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D6.1 Sample Agenda: Official Launching Workshop 

Date: 08 July 2007 

Venue: Hatsady Tai Communal Meeting Room, Vientiane, Laos

Objectives of the workshop:  

 To present the project idea and HCES planning procedure to the community 
 To get basic approval by community for the HCES planning procedure 
 To conduct a rapid urban environmental assessment for the area 
 To identify the main stakeholders and stakeholder groups in the community 

Expected outcomes: 

 Community endorsement of the HCES planning approach 
 Problem statements for the different areas of interest (water supply, sanitation, 

drainage, solid waste, socio-economic situation) 
 Maps with identified problem hot-spots 
 List of relevant stakeholders in the community, their interests and an importance-

influence matrix 

Programme:

Date: 08 July 2007 at Hatsady Tai Communal Meeting Room 
TIME ACTIVITY REMARKS
08:00 Arrival of participants 
08:30 to 08:45 Opening remarks, presentation of workshop 

programme and objectives 
Introduction and presentation of participants 

Opening remark by Naiban  
Presentation of WS programme by URI 

08:45 to 09:30 Short presentation of HCES planning 
procedure, discussion and agreement on basic 
HCES principles 

Presentation: Eawag (with support of 
URI)
Facilitator of discussion: URI 

09:30 to 10:00 Coffee Break

10:00 to 11:00 Group work:  
(1) Rapid Urban Environmental Assessment 
(including mapping) – 
Group 1: Socio-economics 
Group 2: Water supply 
Group 3: Sanitation and drainage 
Group 4: Solid waste 
(2) Participatory stakeholder analysis 

Individual groups discuss problems in 
Hatsady Tai and summarize them in a 
main problem statement. 
Maps of the area will be provided. 
Each group discussion is facilitated by 
one external facilitator (URI, Nat. Univ.) 

11:00 to 11:30 Presentation of group work results to the 
plenary, discussion 

Done by selected community members 
Facilitator of discussion: URI 

11:30 to 12:00 Vote of thanks and closing remarks, aperitif  

 

 
 
 

D6.2 Sample Agenda: Official Launching Workshop 
 
 
Date: 08 July 2007 

 

Venue: Hatsady Tai Communal Meeting Room, Vientiane, Laos 
 
Objectives of the workshop:  

• To present the project idea and HCES planning procedure to the community 
• To get basic approval by community for the HCES planning procedure 
• To conduct a rapid urban environmental assessment for the area 
• To identify the main stakeholders and stakeholder groups in the community 

 
Expected outcomes: 

• Community endorsement of the HCES planning approach 
• Problem statements for the different areas of interest (water supply, sanitation, 

drainage, solid waste, socio-economic situation) 
• Maps with identified problem hot-spots 
• List of relevant stakeholders in the community, their interests and an importance-

influence matrix 
 
 
Programme: 
 

Date: 08 July 2007 at Hatsady Tai Communal Meeting Room 
TIME ACTIVITY REMARKS 
08:00 Arrival of participants  
08:30 to 08:45 Opening remarks, presentation of workshop 

programme and objectives 
Introduction and presentation of participants 

Opening remark by Naiban  
Presentation of WS programme by URI 

08:45 to 09:30 Short presentation of HCES planning 
procedure, discussion and agreement on basic 
HCES principles 

Presentation: Eawag (with support of 
URI) 
Facilitator of discussion: URI 

09:30 to 10:00 Coffee Break  
 

 

10:00 to 11:00 Group work:  
(1) Rapid Urban Environmental Assessment 
(including mapping) – 
Group 1: Socio-economics 
Group 2: Water supply 
Group 3: Sanitation and drainage 
Group 4: Solid waste 
(2) Participatory stakeholder analysis 

Individual groups discuss problems in 
Hatsady Tai and summarize them in a 
main problem statement. 
Maps of the area will be provided. 
Each group discussion is facilitated by 
one external facilitator (URI, Nat. Univ.) 

11:00 to 11:30 Presentation of group work results to the 
plenary, discussion 

Done by selected community members 
Facilitator of discussion: URI 

11:30 to 12:00 
 

Vote of thanks and closing remarks, aperitif  

 
 

Summary: This tool is a sample agenda of a launching workshop. It shows the main items that 
should be discussed and provides a suggestion of how the event can be structured. Using the Word 
document, the agenda can easily be developed and adapted according to the specific context.

Application Within the Planning Process:  
Launch of the Planning Process

Related Tools:
 Participatory Assessment Methods
 Organising Meetings, Events and Workshops
 Stakeholder Analysis
 PowerPoint Slides: CLUES Presentation
 Problem Tree Analysis

 In CLUES step 2, a half-day commu-
nity workshop is foreseen to officially launch the 
planning process. This tool illustrates the objec-
tives and contents of such a workshop and pro-
vides guidance on how to conduct it.

 The sample agenda in 
Document D6.1 originates from the launching 
workshop of the Hatsady Tai HCES case study, 
which was held in Vientiane (Laos). By edit-
ing the Word version (D6.2) you can adapt the 
agenda to the programme and goals of your own 
launching workshop. Tool T4 contains practical 
information for the organisation of the workshop 
and a checklist of required equipment. T3, T5, T7 
and T8 can help you prepare the different activi-
ties scheduled for this workshop.
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