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Checklist for Creating a Participatory Environment 

Climate and Environment 
· Is the location a place where people feel comfortable? 

· Is the meeting site accessible to everyone? If not, have you provided for transportation or escorts to help people get to the site? 

· Is the space the right size? Choose a room size that matches the size of your group and enhances the atmosphere you want to create. If necessary, is there room for people to move from a large group to smaller groups. 

· Is the room well lit? Is there any natural lighting?

· Can the temperature be adjusted?

 Logistics and Room Arrangements 

· Are chairs arranged to encourage discussion, equality, safety and familiarity.

· Are their places to hang newsprint and can you use tape without damaging the walls?

· Is an easel available?

· Is there enough space so that you can keep important material visible instead of removing it? 

· Do you have a sign-in sheet?

· Do you have name tags, marking pen?

· Are there tables for people to use?

· Have you identified who is bringing the refreshments?

· Are there outlets for heated beverages?

· Can you set things up so people can get food without disrupting the meeting?

· Do you need a microphone? Video cameras? LCD projector? 

· Do you have someone who can help you with any technical difficulties and can test your equipment before you start?

· Have you identified what materials/methods you will use to acknowledge people's accomplishments?

Adapted from “Developing Facilitation Skills,” in Community Tool Box—Bringing Solutions to Light. 
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