with the group before
they get bored or need to leave to do something
else?

Which issues, in addition to registration
information, do | definitely need to deal with?
(e.g. the participation of women)

Location Where will the session be held?

Is this space safe, and does it have any connection
with any political authority?

Will anything about the location prevent people
from hearing or seeing properly?

What will I do if they can’t hear or see?

What might distract people?
How will | deal with possible distractions?
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