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Section A:
Introduction and instructions

A1. Introduction

The Government is committed to involving and empowering ordinary citizens. Now the 
Government wants suggestions on how it can make this commitment a reality through the 
Empowerment White Paper, due to be published in Summer 2008.

•	 What kind of democracy do we want to live in?

•	 How much power should central government have and on what issues?

•	 How much power should local government have and on what issues?

•	 How much power should local communities have and on what issues?

•	 Which decisions should be made locally?

These are the types of questions we want answered through this pack. The Department for 
Communities and Local Government is keen to encourage local ‘grassroots’ groups to get 
involved in the debate about empowerment.

About this pack

Community-based events provide an excellent way to gather and discuss comments and 
suggestions on empowerment. This Power Pack contains information on how to run an 
event around the issue of empowerment, as well as background to the issues and how to 
feed back your views, go to:

•	 Section A2 for detailed steps by step guidance on how to use this pack.

•	 Section B for the background on the White Paper and the consultation.

•	 Section C for the questions we would like answered through this consultation

•	 Section D for details on suggested activities that you could do as part of the 
consultation

•	 Section E for some suggested event agendas.

•	 Section F for checklists a glossary and other supporting information.

This Power Pack is a collaboration between the Department for Communities and Local 
Government and the independent, not for profit organisation Involve, which can provide 
further advice on how to run your events.
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Section D
Suggested activities

D1. Practical advice on running events

This section provides some practical advice on how to run an event. Section D1 contains 
advice on how to run events in general. Ideas for specific consultation activities are 
described in Section D2. We have tried to write this guidance in a clear and simple way 
giving you space to develop your own approach based on your unique situation.

D1.1 Venue

Think carefully about the venue you choose, and try to find a space where people will feel 
comfortable. A ‘neutral’ space is often a good choice. When you set up the meeting try 
to avoid a traditional lecture or classroom style set up of tables and chairs with everyone 
facing the front. This layout often creates a division in the room between ‘important voices’ 
and ‘audience’. Instead get participants to sit in a circle or around small tables.

If it is possible, make the room as inviting as possible by providing teas and coffees, 
welcome signs, and any appropriate decorations. Many facilitators like to make the room 
look and feel like a café rather than a meeting room. This creates a less divisive, more 
relaxing atmosphere, and sets expectations of engaging in conversation rather than 
listening to speeches.

D1.2 Discussion style

We suggest that you try to facilitate the meeting rather than get someone to chair it. 
Simply put this means being less controlling and helping the group to take the centre stage.

Facilitation means supporting groups to work effectively together and to involve all 
participants in a meaningful way.

The role of the facilitators is to:

•	 Set discussion tasks

•	 Keep people to task and time
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•	 Make sure everyone has their say

•	 Writing up notes and feeding back views to Communities and Local Government.

Ideally you would have one facilitator per 10 people, but many of these activities are quite 
easy for groups to do without support so you can run them anyway.

D.1.3 Event planning tips

It is important to prepare an agenda for your event in advance. It should contain clear 1.	
objectives (so everyone has shared expectations of the day) and a realistic time frame.

When you are planning your event try to keep it simple. Complicated processes are 2.	
more likely to go wrong, especially if you don’t have much experience.

If you will be asking your participants to work in small groups without a facilitator be 3.	
sure to prepare clear written instructions for each breakout session.

You should prepare your questions in advance. Good questions are the foundation of 4.	
a good consultation event. Try to ask open-ended questions that allow the discussion 
to keep flowing. For example questions beginning with ‘How’, ‘Where’, ‘What’ or ‘In 
what ways’. Avoid asking closed or leading questions.

Plan in advance how you will record people’s views and how and when you will feed 5.	
back your results to Communities and Local Government.

D1.4 Facilitation tips

Early on the day, make sure to set clear ground rules. The ground rules will help you 1.	
ensure that everyone has the chance to speak and that you keep to your timetable.

If the group hasn’t worked together in the past you should run an icebreaker exercise to 2.	
get discussion going and to encourage a safe atmosphere for discussion.

As a facilitator you should use probing questions to explore statements that participants 3.	
make. For example you could ask: ‘What experiences make you feel like that?’  
‘Can you give an example?’ ‘What do you mean by …?’ ‘Do others agree with what 
was just said?’

Facilitators should not pick up on any side of the discussion or make judgements on 4.	
what is a right or wrong view. They use questions rather than statements to take the 
discussion forward and try to avoid leading questions.
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11.30 – 12.00 Small group discussion (Group work)

Participants break into small groups of 4-6 people and look at the 
following questions:

•	 What would be the ideal role you would like to play in your 
area?

•	 Which decisions would you like to influence?

•	 How often would you like to get involved?

•	 Which decisions are you happy for elected representatives to 
take on your behalf?

The key thing is to encourage creative thinking in this session. 
Start by brainstorming rough ideas for ten minutes and spend 
the rest of the time fleshing out ideas and identifying which ideas 
have widespread support.

A volunteer from each group should take notes of the areas of 
agreement around the desired future. The group should identify 
the top five principles that they want to share with the wider 
group. Someone from each group should also volunteer to 
present back to the whole group. 

12.00 – 12.20 Reporting back (Plenary)

The groups report back in turn and outline the key things they 
would like to see in the future in terms of power and decision 
making. The findings are written on flip charts on the wall marked 
‘The Ideal Future’. There needs to be a gap between these 
flipcharts and the ‘Today’ charts.

12.20 – 12.50 Identifying gaps (Plenary)

The facilitator asks the participants to think individually for two 
minutes what they think the key gaps are between the desired 
future and the current reality. They should write up their thoughts 
on post-its (one thought per post-it).

These post-its are gathered in by the facilitator and placed on 
flipcharts between the ‘Today’ and ‘Desired Future’ sheets. 
The post-its should be grouped as they are gathered in so the 
facilitator needs to ask the participants for advice where to place 
each post-it in relation to previous ones.

As clusters of post-its emerge they should be named. 

12.50 – 13.00 Prioritisation (Plenary)

Each participant is given four sticky dots to mark the gaps 
between present and desired future that they think are most 
significant and that should be the government’s priority. All four 
dots can be used on one gap or they can be spread out. 
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13.00 – 13.45 Lunch

Graffiti wall in place over lunch.

13.45 – 14.10 Small Group Brainstorm (Group)

The facilitator identifies the top five gaps. The participants split 
into five groups and each group will look at one gap and how it 
might be overcome The group will brainstorm for five minutes 
around the following questions:

•	 What could government do to overcome this gap?

•	 What could other groups do to overcome this gap?

The goal is to identify what actions government should take.

Once the groups have brainstormed they will agree amongst 
themselves which five actions they will present to the wider group. 
A volunteer from each group should take notes of the key actions. 
Someone from each group should also volunteer to present back 
to the whole group.

14.10 – 14.30 Reporting Back (Plenary)

The groups report back in turn and outline the key five actions 
they think government should take based on their previous 
discussion. The actions are written up on a flip chart.

14.30 – 14.40 Actions Discussion (Plenary)

The facilitator should check to ensure that everyone understands 
the actions as listed and should also check if there is significant 
overlap anywhere. If so these actions should be merged. 

14.40 – 14.50 Prioritising Actions (Plenary)

Each participant is given four sticky dots to mark the actions that 
they think would make the most difference and that should be the 
government’s priority. All four dots can be used on one factor or 
they can be spread across several actions.

14.50 – 15.05 Break

Participants are encouraged to look at the results of the previous 
exercise. Graffiti wall in place over break.
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15.05 – 15.25 Small group discussion (Group work)

Participants break into small groups of 4-6 people and look at 
one of the White Paper Themes in more detail. You can have four 
groups (one for each theme), or all groups can look at the same 
theme depending on the interests of your participants. You can 
also ask your participants to self organise and form groups around 
the theme that they are interested in.

The different groups will look at the following questions: 

Theme 1: Encouraging active citizenship

•	 Is community empowerment important in order in encourage 
and support people to be active citizens?

•	 If so how could government best encourage and support 
citizens to be active?

•	 How could government best encourage ordinary people 
to take up civic roles, such as being a magistrate or local 
councillor?

•	 Are there any good examples that government should know 
about?

Theme 2: Improving local public services

•	 Is there a role for community members in improving local 
services?

•	 If so how could government best support community members 
and consumers to improve local services?

•	 How can government give social housing tenants more choice 
and voice in their housing situation?

•	 Are there any good examples that we should know about?

Theme 3: Regeneration and worklessness

•	 Is there a role for the community in tackling worklessness?

•	 If so how could government best support communities to 
tackle worklessness?

•	 Are there any good examples of this that government should 
know about?
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15.05 – 15.25 Theme 4: Strengthening local accountablity

•	 Is there a role for community members in holding local services 
and public bodies to account?

•	 If so how could government best support community members 
to hold local services and public bodies to account? 

•	 Do you agree that more is needed strengthen local leadership?

•	 Do you agree that we need to increase opportunities for local 
communities to hold public officials and representatives to 
account? How do you think this could be done?

•	 Are there any good examples that we should know about?

A volunteer from each group should take notes. Someone from 
each group should also volunteer to present back to the whole 
group.

15.25 – 15.35 Reporting back (Plenary)

The groups report back in turn and outline if they think there is a 
role for the community to play in the theme they discussed , what 
that role might look like and how government might best support 
that role. The findings are written on a flip chart. 

15.35 – 15.45 Common themes (Plenary)

The facilitator invites the participants to identify any common 
views across the different groups. If a comment or view point is 
shared across groups it should be noted as such. 

15.45 – 16.00 Bringing it all together (Group)

The facilitator should remind participants of the results of their 
activities over the day. Participants should then split into groups of 
between four and eight people.

The groups should discuss and agree the top finding of the day.

The groups should consider the question:

•	 If you were in charge and could make a decision to prioritise 
just one of the options discussed today, which would it be and 
why?

The recorder should report the majority view but also note the 
minority views. These notes will be gathered up and fed back to 
Communities and Local Government.

16.00 – 16.15 Conclusions (Plenary)

The facilitator summarises the key trends and results of the event 
and explains the next steps. Participants are asked to ‘vote with 
their feet’ to indicate if they enjoyed the event.

16.15 Close
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Section F
Venue checklist

Before the event

•	 Make sure the venue is appropriate for your participants. Avoid venues where 
participants may feel uncomfortable or defensive.	

•	 Confirm venue booking well in advance.

•	 Check whether venue allows rearrangement of room to suit your event. For example 
are you allowed to stick flipchart paper to the walls if your activities require this?

•	 Confirm any speakers, facilitators and workshop leaders well in advance.

•	 Write up invitees list, try to be as inclusive as possible.

•	 Send invitations out by email, post or consider if it is more effective to phone or to 
speak in person.

•	 Confirm places with respondents to invitations.

•	 Ensure that any presentation or multimedia elements are arranged well in advance 
and that the venue knows about your needs.

Day before event

•	 Send a reminder email or make a phone call to confirmed attendees the day before.

•	 Print up all background sheets and other resources requires.

•	 Ensure that everyone involved in organisation of the process has a clear idea of the 
roles they will be asked to perform on the day and when.

•	 Give someone the role of making participants feel welcome at the start and to 
answer any questions people may have.

•	 Check technical equipment including recording and sound equipment.

•	 Ensure that all facilitation materials you may provide are transported to the venue.

•	 Ensure that the room is set up appropriately for the event.




