
21 Questions when Preparing for Participatory Workshops 
and Learning1

1 Why?  
 

What is the purpose? Who determines it? What experience, 
sharing, analysis, learning or other end is sought? 

2 How does it fit? How does the workshop fit into longer-term processes of 
learning and change? If there are no such longer-term 
processes, should you undertake it at all? Or should you 
negotiate with the sponsors for commitment to make it fit? 

3 Who and how many?  Who will the people be? How should they be selected, and 
against what criteria? How many should there or will there 
be? 

4 What expectations?  What will they expect? How can you find out?  
5 How participatory? What sort of process? How participatory can and should it 

be? How much can participants do themselves? 
6 What is your part? What is your role and contribution? Trainer, facilitator, co-

learner...? 
7 Who else? Who else could, should or will help, take part or co-

facilitate? 
8 Where? What venue should be sought, against what criteria?  
9 When?  When should it be? How long should it take? What should 

the timetable be for preparations?  
10 Finance What will it cost and how will it be paid for? What 

allowances, if any, will participants expect and receive, 
and who will pay for these?  

11 Programme  With whom, where, when and how should the programme 
be planned? Who should be consulted? 

12 Languages What languages will be used? Who may be marginalized 
by language? What can be done about it? Are interpreters 
needed? 

 13 Logistics  
 

Who — not a facilitator and not a participant — will 
handle travel and logistics? Arc extra support staff needed? 

14 Materials and equipment  What will be needed — materials, equipment, transport?  
15 Participants’ preparation What should be sent to participants in advance? What 

should they do in advance? 
16 Local liaison Do arrange need to be made with a local administration, 

local communities or other Who should make these? 
17 Outputs What outputs will there be? A written record? A report? A 

video? Notes? If so, who will be responsible and what will 
be the Later value, circulation and use of the output(s)?  

18 Follow-up What follow-up can and should there be? With 
participants? With their organizations? Locally, with 
administration, communities and organizations? 

19 Your preparation What do you need to do to prepare? When and how can 
you do this? What help do you need?  

20 Flexibility What is best left unplanned? 
21 What is missing from this list? What else should you be thinking about and preparing for? 
 
                                                 

1 From Chambers 2002, Participatory workshops: a source book. Earthscan Publications. London. 


