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Below are two complementary tools that can be used to plan participatory CIS system mapping workshops and other events with CIS actors. This first gives an overview of the complete series of events while the second is used for more detailed planning of each event.

TEMPLATE FOR PLANNING A SERIES OF EVENTS

This template can be used to outline the CIS mapping workshops and other events to be held during Stages 3 and 4 and record any important learning points. Use the Milestones in Participatory Systems Mapping (see Stage 4 guidance) to help visualize this journey and set objectives that can be used to measure progress. The facilitation team should review progress at regular intervals, check their assumptions, and revise the series of events based on the learning to help CIS actors progress on their journey towards greater cooperation and collaboration.     


	Event number

	Type of event
(workshop, meeting, forum, etc.)
	Event’s planned objectives
	Summary of learning from event
(filled-in after the event)

	Event 1

	
	Objective 1:
Objective 2:
Objective 3:
Etc.
	Learning 1:
Learning 2:
Learning 3:
Etc.

	



	
	
	

	



	
	
	






PLANNING EACH WORKSHOP OR OTHER EVENT 

This form can be used to guide the planning of a participatory mapping workshop or other event with CIS system actors.

	Planning element
	The plan for the workshop

	Review of past experiences and prevailing conditions in the CIS system
	Any new workshop should build on what has already happened. Summarize in this section the information that you have considered from previous events or previous Stages, so that you can use it to build on what has already happened and make any adaptations necessary.

	Workshop Objectives 
	Define the workshop objectives. These should be clear statements describing what outcomes you hope will be achieved from the workshop. Use the milestones described in Stage 4 to help you plan objectives to advance the CIS actors along the journey towards cooperation and collaboration to improve the CIS system.

	Who should participate?
	The choice of participants depends on the specific objectives of the workshop. You may decide that not all key actors are necessary for a particular workshop, or that actors in addition to those considered “key” may help to achieve the specific objectives of the workshop. The list of participants should adapt to suit the objectives of each workshop.

You may find it useful to refer back to the Influence-Relevance Matrix from Stage 2 and revise it to help you identify the participants for the workshop.

	Who should carry out preparation and facilitate the workshop? (workshop partners)
	Consider whether partners can help prepare and facilitate workshops. These partners might be permanent actors in the CIS system or other organizations and institutions seen as ‘outside’ the CIS system. Factors to consider include: 

· How partnering with CIS actors will help you to achieve the objectives of the workshop. Inputs from sector experts may be critical. Alternatively, CIS actors may see you as a potential funder or advocate for a particular group, and so you may need to find someone who is seen as more neutral among the CIS actors.

· In later workshops when CIS actors are used to the process and have established significant levels of trust in each other, there may be opportunities to pass on some of the preparation and facilitation responsibilities to them. This will help build the ability of permanent actors to organize, convene and facilitate multi-stakeholder coordination meetings themselves in the future.

	What exercises to use?
	Based on the objectives you set for the workshop, you must choose appropriate exercises to help steer the process. Beyond the mapping exercises described in this guidance document, the following documents, located under Step 6 Participatory Market Mapping of Practical Action’s PMSD Roadmap, present a range of possible exercises to choose from*:

· Participatory Market Mapping Facilitator Guide

· Supplementary Guidance Note: Workshop Exercises 

These guidelines were developed for market systems development and may need to be adapted for use in CIS system development. Exercises are not substitutes for good facilitation. In the hands of a good facilitator, however, they are powerful instruments to help channel workshop activities towards achieving the objectives that have been set.
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