Chapter 4/Step 3
Planning Checklist for a Community Meeting  

Purpose: This checklist reminds you of things to take into account when you are scheduling and preparing for a community meeting.
Instructions:  Take time to review the items on this list as you get ready for a community meeting.

When planning a meeting and inviting participants it is important to consider the following:


Participants


Who has been invited and how many participants do you estimate will attend? 


When? 


The time, date and length of the meeting should be convenient for the invitees.  This may seem obvious, but many teams continue to schedule meetings at times that are convenient for them but not for community members.  This can limit participation.  Additionally, community members should be invited with ample time before the meeting to be able to plan to attend. 

· Where?
In some cases, there is little choice of venue as there are a limited number of community meeting places.  When there is a choice, the team should consider who “owns” the space, physical accommodation (too big or too small? Too hot or cold? etc.), whether it is accessible, whether weather or other conditions would affect the adequacy of the space, etc.    


Agenda

What are the objectives of the meeting?  Which topics will be covered? In which sequence will topics be introduced?  How much time will be dedicated to each topic? Is the time allocated sufficient and in line with meeting priorities and objectives?


Speakers/facilitators

Who will run the meeting? Who will be asked to prepare and/or present information for the meeting?   


Methodology/tools/techniques

How will participation be encouraged and supported?  

(See the Facilitator’s Guide for details on group size, facilitation techniques and methods and other related information.)


Documentation of meeting process and outcomes

It is helpful to document what happens during meetings for many reasons, including:

· to help participants and others learn from experience

· to orient new participants on what has happened in the past

· to resolve disputes or misunderstandings about decisions or actions

· to serve as a resource to evaluate programs

· what others can you think of?

There may be times when communities will not want to record their meetings, particularly if they do not trust how the information will be used and live in a context in which the information could be misconstrued or used against them. For example, one community participating in the Warmi project did not want its discussions about family planning included in the notebook that recorded all of their meeting proceedings because they were afraid that others in and outside of the community would learn of their interest in these services.  When program staff spoke with women’s group members about the advantages of having the meetings documented, the women agreed on the condition that the notebook remain with them in their community and that they control it.  Program staff agreed to this and the meeting proceedings continued to be documented.  

In some settings, people do not traditionally document history through writing but may recount history orally through stories, songs or other means.  If writing is not something that comes easily to the community (or your team), there are other ways to document meetings including tape recording, video, drawings, etc.  Helping program staff and participants learn to use a tape recorder, if one is available and practical, may help to facilitate documentation of many of the qualitative aspects of community mobilization and capacity building.  The tapes can later be transcribed if necessary. 


Materials needed

The materials needed will depend on the methods that will be used.  Many  facilitators ensure that paper, markers and tape (or other ways to hang up paper such as nails) are available.  Additionally, you will need to review each session of the agenda to determine whether other materials need to be prepared.     

NOTE:  TOOL LOCATED IN “Organize – Getting to Know the Community” folder

