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Preface

Over a half century of conflict and Israeli occupation has left Palestinian com-
munities in a state of underdevelopment with a significant and increasing need 
for economic development and poverty reduction. To be sure, current Israeli 
policies isolate Palestinian communities, support the expropriation of natural 
resources and productive lands, create barriers to transport and trade, hinder 
infrastructure and service provision, exacerbate internal and external political 
conflicts, and greatly hinder the improvement of people’s livelihoods. Although 
the Israeli occupation undoubtedly creates development risks that cannot ad-
equately be planned for, it is imperative that Palestine communities none-
theless take a proactive approach to determining their futures – one that is 
well-informed, transparent, participatory, and grounded in the values of local 
people. 

The improvement of participatory governance is considered to be a necessary 
precondition for improving the livelihoods of the Palestine’s population. Rec-
ognizing this need, the Ministry of Planning and Ministry of Local Government 
have partnered with donors to establish new planning infrastructure focused on 
the regional, or District, level. This began with the establishment of the Techni-
cal Coordination Committee on District Planning (TCC), the lead regional plan-
ning organization comprised of representatives from the Ministry of Planning’s 
Spatial Planning Directorate and the Ministry of Local Government’s Physical 
Planning Directorate. 

This was followed by the establishment of District Planning Units (DPU) for 
the Territory’s regional districts. These DPUs are the administrative structures 
tasked with implementing regional planning programs within each District. 
They are also meant to serve as coordinating institutions, bridging the opera-
tional gaps between local authorities and the national government. Area Devel-
opment Committees and numerous Sector Focus Groups provide information 
services and decision support to the DPUs. These stakeholder organizations 
represent the national government line ministries, municipal governments, vil-
lage authorities, civil society organizations, academia, and the private sector. 
They are also meant to represent the major development sectors of the Dis-
trict, which will undoubtedly vary between Districts. 

The integration and coordination of these institutions with public participa-
tion will become the backbone of regional planning in the Palestine. However, 
in order to be effective, this requires a strategic framework for planning that 
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moves beyond ad-hoc decision-making to bring together the interests of di-
verse stakeholders, integrate their values with the best data available, and 
create strategies that are achievable, flexible, and broadly-supported.  

This manual is to serve as a guide for participatory District Strategic Develop-
ment Planning in Palestine. It provides readers with a step-by-step approach 
for creating a District Strategic Development Plan, including the participatory 
planning tools to implement it. The manual is not intended to be a rigid docu-
ment. It is intended to be utilized as a guiding framework that allows for the 
incorporation of innovations, greater participation opportunities, and more lo-
cally-applicable approaches to planning, while ensuring a level of consistency 
is maintained across all Districts in the Palestinian Territories. Although the 
process provided is a relatively simple one, ideally it should be implemented by 
experienced facilitators/planner with working knowledge of the District.
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About This Manual
This manual serves as a guide for regional planning in Palestine. Its aim is to 
support the establishment of regional plans for each of the Districts in Palestin-
ian Territories. These District Strategic Development Plans (DSDP) will become 
the guiding strategies for regional planning in each District and will be imple-
mented by the newly-formed regional planning body, the District Planning Unit 
(DPU). 

As a pilot project, Jenin District was chosen as the first District to establish this 
regional planning infrastructure. It will also be the first District to implement 
the planning process outlined in this manual. Jenin’s experiences with this new 
approach to regional planning will be documented in detail and will later be 
incorporated into this manual as case studies. As the process is replicated in 
other Districts, more case studies will be incorporated into the manual, creat-
ing a “living” document that grows with input of experiences and learning. 

The Planning Methodology 
The participatory District Strategic Development Planning methodology out-
lined in this manual was designed to facilitate the establishment of broad-based 
plans that meet the needs of a District’s diverse stakeholders, while providing 
them with opportunities to actively participate in the planning process. It is 
based on the belief that that stakeholder participation in the planning process 
is the foundation for durable decision-making – a prerequisite for sustainable 
planning. If Palestine’s regions are going to have success and resilience in the 
long-term, they will require transparent and democratic governance, effective 
public institutions, the ability to resolve conflict constructively, and an active 
and engaged public. This will help to give elected officials information on how 
to effectively spend public funds, direct private resources to support these ex-
penditures, and give underrepresented groups a chance to receive attention in 
a meaningful, constructive way. 

The process presented in this manual is based on the concept of strategic plan-
ning. Strategic planning is a systematic decision-making process that focuses 
attention on important issues and how to resolve them. It provides a general 
framework for action and a transparent method  to determine priorities, make 
wise choices and allocate scarce resources (e.g., time, money, skills) to achieve 
agreed to objectives. This manual organizes the strategic planning process into 
a series of four basic questions: 
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1. Where are we now?
2. Where do we want to go?
3. How do we get there?
4. Have we arrived?

Answering each these questions requires planning participants to go through 
a set of related steps. In total there are ten steps in the overall strategic plan-
ning process, each organized under one of the four overarching planning ques-
tions.  The process is illustrated below.

STRATEGIC PLANNING PROCESS

The overall strategic planning process is founded on the principle that com-
munity-based, participatory planning processes lead to more effective and ef-
ficient decision. As such, this manual includes mechanisms for broad stake-
holder participation in development planning and the methodology it outlines 
seeks to include all sectors of society, including women, youth, the elderly, 
and poor - all of whom offer unique and valuable perspectives into a region’s 
needs, values, and development priorities. 
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Participatory development planning is a holistic process that directly and 
meaningfully engages stakeholders at the village, municipality, and/or district 
level to:

c Establish a vision for the community’s future;
c Identify and choose action projects to achieve that vision;;
c Help ensure that projects and programs resulting from the strategic 

planning process are thought through, make sense, and are the best 
use of resources; and

c Help integrate and link all other plans, programs, and activities that the 
District’s communities have produced.

Participatory Development Planning in Palestine aims to address all key re-
gional planning areas, all of which are interrelated and interdependent, in-
cluding: public services; education; health; physical planning, transportation; 
infrastructure; business and entrepreneurship development; and, natural re-
sources and environment protection. 

Participatory Development Planning also aims to include a broad range of stake-
holders from the public sector (local, regional, national governments, educa-
tion institutions), private sector (corporations, small business, informal sec-
tor, banks, credit unions), labour (trade unions, labour unions), community 
and non-governmental organizations (community leaders, neighbourhood 
groups, religious organizations, women’s groups, poor and disadvantaged 
groups, environmental groups) and the general public (informal leaders). 

Consideration of all stakeholder interests through one unified process will help 
to create a holistic and integrated approach that can result in broad-reaching 
and sustainable development. This manual seeks to do just that – incorporate 
stakeholder participation with opportunities for broad community engagement 
into a planning process that is strategic, efficient, and consensus-based.

How to Use This Manual
This planning manual is structured into four consecutive planning modules. 
Each one covers one of one of the four, overarching strategic planning ques-
tions – Where are we now?  Where do we want to go?  How do we get 
there?  Have we arrived? This includes information and activities on that are 
associated with each of the strategic planning process’s four phases. Each of 
the 10-steps associated with a particular module is colour coded accordingly.
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Within each step of the 10-step 
process there are a series of 
tasks to be completed before 
moving on to the next step. Each 
of these tasks is described in de-
tail and many provide links to 
ideas, checklists, reminders, 
and other general informa-
tion. 

In some cases, a number of plan-
ning tasks are grouped together 
as workshops. These work-
shops are the core of stakehold-
er decision-making in the District 
Strategic Development Planning 
process. For each, a summary 
is provided that describes work-
shop participants, duration, and 
activities. In addition, numerous 
stages of the process suggest 
opportunities for broad public 
participation. As the level of 
community engagement and the 
tools used will vary according a 
community’s context and local 
values, the community engage-
ment tools are provided as ref-
erences rather than prescribed 
activities.
 
Icons and colour coding are used 
to differentiate between various 
activities, suggestions, and in-
formation. They are designed 
to make the information in this 
manual more accessible while 
allowing for smooth transitions 
from one task to the next.

Module One:
Where are we now?

Module Two:
Where do we want to go?

Module Three:
How do we get there?

Module Four:
Have we arrived?

Workshop

Stakeholder meeting

Participatory planning 
tool

Idea

Checklist

Reminder

General Information
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The table on the following pages, Planning Modules with Correlating Ac-
tivities, provides an overview of the manual’s structure, the participatory pro-
cess for District Strategic Development Planning.

PLANNING MODULES WITH CORRELATING ACTIVITIES
Modules Steps Tasks Tools for Participation
WHERE 
ARE WE 
NOW?

1. Planning 
to Plan

1.1 Form a core planning team
1.2 Get organized, get commit-
ment, build trust

Project Planning Meeting

1.3 Design the planning pro-
cess

Project Implementation 
Plan Meeting

2. Stake-
holders & 
Participation

WORKSHOP #1: STAKEHOLDER ANALYSIS 
2.1 Identify & assess stake-
holders

#1: Stakeholder Identifi-
cation 
#2: Stakeholder Analysis 
Matrix

2.2 Form Stakeholder Group
2.3 Organize the DSDP Stake-
holder Group

#3: Terms of Reference

WORKSHOP #2: PARTICIPATORY PLANNING 
2.1 Design and agree upon 
participatory planning activities

3. Situation 
Analysis

3.1 Conduct a situation analy-
sis for the District

Data Review Stakeholder 
Meeting
#4: Local Area Assess-
ment
#5: Community Survey
#6: Participatory Rural 
Appraisal

3.3 Create a draft Diagnostic 
Report

#7: Table of Contents

WORKSHOP #3: ISSUES & OBJECTIVES
3.4 SWOT Analysis #8: SWOT Analysis

WHERE 
DO WE 
WANT TO 
GO?

4. Visioning 4.1 Establish a Vision #9: Developing a Vision
5. Issues & 
Objectives

5.1 Issues to Objectives #10: Issues and Objec-
tives
#11: Issues to Objectives 
Matrix

5.2 Objectives Prioritization #12: Prioritizing Objec-
tives
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HOW DO 
WE GET 
THERE?

6. Alterna-
tives As-
sessment

WORKSHOP #4: ALTERNATIVES ASSESSMENT
6.1 Identify & Organize Alterna-
tives

#13: Creating Alternatives
#14 Organizing Alterna-
tives

6.2 Evaluate Alternatives #15: Technical Analysis
6.3 Design, Negotiate, and 
Agree on Alternatives 

#16 Swing Weighting

7. Action 
Planning

WORKSHOP #5: ACTION PLANNING
7.1 Action Planning #17: Action Planning 

#18 Force Field Analysis
8. Strategy 
Develop-
ment

8.1 Establish Implementation 
Plan

Implementation Planning 
Stakeholder Meeting

8.2 Establish Monitoring & 
Evaluation Framework

Monitoring & Evaluation 
Stakeholder Meeting
#19: Monitoring Frame-
work
#20: Evaluation How To
#21: Evaluation Survey
#22: Evaluation Work 
Package 

8.3 Identify & Procure Imple-
mentation Resources

#23: Proposal Writing

8.4 Create Draft Strategy #24: Strategy Documen-
tation 

WORKSHOP # 6: STRATEGY REVIEW
8.5 Strategy Review and Vali-
dation
8.6 Final Strategic Plan

HAVE WE 
ARRIVED?

9. Project 
Evaluation

9.1 Document the Planning 
Process
9.2 Perform Project Evaluation

10. Adjust & 
Modify

10.3 Recommendations, Case 
Studies, & Best Practices

Project Review Stake-
holder Meeting





MODULE 1


WHERE ARE WE NOW?


Step 1: Planning To Plan ##


Step 2: Stakeholders & Participation ##


Step 3: Situation Analysis ##
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Step 1: Planning to Plan


Task: 1.1 Form core planning team
 1.2 Get organized, get commitmnet, and build trust
 1.3 Design the planning process


Participants: Technical Coordination Committee
 District Planning Unit
 Additional planning support
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veloping regional planning infra-
structure in Palestine. It is com-
prised of staff from the Ministry 
of Planning and Ministry of Local 
Government. The TCC role is to 
design and supervise the imple-
mentation of the District plan-
ning process.


(2) District Planning Unit: 
A District Planning Unit (DPU) 
is a regional planning institution 
that coordinates and manages 
development planning activities 
at the District level. The DPU is 
the lead organization for manag-
ing and implementing the devel-
opment planning process.


District Development Planning Core Team


Task 1.1: Form a core planning team


Without commitment from other stakeholders, well-coordinated organization 
and respected leadership a strategic planning process can stall before it starts. 
It is critical to establish a core group to spearhead the process before the ac-
tual planning work begins. This core team will be the leaders of the District 
Strategic Development Planning process.


The core planning team in each District will be composed of representatives 
from:


(1) Technical Coordination Committee on District Planning: 
The Technical Coordination Committee (TCC) is the lead organization in de-
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ESTABLISHING TERMS 
OF REFERENCE
What to Look For


(1)  Ability
Request a detailed action plan from 
each applicant that provides information 
on specific tasks, schedules, and bud-
get needs to operationalize the planning 
methodology. Provide applicants with 
Terms of Reference accompanied by this 
manual.


(2)  Experience
Request a list of projects and activities 
previously undertaken that highlights the 
applicant’s experience in strategic plan-
ning, stakeholder participation/ decision 
support, and local/regional development 
planning. 


(3)  Local knowledge
Consider applicants with experience in 
or significant knowledge of the District.  A 
greater local knowledge of the area will 
help the planning team to have a better 
understanding of dynamics, networks, 
and relationships within and among the 
communities. 


The importance of the process leader or facilitator
It is important to recognize that the process of Participatory Strategic Development Plan-
ning requires agreement and cooperation among a wide range of stakeholders who might 
profoundly disagree on a number of key issues. If a structured group decision process is 
attempted under circumstances of hostility and disrespect the results can be alienation 
and confusion leading to a sub-optimal process at best, failure at worst. The role of the 
facilitator is critical in these processes. Their purpose is to create an environment for 
constructive and cooperative interaction and to maximize productivity of group work and 
participation. Because much of the success or failure of a District development planning 
process is dependent on the skills of the individual(s) managing or facilitating the process, 
sufficient resources should be put towards training someone or finding the most skilled 
and appropriate person to undertake this responsibility.


(3) Additional support: 
Although not always necessary, 
the core team may require ad-
ditional planning support to 
carry out the participatory 
strategic planning process. In 
many cases an experienced 
facilitator can improve the ef-
ficiency of the process. 


If it is determined that addi-
tional help is needed, the DPU/
TCC planning team should work 
together to establish a Terms 
of Reference (ToR) to garner 
proposals from applicant orga-
nizations. This ToR should con-
sider the applicant’s (1) ability 
to facilitate the participatory 
strategic planning methodolo-
gy, (2) experience in participa-
tory planning at the local and 
regional levels, and (3) knowl-
edge of and/or experience in 
the District. 
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Task 1.2: Get organized, get commitment, and build trust


BUILDING A STRONG CORE TEAM


(1)  Get to know one another
Share past experiences. Discuss lessons learned from previous activities. 
Identify the strengths of individual members of the core team. Consider organizing a 
team-building exercise in an informal setting. You will be working together for a while 
so it is important that you get to know one another.


(2)  Get commitment
Discuss time commitments and potential schedule conflicts. It is important that the 
team is aware of times when members will be unavailable to schedule accordingly and 
to ensure that roles are allocated appropriately.


(3)  Discuss the project
A participatory process is only as strong as those who facilitate it. Discuss the proj-
ect and the planning area, but be proactive and focus on how to tap into community 
strengths and resources. It is important to stay positive and look for innovations and 
opportunities for success.


Once the core planning team has been established, it is impor-
tant that each of the team members has a clear understanding 
of his/her roles and commitments, as well as those of the other 
members. During the initial planning meetings, the core team 
members should take additional time to share past experiences 
and lessons learned, understand time commitments and potential 
schedule conflicts, and raise questions/concerns about the proj-
ect. Like a good process, a strong planning team is one that is 
up front and honest, open and transparent, and built on relation-
ships of trust.


During this task the core team should also discuss who the local champion of 
the process might be. The ‘champion’ is someone who believes in and is com-
mitted to the process. Typically this person is a respected and influential com-
munity member and has the ability to enhance mobilization and momentum 
at key phases of the project. The champion is often a community leader, but 
could come from any sector of society (politics, business, academia, religious 
community, etc.


Project 
Planning 
Meeting







ST
EP


 1


Task 1.3: Design the planning process


It is important for the core team to be clear about the planning scope, process 
and expected results before getting started. Referring to the methodology out-
lined in this manual, develop a detailed project implementation plan for carry-
ing out a Participatory Strategic Development Planning in your District. 


(1) Review the Participatory District Development Strategic Plan-
ning Methodology in detail
Ensure that each member of the core team is familiar with the Participatory 
District Development Strategic Planning Methodology. Working as a team, de-
termine if there are any significant conflicts or threats to implementing the 
planning methodology in your District. Ask the core team these questions and 
make agreed-upon changes if necessary:


c Are all the steps appropriate in the context of your District? 
c Do opportunities exist for broader community participation? 
c How can the process be streamlined? 
c What should be changed to make the planning process more locally ap-


plicable?


(2) Establish Project Implementation Plan 
For each step of the strategic planning methodology, establish a Project Im-
plementation Plan with specific roles and responsibilities for completing each 


Who is the champion?  How is one identified?
A champion is often a community leader who believes in and supports the District planning 
process. This person can help to: 


•	 maintain momentum for the project 
•	 mobilize stakeholders for participation
•	 validate the planning process for the broader community
•	 ensure resources are available to the planning team
•	 drive	the	initiative	at	the political level


Finding a champion is not always an easy task. A champion cannot be assigned or created. 
This person must have a vested interest and personal commitment to the process to ensure 
that is moves forward. If am obvious champion does not immediately stand out, the core team 
can consider introducing the project and its goals to some of the District’s political and com-
munity leaders. 
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of the 10 planning tasks.  By creating a Project Implementation 
Plan, the core team will be better prepared to carry out the pro-
cess, address constraints as they arise, and monitor progress and 
resource allocations through every step of the planning process. 
To the greatest extent possible, the Project Implementation Plan 
should include all the details for carrying out each of the 10-steps 
of the strategic planning methodology – including dates, dead-
lines, budget allocations, staff roles, etc. This can be organized in 
a task matrix, as illustrated below.


When developing the implementation plans it is important to be aware of the 
additional time and resources required for civil society, private sector, local and 
national government stakeholder participation in the planning process. The 
Project Implementation Plan should contain, at minimum, the following:


c	 Milestones – What are the outputs of the planning process and when 
must they be completed?


c Tasks – What specific tasks and activities will be undertaken to achieve 
the milestones/deliverables? 


c Time Frame – When will tasks be initiated and when are they projected 
to be complete?


c Budget – How much money is available for each task?
c Roles – Who will be responsible for completing each task? Who will sup-


port the activities? 
c Alterations to the process – What changes have been made to the 


Strategic Planning Methodology?
c Documentation – Who will be documenting the process and its results?
c Potential conflicts and opportunities – What potential conflicts could 


arise that would hinder the planning process? What could support this 
process?


Project 
Implemen-
tation
Plan  
Meeting


MILESTONE: Establish Stakeholder Group


Task Responsibility Time Frame Required 
Resources


Alterations to the 
Methodology


Documentation


Stakeholder 
Analysis Work-
shop


Core Planning 
Team


Oct 10-13 $3000
(room, 
food, mate-
rials, etc)


Experts from local 
university invited to 
workshop


Notes (DPU)
Reporting on pro-
cess (TCC)


Notes: Potential participation from University professors. Dependant upon cost. 


Example of Project Implementation Plan Task Matrix
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REVIEW CHECKLIST
Task One: Getting Started


4 Is there organization and leadership to support the participatory 
 planning process and prepare the plan?
4 Is there commitment to complete and implement the plan?
4 Has a core team been formed?
4 Is there a champion of the process?
4 Is outside expertise required? If so, has it been retained? 
4 Are resources secured (funding, time, human resources)? 
4 Have opportunities and constraints to the planning process been identified and 


addressed?
4 Has a locally applicable process been established?
4 Has a good problem question been formulated?







Step 2: 
Stakeholders & Participation


Tasks: 2.1 Identify and assess stakeholders
 2.2 Form a stakeholder group
 2.3 Organize the stakeholder group
 2.4 Design and agree on participatory planning activities


Workshops: Stakeholder Identification & Analysis
 Participatory Planning


Planning Tools: #1 Stakeholder Identification
 #2 Stakeholder Analysis Matrix
 #3 Worksheet to Develop Stakeholder Terms of Reference


Participants: Core Team 
 Stakeholder Group
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WORKSHOP #1
Stakeholder Identification 
& Analysis


PARTICIPANTS


Core Team  (TCC, DPU, facilitators)


DURATION


1 Day


ACTIVITIES


Task 1: Identify & assess stakeholders
Task 2: Synthesize Stakeholder Group


Task 2.1: Identify and    
assess stakeholders


The core team will participate in a 
1 day Stakeholder Identification 
& Analysis Workshop to compile 
an inventory of relevant stake-
holders in the District and to 
assess their potential contribu-
tion to the District development 
planning process. Two strategic 
planning tools have been estab-
lished to support the facilitation 
of this workshop.


Planning Tool #1: Stakeholder Identification 
Stakeholder Identification can be completed in a two-hour brain-
storming activity using the worksheet provided in this manual as 
a reference. The list of stakeholders should be broad and diverse, 
but should include line ministries, Local Government Units, Joint 
Councils, Area Development Committees, Sector Focus Groups, 
national and local civil society organizations (CSOs), the private 







sector and other influential groups and people in the District. The list does not 
have to be elaborate, but should identify all groups and/or individuals relevant 
to the development of the region. 
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QUESTIONS TO CONSIDER


4 Have all relevant stakeholders been identified? 
 For each group, consider:
 - their stake in the issues (e.g., the urban poor);
 - their formal position (e.g., government authority);
 - their control over relevant resources (e.g., money, expertise),    


 and;
 - their power to promote, hinder or block implementation (e.g.,    


activist groups, lobby groups).
4 What can they bring to the process (skills, knowledge, experience)?
4 Is there a representative sample of sectors, institutions, and local area groups?
4 Are traditionally under-represented groups involved, such as women’s groups 


and informal economy groups?
4 Who has the skills, interest, political will, credibility and/or commitment to do 


the work that must be done?  Have they been invited to participate?
4 Have parties who will likely need to be involved in implementation of any ac-


tions been invited? 
4 How will ideas be communicated to local areas and how will feedback be 


handled?


Task 2.2: Form Stakeholder Group


Building off the results of the stakeholder identification and analysis exercises, 
determine who should be invited to participate in the planning process as ac-
tive stakeholder group members. This is a very important task to consider as 
the stakeholder group will act as the primary analysts and decision-makers in 
the District planning process. Establishing a broadly-representative stakehold-


Planning Tool #2: Stakeholder Analysis Matrix 
Stakeholder Analysis seeks to assess stakeholders’ potential in-
terests, contributions, and value to the planning process. This 
builds from the list of stakeholders identified in Planning Tool #1. 
This exercise requires two hours and should be completed during 
the same workshop as the previous.







er group will help to provide greater legitimacy for the project in the commu-
nity, help generate broader community awareness and profile for the project, 
and provide a good range of critical thinking skills. A broad-based stakeholder 
group will also help make sure a full range of issues are considered, help en-
sure that the interests of the wider community are accounted for, and allow for 
the establishment of a more broad-based strategy. 


In most Districts, many of the stakeholders identified in the previous activi-
ties can be accounted for through representation from the Area Development 
Committee (ADC) and Sector Focus Groups (SFGs). Together these groups ac-
count for the District’s local and village governments, national ministries, local 
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line ministries, civil so-
ciety organizations, and 
experts from the major 
development sectors. 
The ADC represents lo-
cal governments, Joint 
Councils, and civil so-
ciety stakeholders en-
gaged in regional devel-
opment planning within 
the District. The SFGs 
represent sector line 
ministries, CSOs and ex-
perts in other develop-
ment sectors. Although 
the SFGs differ slightly 
from District to District, 
they generally account 
for the sectors illustrat-
ed here.


The District Strategic Development Planning Stakeholder Group should be 
comprised of (at minimum):


c representatives from the core team (TCC, DPU)
c the ADC
c each of the SFGs
c other identified key stakeholders not accounted for by these groups. 


Sector Focus Groups







When determining the DSDP Stakeholder Group it is important to be inclusive 
so that no major interests in the District are left out. However, stakeholder 
groups that are too large are less manageable and therefore less practical for 
active participation and good decision analysis. It is recommended that the 
DSDP Stakeholder Group have 20-30 participants. Groups larger than this can 
be accommodated. However, this requires significantly more time, resources, 
and facilitation support than often available. The following diagram outlines 
the standard representative organizations in the DSDP Stakeholder Group.
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DSDP Stakeholder Group Organizational Diagram 







Task 2.3:  Organize the DSDP Stakeholder Group


In order to ensure consistent stakeholder participation, it is important to inform 
the stakeholder group in regard to roles, responsibilities, and expectations for 
the planning process. To do so, establish a Terms of Reference for each stake-
holder to approve and sign. The Stakeholder Terms of Reference should pro-
vide detailed expectations for each stakeholder’s participation, including:


c activities to be jointly undertaken
c roles of the participants throughout the process
c standards for information gathering and sharing
c decision-making methods (including dispute resolution and review)
c resources to be provided by each partner
c agreements on how the outcomes of the planning process will be inte-


grated into the planning activities of the local area


These terms of reference should be formally agreed to by the members of 
the D Stakeholder Group and periodically reviewed. Asking stakeholder group 
members to sign a Terms of Reference will ensure that they are committed 
to the process, available to participate when they are needed and adequately 
informed about upcoming activities. 
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Planning Tool #3: Worksheet to Develop Stakeholder Terms of 
Reference
Planning Tool #3 helps the core team establish a Terms of Refer-
ence for the stakeholder group by providing key questions to be 
answered in the ToR. Answering these questions by referring to 
the Project Implementation Plan will help to establish clear ex-
pectations from stakeholders while ensuring their commitment to 
the process when they are needed.


Task 2.4: Design and agree on participatory planning activities


Conduct a workshop with the Stakeholder Group to discuss and agree on the 
DSDP Methodology, the draft Project Implementation Plan, and the Stake-
holder Terms of Reference. This includes the identification of opportunities for 
more broad-based participation. Provide copies of all documents (Methodolo-
gy, Implementation Plan, ToR) to each of the stakeholder group members prior 
to the workshop, allowing enough time for participants to become familiar with 
the details of each. 







Begin the workshop with a step-
by-step introduction to the plan-
ning process, the participatory 
tools it will utilize, and the de-
cision analysis activities they 
will be undertaking. It is impor-
tant that the group has a basic, 
but solid, comprehension of the 
planning process as they will be 
the ones reporting back to their 
communities and constituents. 
It is also recommended that the 
core team present an overview 
of the draft Implementation Plan 
to the stakeholder group. 


Allow the group to comment on 
the process. If changes are sug-
gested, discuss them as a group 


WORKSHOP #2
Participatory Planning


PARTICIPANTS


Core Team and Stakeholder Group


DURATION


3 Days


ACTIVITIES


Day 1:  Participatory Strategic Devel-
opment Planning training 


Day 2:  Engaging the underrepre-
sented


Day 3:  Broad participation; validation 
of process; Terms of Refer-
ence


and make sure they are agreed upon before moving forward with revisions. 
These activities should take no more than one day.


Once the planning methodology has been presented and the draft Implemen-
tation Plan has been agreed upon, provide a workshop module on garnering 
participation from traditionally underrepresented groups of society. To engage 
the broader community effectively, it is important that the core team and 
stakeholder group has a basic understanding of the barriers to participation 
for women and other underrepresented groups (e.g. youth, informal, poor). If 
there is not adequate capacity on the core team to do so, outside help may be 
required. This should, however, be accounted for in the Project Implementa-
tion Plan.


The objective of this module is to identify approaches for promoting partici-
pation of these groups. Once opportunities have been identified and agreed 
upon, incorporate them into the draft Implementation Plan. These workshop 
activities should take one day.


On the third and final day of the workshop, carry out an activity to identify 
ways of engaging the broader public in the DSDP process. Working with the 
stakeholder group, brainstorm opportunities for broad public engagement and 
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determine which opportunities are achievable within the constraints of the 
project timeline and budget. This could be as involved as community work-
shops and open houses or as minimal as a communication strategy for inform-
ing the broader public. 


The Range of Public Involvement Options in Decision Making


If any feasible and easily implementable opportunities are identified and agreed 
upon in the workshop, they should be incorporated into the draft Implemen-
tation Plan. Once opportunities for participation have been determined and 
agreed upon by the group, ask the stakeholder group to officially validate the 
process and their role in it by individually signing the Stakeholder Terms of 
Reference. Remember, the object of this workshop is validation. It should con-
clude with everyone agreeing on any changes to the Project Implementation 
Plan and signing the Stakeholder Terms of Reference.
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WORKSHOP OBJECTIVES


4 To introduce the stakeholder group to one another and to the core 
 team
4 To introduce the stakeholder group to the planning methodology 
 and the implementation plan carry it out.
4 To provide training in Participatory Strategic Development Planning 
4 To sensitize the group to barriers of participation for the traditionally underrep-


resented (women, youth, informal sector, poor)
4 To identify ways to encourage and empower women, youth, the informal sector 


and other traditionally overlooked groups to participate in the planning process
4 To determine and agree upon opportunities for more broad-based stakeholder 


participation 
4 To get agreement over the planning methodology and Iplementation Plan; and 


to make changes, if necessary, to ensure that it is locally applicable
4 To secure commitment of stakeholders for the planning process by agreeing to 


the Stakeholder Terms of Reference
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Step 3: Situation Analysis


Tasks: 3.1 Conduct a Situation Analysis for the District
 3.2 Create a Draft Diagnostic report


Planning Tools: #4 - Local Area Assessment Interview
 #5 - Community Survey
 #6 - Participatory Rapid Appraisal
 #7 - Diagnostic Report Table of Contents


Participants: Core Team
 Stakeholder Group 


What is a situation analysis?
A situation analysis explores relationships and organizational networks within 
the District and between the District, the Territory, and the rest of the world. 
It examines the capital base and how the area functions. It looks at current 
land use and patterns, transportation, solid and liquid waste management, wa-
ter supply and delivery, the local economy and trends, demographics, human 
health and welfare, socio-economic trends, the state of the environment and 
other data relevant to planning at the District level. Using both historical and 
current data, the situation assessment will provide baseline data to identify 
and prioritize important issues to be considered in development plans for the 
future. This requires a broad understanding of the District, the communities it 
encompasses, and the people and institutions that inhabit it.


Why conduct a situation analysis?
To have a basic understanding of the region
Having a basic understanding of the District and its communities is impor-
tant to developing an effective regional plan. This requires identifying local 
strengths and building on them; realizing weaknesses and addressing them; 
supporting specific activities to take advantage of opportunities; and mitigat-
ing threats and adverse impacts.   


To differentiate facts from values
Throughout the planning process it is likely that there will be discussions that 
confuse facts with values. Facts are what are known, given assumptions and 
uncertainty (e.g., unemployment rate is at 12%; 20% of the families live below 
the poverty line). Values are what are important to individuals (making gains 
in poverty reduction is a very important issue). At this point of the process, it is 
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possible to begin to differ-
entiate between facts and 
values. The situation anal-
ysis seeks to understand 
facts, and the assumptions 
behind them. As much as 
possible, it is important to 
maintain clarity and sepa-
ration between these issues 
throughout the process to 
avoid confusion, unnec-
essary conflict and delay. 
Later, in Step 5 and Step 6 
we begin to explore values 
by using facts as a basis -- 
asking what is more impor-
tant and why. 


DATA COLLECTION
KEY QUESTIONS


4 What information exists 
 about your District and its communi-


ties?
4 What will this information be used 


for? 
4 Will it help make decisions? 
4 Is it possible to get a good set of 


initial data cheaply, through desktop 
studies and meetings with experts 
and knowledgeable people, and 
then fill key data gaps later? Or is a 
more comprehensive, participatory, 
community-based program neces-
sary to collect new data?


Task 3.1: Conduct a Situation Analysis for the District


The process of establishing a situation analysis can be as simple or complex 
as resources allow for. Some District planning projects will allocate time and 
resources to collect extensive data – from desktop studies to comprehensive 
Participatory Rural Appraisal activities and everything in between. However, 
not all planning processes allow for significant detail. Whatever level of detail 
is possible in your community, it is important to remember that the data col-
lection process should seek the best and most recent information available. 
Where budgets or human resources are limited, a situation analysis can be 
done quickly and efficiently to save time and budget for the analytical stages of 
planning. The following schedule of activities for Situation Analysis represents 
the minimum requirements suggested for Participatory Strategic Development 
Planning in Palestinian Districts. If additional resources are available, this pro-
cess can be expanded at the planning team’s discretion. 
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(1) Clarify and expand upon data requested in the DSDP 
Methodology
As a core planning team, review District and village profile indi-
cators provided below and make additions where necessary. In 
certain regions, there may be some indicators that are particu-
larly relevant to that District. For example, rural Districts may 
have to pay particular attention to agriculture. Urban Districts, 


Data Review 
Stakeholder 
Meeting







on the other hand, may require additional attention for zoning and develop-
ment permitting. Determine which indicators need to be included in the situa-
tion analysis and incorporate them into a database (e.g. Dev-Info1). Confirm 
the data collection areas with the Stakeholder Group. This can be done elec-
tronically to save time.  This will act as the foundation for all research regard-
ing Districts in Palestine.


Infrastructure & Development
Assets
Community technology
Any existing plans and programs


Land & Resources
Location (including maps)
Surrounding areas
Land use by type (residential, commer-
cial, agricultural, industrial, transportation, 
etc.)
Utilities and servicing (water, sewer, elec-
tricity, etc.)
Special use areas (e.g., agricultural land, 
environmentally sensitive areas, etc. )
Resources available (including uses)
Any existing plans and policies


Governance
Central leadership body
Other leadership bodies
Government relationships (area, munici-
pal, district, regional)
Programs, services, and policies
Staffing levels


Demographics
Population
Population growth rate
Age distribution
Gender distribution


Economy
Employment rates
Employment industries (sectors, 
seasonality)
Human resources inventory
Economic organizations
Any existing plans, policies and pro-
grams


Health
Statistics (diseases, mortality rates, 
substance abuse)
Programs and services
Any existing plans and policies


Social
Statistics (educational attainment, 
literacy, social issues)
Programs and services
Community organizations
Any existing plans and policies


Culture
History/culture of the local area
Role of culture in local area
Cultural assets and historical sites
Programs and services
Community organizations
Any existing plans and policies


Key Situation Analysis Data Sets


DevInfo is a desktop database application for collating accessing, and tracking information on human development. DevInfo 
was originally developed under UN partnership in order to help track the Millennium Development Goals and other national 
priorities. The system organizes data by indicators, time periods and geographic areas with extensive metadata based on 
international standards. 
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(2) Collect and re-
view research and 
analysis already com-
pleted
Identify, collect, and an-
alyze research already 
completed on the dis-
trict. Sources of infor-
mation may include past 
city and town plans, 
planning studies, mas-
ter’s theses from region-
al universities, govern-
ment, civil society, and 
private sector projects 
and programmes. 


DATA COLLECTION TIPS


4 The data collection process should take 
 advantage of the best available information, even if it 


qualitative, within the resource constraints available. 
4 Beware of data bias, which occurs when only the data 


that is already available is used to make decisions. Often 
information is available for formal activities only, leaving 
informal activities and other vulnerable groups out of the 
process. 


4 When hard data are not available, it is possible to use 
qualitative data, or descriptions. 


4 Without restrictions, data collection could go on indefinitely 
and consume an entire budget. Not having a complete and 
comprehensive set of data should not stop the process. 


(3) Map the ongoing and planned interventions
Perform a review of development planning projects and literature occurring in the District. 
Review all relevant existing studies and documents from government, donors, civil society, 
academia, and the private sector. Request interviews to gather additional information if 
necessary. It is important to ensure that decision-makers are aware of other activities in 
the region to avoid replication and allow for program coordination and collaboration oppor-
tunities.


(4) Review and assess the current developmental policies, processes and struc-
tures
Through desktop studies, conduct an analysis of government policies and programs in the 
District. Compile information on the District’s legal and regulatory framework and develop-
ment permit process. This should include Sectoral National Plans, Medium Term Plans, land-
use plans, local bylaws, and other relevant policies


(5) Establish village/city and district profiles as well as targeted sector analyses
Working with members of the stakeholder group, collect data on capital (human, social, 
financial, physical, natural) at the District and village/city levels through secondary re-
sources, fieldwork, interviews and surveys. Prior to developing individual profiles, create 
a reporting structure that all localities will use in order to ensure cohesion among reports. 
This will allow for easier data integration and ensure that no significant community sectors 
are missed. When particular data sets are not available, be sure to identify gaps in informa-
tion when reporting. Refer to Key Situation Analysis Data Sets for general information to 
consider for inclusion in the profiles.


ST
EP


 3







(6) Identify the current resources, assets, needs and potentials on 
the ground
Data collection, when appropriate, should not be limited to desktop research 
and top down information gathering. If determined to be an option, implement 
the process of community-based data collection determined in Step 2 to iden-
tify community resources, assets, needs, and potentials on the ground. Com-
munity-based data collection can be accomplished in a number of ways includ-
ing public meetings, open houses, community forums, surveys and a variety of 
Participatory Rapid Appraisal methods. Conducting workshops, focus groups, 
and interview sessions in locales within the District can provide high quality 
qualitative date and also help to identify additional on-the-ground needs. 


Three community-based data collection tools are provided for consideration 
below. 
 


Planning Tool #4: Local Area Assessment Interview
The Local Area Assessment Interview Tool allows researchers to 
gather qualitative information from community members through 
direct, person-to-person interviews. The interviews are intended 
to be quick and easy to complete, often completed in five min-
utes or less. This manual provides a sample interview that can 
be implemented by one researcher in only a few minutes. It is 
designed to garner respondents’ opinions about the land use and 
development planning context of their communities. 


Planning Tool #5: Community Survey
Surveys allow researchers to target larger numbers of people in 
order to gather information about their community. Surveys can 
reach the community in a variety of ways, including by mail, over 
the internet, door-to-door and distribution at meeting places and 
events, etc.  Surveys can vary greatly in scale and precision de-
pending on time and budget allocations. As respondent numbers 
increase, it is recommended to accompany the survey with cor-
relating database software for analysis (e.g. Dev-Info). The Com-
munity Survey Tool provides a sample survey for collection of 
both qualitative and quantitative data from a broad sample of 
community members. Numerous question formats are provided 
as references.
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(7) Perform future projections, predict trends and set assumptions 
and scenarios (development framework)
Building off the information compiled during the data collection process, pro-
vide projections and scenarios for population, land use, economic develop-
ment, and other relevant development sectors relevant to the District and its 
villages/municipalities. Establishing this development framework may require 
outside expertise if it is not readily available among the core team and stake-
holder group. If this is the case, establish a panel of experts to develop land 
use/economic welfare/demographic projections and scenarios based on the 
data collected. This panel may be comprised of experts from the private, pub-
lic, academic, and civil society sectors with relevant experience in scenario 
assessment. Make sure that establishing an expert panel is within the budget 
of the project. This should be identified when establishing the Project Imple-
mentation Plan.


Task 3.2: Create a Draft Diagnostic report


Draft a diagnostic report of situation analysis finding; including city and vil-
lage profiles, community-based Participatory Rapid Appraisal data collected 
(if any), policy analysis, scenario projections, and an assessment of gaps in 
information to be pursued in future processes. This report should be designed 
to be easy-to-read and accessible to all sectors of society, as it will serve as the 
foundation for future analytical phases of the planning process. Organize the 
report according to structure established in Tool #7: Diagnostic Report Table 
of Contents.


Planning Tool #6: Participatory Rapid Appraisal Tool
Participatory Rapid Appraisal (PRA) is a way of utilizing imagery 
and dialogic community engagement techniques to gain an un-
derstanding of a community’s values or views on a particular sub-
ject. PRA programs consist of any number of community-based 
methods of data collection including interviews, focus groups, 
mapping, etc. PRA is generally a relatively fast and intensive pro-
cess that takes less than one month to complete. It is intended 
to be a process that is led by local people, for local people. The 
Participatory Rapid Appraisal Tool in this manual provides general 
guidelines and information about PRA and a number of common 
PRA tools. 
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Planning Tool #7: Diagnostic Report Table of Contents 
The Diagnostic Report Table of Contents Tool is provided to es-
tablish a general framework for data collection and presentation 
of situation analysis information. It is not intended to be followed 
rigidly. However, this tool highlights the main areas commonly 
addressed in regional planning profiles. Using the tool as a guide, 
make the changes necessary to be more locally specific. Include 
additional information if necessary but try to maintain a similar 
presentation format to what is presented. This will allow for bet-
ter central reporting and analysis with other Districts.


Once the draft Diagnostic Report is complete, provide copies to the Stake-
holder Group for review and feedback. If any changes are deemed necessary 
by the group, make them accordingly. Once complete, ensure that every mem-
ber of the Stakeholder Group is familiar with the document as it will be a vital 
component of the next project task – SWOT Analysis. 


Be sure to revisit the Dev-Info database to include all relevant data from the 
situation assessment process.
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Planning Tool #1:


Stakeholder Identification


Resources required Pen, copies of worksheet for partici-
pants, flip chart


Suggested time requirement 1 – 2 hours 


Rationale and Comments Having a complete listing of stake-
holders is the first step to pinpoint-
ing critical stakeholders, forming a 
Stakeholder Group, and identifying 
where and how stakeholders could 
participate in the process.


Procedure Ask core team participants to fill out 
the worksheet. Have participants read 
their answers until all are stated. Use 
a flipchart to record group responses 
and record these on a worksheet. 
Brainstorm additional stakeholders as 
a group. Be specific!


Key Questions List of Stakeholders


c Who might benefit or be negatively 
affected (e.g. client groups such as the 
urban poor, policy proponents such as 
NGOs)?


c Who should be included because of 
their relevant formal position (e.g. gov-
ernment authority)?


c Who should be included because they 
have control over relevant resources 
(e.g., money, expertise)?


c Who has power to hinder or block 
implementation (e.g., activist groups, 
lobby groups, implementing agencies)?


Comments:                                                                                                                     
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Candidates Groups to Consider 


Public Business and Labour Local area and 
Non-Governmental


c Local governments 


c National governments


c Sector boards and 
authorities (e.g. health, 
education, transporta-
tion)


c Zoning board


c Education institutions 
(technical schools, 
universities)


c Utilities


c International support 
(lending institutions, 
development agencies)


c Small and medium sized 
businesses


c Large corporations


c Trade and Labour unions


c Banks, credit unions and 
other financial groups


c Chambers of commerce


c News media


c Business support groups 


c Professional associations


c Private utilities


c Private education 


c Think tanks


c Local area leaders


c Informal economy groups 


c Neighbourhood groups


c Local educational institu-
tions


c Local religious groups


c International development-
groups working locally


c Women and youth groups


c Minority, disabled and dis-
advantaged groups


c Environmental groups


c Cultural, historical and arts 
interests







Resources required Pens, copies of the worksheet, flip chart


Suggested time requirement 1 – 2 hours


Rationale and Comments This will help in assessing the stakeholders 
and developing a Stakeholder Group and pub-
lic involvement plan.


Procedure Use the list generated in Planning Tool 1 to fill 
out the matrix below. First, ask participants to 
fill out the worksheet. It may be a good idea 
to break the group into small working groups. 
Have participants read their answers until all 
are stated and discuss differences in the as-
sessments. Use both a flipchart and worksheet 
to record group responses.


Stakeholder Description of 
key interest


Description of 
key potential 
contributions


Partnership Assess-
ment 2


Is their involvement:


c Essential: process will fail 
without involvement


c Important: process is 
limited and implementation 
may suffer without it


c Minor: nice to have


Current Potential


Government:    
Municipal,  Na-
tional, Traditional, 
etc 


Private Sector


Civil Society 
Organizations


Other 


Planning Tool #2:


Stakeholder Analysis Matrix
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2 Consider the following issues when assessing stakeholders:
•	 their	stake	in	the	issues	(e.g.,	the	client	groups	such	as	the	urban	poor,	policy	proponents	such	as		NGOs);
•	 their	formal	position	(e.g.,	government	authority);
•	 their	control	over	relevant	resources	(e.g.,	money,	expertise),	and;
•	 their	power	to	promote,	hinder	or	block	implementation	(e.g.,	activist	groups,	lobby	groups,	implementing	agencies).







Stakeholder identification, capacity and interest process
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Resources required Pens


Suggested time requirement 1 hour


Rationale and Comments Establishing a Terms of Reference (TOR) for 
the Stakeholder Group will avoid many potential 
problems and pitfalls.


Procedure Use this worksheet and its questions as a guide 
for the core group to develop a Terms of Refer-
ence for the Stakeholder Group. 


Use the answers from these questions to write a terms of reference that all stakeholders can sign.


c	 What are the basic tasks of scheduling meetings? Writing agendas? (e.g. Who will do it? How 
will the agenda be agreed to?)


c What activities are to be jointly undertaken?


c What are the roles and responsibilities of the participants throughout the process (e.g., provide 
leadership, come to meeting prepared, complete action items that result from meetings and 
workshops)?


c What information will be needed and what are the standards for information gathering and 
sharing? Will the project rely on work already completed and on the knowledge and experi-
ence of participants? How will this be gathered? Will additional research need to be conduct-
ed?


c What are the resources to be provided by each participant?


Planning Tool #3:


Stakeholder Terms of Reference 3


3 Adapted from ICLEI, 1996. The Local Agenda 21 Planning Guide. Toronto.
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c What are the decision-making methods, including dispute resolution and review?


c What are the agreements on how the outcomes of the planning process will be integrated into 
the planning activities of the municipality? 


c What is the communication protocol? With other members? With members constituents? With 
the media? With public officials? 


c What is the protocol for letting new members into the process – when and how? 


c Have participants identified alternate representatives? 


Resources required If conducted as a group exercise: Pens, copies of 
worksheets for participants, flip charts.


Suggested time requirement 15 min for worksheet. Discussion as needed 
– depends if results are to be collected and ana-
lyzed before discussion at the next meeting or if 
discussion will take place immediately following 
exercise.


Rationale and Comments This exercise is meant to provide a quick oppor-
tunity for a common understanding of the local 
area.  Where understandings are different, this 
exercise can help build awareness of different 
perspectives among stakeholders.


Procedure Have participants fill out worksheet.
Discuss results.
Possibly collect results, analyze and return analy-
sis to group for discussion.


Assessment Statement Rank Comments


1. Leadership in the public sec-
tor is diversified and repre-
sentative of your local area 
(age, gender, wealth/poverty, 
culture)


Low    Med     High


2. Leadership in the private sec-
tor is diversified and repre-
sentative of your local area 
(age, gender, wealth/poverty, 
culture)


Low    Med     High


Planning Tool #4:


Local Area Assessment
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3. Marginal groups are orga-
nized and have the capacity to 
participate


Low    Med     High


4. Elected leadership is vision-
ary, capable of forging allianc-
es, able to build consensus 
and willing to share power to 
get things done


Low    Med     High


5. The citizens of your local area 
feel a sense of pride and at-
tachment


Low    Med     High


Assessment Statement Rank Comments


6. Local area members feel opti-
mistic about the future


Low    Med     High


7. There is a spirit of co-opera-
tion and mutual assistance in 
your local area


Low    Med     High


8. Your local area is self-reliant 
and looks to itself and its own 
resources to address major 
issues


Low    Med     High


9. Your local area has a strategy 
for broad public participation 
in planning and decision-mak-
ing


Low    Med     High


10. Your local area currently has 
a local development strategy 
or land use plan  to guide its 
development


Low    Med     High


11. Citizens and stakeholders 
have the opportunity to be 
involved in the creation and 
implementation of the District 
development plan


Low    Med     High


12. Your local area adopts an ap-
proach that encompasses all 
citizens, regardless of wealth, 
power and influence


Low    Med     High


13. Your local area has identified 
and/or acted on opportunities 
for collaboration with other 
communities and jurisdictions


Low    Med     High


14. Your local area is willing to 
seek out resources to address 
identified areas of weakness


Low    Med     High
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15. There is a strong belief in, and 
support for, education and 
skills training at all levels


Low    Med     High


16. There is a variety of active or-
ganizations that address key 
local service needs (planning 
and coordination, education, 
health, social services, infra-
structure, employment) 


Low    Med     High


17. Organizations in your local 
area have developed partner-
ships and collaborative work-
ing relationships


Low    Med     High


Resources required Funds for survey development and implementa-
tion, data collection, data entry and analysis. 


Suggested time requirement As needed.


Rationale and Comments A survey should be developed according to the 
context in which it is being implemented.  While 
one can solicit a great deal of information, the 
collected information is worthless unless it is 
analyzed and used.  It is best to solicit respons-
es that can be entered into a database (e.g. 
Dev-Info) easily.   To maximize the versatility of 
the information collected, the opportunities and 
constraints of such data management systems 
in terms of data organization, standardization, 
and analysis, should be understood when de-
signing and implementing any survey. 


Procedure Distribute the survey to a representative sample 
of the community. Collect completed surveys. 
Enter the data in computer database and ana-
lyze. 


SAMPLE QUESTIONNAIRE


1. What is your opinion about your community regarding the following aspects (grade each as-
pect with a mark between 1 and 3, 1 standing for “very good”, 2 = “good” and 3 = “bad”):


1 2 3


Natural environment/surroundings


Utility service levels and equipment (eg. Water, sewage, electricity)


Planning Tool #5:


Community Survey Sample
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Land use planning and organization (well planned adequate services, transpor-
tation, etc.)


Level of equipment with/existence of public services (schools, hospitals etc)


Level of development of the local economy


Relations of co-operation with neighbouring communities (economic, cultural 
etc.)


Manner of administration of the town


2. From your point of view, do you consider your community to be:


 poorly developed  developed  very well developed


3. Do you believe that in 5 years the overall quality of life in your community could significantly 
change…?


 for the better  will remain unchanged  for the worse


4. How do you assess the involvement of the administration in the development of the area?


 Is not involved at all Could be more involved  Is very much involved


5. Do you consider that in your community:
 
	 •	 The	common	interest	is	always	set	above	private	interests
	 •	 Private	interests	are	set	above	the	common	interest


6. Does the administration encourage you to be a part of community life? 


 Yes   No 


 If “yes”, answer question 7
 If “no”, go straight to question 8


7. In what specific ways does the administration encourage you to be part of community life? 
(provide three examples of such ways/facilities)


 1…………………………………………………………………………….
 2…………………………………………………………………………….
 3…………………………………………………………………………….


8. In your opinion, what are the reasons for not being encouraged? (provide three examples of 
possible reasons)


 1…………………………………………………………………………….


4 Questions 8, 9 and 10 should not be filled in by local councilors or representatives of public administration, since their 
involvement on community life is self-evident, due to the roles and offices they hold.
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 2…………………………………………………………………………….
 3…………………………………………………………………………….


9. In your opinion, what are the fields/areas that have major problems, in your community? (grade 
each field/area with a mark between 1 and 3, according to how serious  the problem is: 1 = 
very serious, 2 = serious, 3 = not very serious)


FIELD/AREA 1 2 3


Agriculture


Industry


Housing 


Traffic and public transport


Utilities services (water distribution, sewerage, waste disposal etc.)


Education


Healthcare and social welfare


Environment protection


Other fields you consider important (e.g.: culture, sports, tourism etc.)


10. Among the fields/areas that you believe have major problems in your community, for which 
have you perceived some interest on the part of the administration to find solutions to them? 


FIELD/AREA


Agriculture


Industry


Housing 


Traffic and public transport


Utilities services (water distribution, sewerage, waste disposal etc.)


Education


Healthcare and social welfare


Environment protection


Other fields you consider important (e.g.: culture, sports, tourism etc.)


11. Among the fields/areas that you believe have major problems in your community, in which 
case do you believe the administration should co-operate with the administrations of other 
communities in order to find solutions to those problems?


FIELD/AREA


TO
O


L 
#5







Agriculture


Industry


Housing 


Traffic and public transport


Utilities services (water distribution, sewerage, waste disposal etc.)


Education


Healthcare and social welfare


Environment protection


Other fields you consider important (e.g.: culture, sports, tourism etc.)


12. Do you consider that right now there is such a tendency (towards co-operation)?


 Yes  No  I don’t know


 If “yes”, name the fields/areas affected by trends towards co-operation: 
 …………………………………………………….......……………………………………………...
 If “no”, go straight to question 13


13. In your opinion, what are the most important areas for your community to focus on, in its local 
development efforts? (Grade from 1 to 7, in order of importance)


FIELD/AREA


Agriculture


Industry


Housing 


Traffic and public transport


Utilities services (water distribution, sewerage, waste disposal etc.)


Education


Healthcare and social welfare


Environment protection


Other fields you consider important (e.g.: culture, sports, tourism etc.)


14. In your opinion, where should the local public administration find the resources required to 
encourage the community’s sustainable development? (Grade from 1 to 7 in the order of the 
impact on development)  (1= most powerful, 7= least powerful) 


The local budget


The regional budget
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The central budget


The internal private sector (by attracting local investment)


The private sector outside the town


External funding (European Union, World Bank, other)


Other types of local resources (contributions in money and labour from the members of 
the community etc.)


15. What community do you perceive as a strong “competitor” for your community? 
 ....................................................................…………….................................................. 


16. Why? 
 ...............................................................................................................................................


17. What community do you perceive as a suitable “collaborator” for your community?
 ....................................................................…………….........................................................


18. Why?
 ....................................................................…………….........................................................


19. Are there any current co-operation relationships with the latter? 
 
 0  Yes  No  I don’t know               
 
	 (If	“yes”,	answer	question	22;	If	“no”,	go	straight	to	question	21)


20. In what fields do these cooperation relations already exist? (provide 3 examples)
	 •	 .........................................................……..
	 •	 .........................................................……..
	 •	 .........................................................……..


21. In your opinion, what does your community have to offer more than the neighbouring commu-
nities?


	 •	 .........................................................…………………
	 •	 .........................................................…………………
	 •	 .........................................................……………….…


22. As a resident, what do you believe your community has special and different when compared 
to other communities and you would like to remain unchanged?


 ....................................................................…………….........................................................


23. Name one positive aspect and one negative aspect with regard to your community, from the 
point of view of the following types of relationships:


Relationships of the residents of  your community


Within the community With the local administration With other communities


Positive 
aspect


Negative 
aspect
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24. If you had the power to change something in your community, what would be the first three 
measures you would take?


 1.………………………………………………………………………………………………………
 2.………………………………………………………………………………………………………
 3.……………………………………………………………………………………………………....


25. Would you move to another community if you had the opportunity?    


 Yes  No


26. If yes, where?
 ....................................................................…………….........................................................


27. Why ?
 ....................................................................…………….........................................................


28. Do you believe that, after graduating from secondary school, the young people of the com-
munity should move to other communities?   


 Yes  No
 
 If yes, why?
 ....................................................................…………….........................................................


29. For how long have you been living in your community?


 Less than 5 years   5 – 10 years   over 10 years


30. When was your residence built?
 ....................................................................…………….........................................................


31. How satisfied are you with your life and with the life of your family? (assess, on a scale from 1 
to 5, 1 being the maximum value and 5 the minimum value)


1 2 3 4 5


32. In your opinion, how satisfied are the residents of your community with their lives? (assess as 
for question 38).


1 2 3 4 5


33. Where do you stand, compared to the other residents, in regard to average monthly family 
income?


 I have high income  I have medium income  I have low income


34. Gender: F M
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35. Age
 


20 –30 years 31-40 years 41-50 years 51-60 years over 60 years


36. What is the last education level completed?


 primary  secondary  university  postgraduate


37. Your profession.........................................................................................................
 Last and first name...................................................................................................
 Address....................................................................................................................
 Phone, fax:...............................................................................................................
 E-mail:......................................................................................................................


Resources required Variable


Suggested time requirement Variable


Rationale and Comments Participatory Rapid Appraisal is a set of tools 
to engage communities in planning processes 
through dialogue and graphic representation.  Able 
to reach large numbers of people in relatively short 
time frames, Participatory Rapid Appraisal can give 
communities a sense of ownership of the planning 
process through their active engagement. 


Procedure Participatory Rapid Appraisal techniques are too 
numerous and detailed to list comprehensively. 
Every community is different and each context 
requires a unique way of approaching Participatory 
Rapid Appraisal. The information below provides 
some guidelines for implementing Participatory 
Rapid Appraisal tools. It also references a number 
of resources for further information on commonly 
used tools. It is recommended that Participatory 
Rapid Appraisal activities be managed by Partici-
patory Rapid Appraisal specialists in close consul-
tation with civil society and community organiza-
tions.


Participatory Rapid Appraisal Guidelines


1. Preparation 


1.1 Community Mobilization


Planning Tool #6:


Guidelines for Participatory Rapid 
Approaisal Fieldwork TO
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Preparing with the community is an essential step to ensure active participation.  This may be 
done through the following steps:


c Coordinate with the village council to contact community leaders, and find appropriate ways to 
involve fully the community.


c Coordinate with active organizations in the village, women and youth centers and develop a 
mechanism for carrying out the Participatory Rapid Appraisal exercise. 


c Consult with community members regarding times and places for community interviews and a 
public meeting.


c Involve the community volunteers in creating awareness within the community.  This should 
include: explaining the purpose of Participatory Rapid Appraisal, stressing the importance of 
active participation, and advertising the time and place of Participatory Rapid Appraisal activi-
ties in their village. This may include: developing banners, distributing brochures and sending 
out invitations.


1.2 Gathering of Background Information
A checklist of background information should be drawn up before going to the village.  This will 
help to develop the village profile and to plan and facilitate the Participatory Rapid Appraisal 
activities.  


2. Sampling


c Sampling is essential to ensure that the Participatory Rapid Appraisal results express the 
needs of the majority, to manage any conflicts, and to avoid domination by certain groups.


c It should be as representative as possible.


c The number of interviews should be determined according to the village population size. As 
an example, at least three group interviews should be done in each village. Ideally each group 
interview should represent 300-500 people.


c In the situation where there are separate meetings for men and women, a focus group discus-
sion should be conducted to reconcile any differences in priorities. Ideally, an experienced 
team member should conduct this. See the guidelines for focus group discussion in Annex 8.   


Sample size in relation to population size 


Size of Population Groups No. of Group Interviews


< 1000 3


1000- 4999 4


5000- 9999 6


> 10000 8


3. Planning for Carrying-Out the Field Work


c Duration: One Day


c The Participatory Rapid Appraisal team should consist of 20-25 participants.


c This team should be split into 2 field teams, each headed by a field coordinator. 


c In turn, each field team should be divided into two village groups of 4-6 people.


c Field coordinators will be responsible for: assigning roles and responsibilities among the vil-
lage	 groups’	 members;	 clarifying	 the	 Participatory	 Rapid	 Appraisal	 purpose	 with	 the	 team	
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and determining the uses of the information from the Participatory Rapid Appraisal.  This will 
facilitate defining the main issues of the research, relevant information and its source, and 
designing the appropriate tools for data collection and analysis. 


4. Steps to Carry Out the Participatory Rapid Appraisal Exercise/Framework 


4.1 Duration: 
2-4 days for each village, depending on the size of both its population and the Participatory Rapid 
Appraisal team.


4.2 Participatory Rapid Appraisal Activities:


c Review and summarize secondary sources. 


c Organize a village walk.


c Make community maps showing the location of, and accessibility to, various public services.


c Conduct group interviews. A list of key questions should be prepared as an example for the 
field team.


c Hold focus-group discussions.  


c Hold a public meeting.
 
4.3 Guidelines for public meetings:


c Preparation: 
 Analyze and consolidate data for presentation.
 Agree with community representatives on the time and location.


c Participants: 
 Include representatives of local service providers, NGOs active in the village, community or-


ganizations, relevant line ministries, and from the community.


c Plan of public meeting:
1. Explanation of the meeting’s objectives and setting ground rules.
2. LRDP presentation.
3. Presentation of information summary collected through community interviews and the other 


Participatory Rapid Appraisal tools.
4. Presentation of an outline of problems and requirements.
5. Workshop, using the pocket-chart exercise and suggestion box (use   drawings with illiterate 


people), to determine the needs and priorities.
6. Conclude with an overview and discussion of the results. 
7. Next steps.


4.4 Presentation of the Participatory Rapid Appraisal Results
The PRA findings should be discussed with the community leaders, community organizations and 
service providers to confirm the priorities, which were decided by the community members in the 
public meeting. The presentation should also be used to gather knowledge relating to the plans of 
the development agencies and service providers.    


4.5 Reporting
The fina report should be submitted to the planning team within two weeks of the fieldwork, and 
be subsequently distributed to appropriate stakeholders, particularly those who participated in the 
process. 


Resources for Further Information


Semi-structured interviewing 
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Semi-structured interviews are guided conversations where broad questions are asked that do 
not constrain the conversation - and new questions are presented as a result of the discussion.  A 
semi-structured interview is a relatively informal discussion based around a specific topic. They 
are best conducted in pairs with the person doing the interview and one the other taking notes.  
The initial set of questions presented should be prepared, yet flexible, allowing for respondents 
to express their opinions through dialogue. Questions should be simple, and tested prior to the 
interviews.  Interviews should take no more than one hour.


Focus group discussions 
The goal of focus group discussions is to collect general information about an issue from a small 
group of people through group discussion. A broad question  is given to a group of 5-10 people to 
discuss for one or two hours.  There is minimal intervention by the facilitator other than to make 
sure everybody has a voice.  The discussion is either recorded or detailed notes are taken for 
later analysis. Focus groups should be conducted in pairs  with one person facilitating the discus-
sion and the other taking notes.
Community Mapping
Community mapping seeks to draw on the knowledge of local people to develop a map of the 
local area.  This is a good way of identifying who is currently and historically undertaking land 
use activities, where problems are occurring, and where improve ments have been noticed. Using 
large sheets of paper draw the outline of the local area, including roads, towns, natural features, 
and/or property boundaries if necessary.  People can then add their information directly to the 
map through any number of mediums.


Questionnaires and Surveys
Questionnaires and surveys both seek to gain information from a large number of people in a 
structured way and according to specific questions. Questionnaires and surveys can be very 
simple to quite complex.  The terms questionnaire and survey are often used interchangeably. 
However, if a distinction is to be made, a questionnaire is a form of questions that people gener-
ally fill in, while a survey tends to include face to face or telephone interviews.  Unlike semi-struc-
tured interviewing, surveys follow a very specific and structured set of questions.  Questionnaires 
and surveys often require some expertise in order to make sure that they are worded correctly 
and can thus be properly analysed.  


Rich pictures
The rich pictures method is designed to allow participants to make pictorial representations of all 
the things they feel are important to a particular situation.  This helps those collecting data to see 
interactions and connections between different stakeholders and issues. Using a large sheet of 
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paper and symbols, pictures and words, draw a rich picture of the situation you wish to address.  
It is often best to start by putting down all the physical entities, for example, people, organisa tions 
or aspects of the landscape that are important.  Then ask the group what key rela tionships exist 
between the objects that have been depicted.  This is best accomplished with 5-10 people and 
can take up to 2 hours.


Historical analysis
Historical analysis helps people to understand the history and background of a situation or issue.  
It is a valuable way of exploring how change has occurred in the past, why things are the way 
they are, and why different groups or individuals have the views that they do. Set up a large sheet 
of paper and draw a matrix. Put dates down the side and beside them put topics such as key lo-
cal events, key exter nal events, influence of local individuals and groups, major changes (social, 
environ mental, economic, political) and key trends.  With a participant group, fill in the table that 
has been created.  It is usually best to complete the trends for each time period as a way of 
rounding off the exercise.  This can take several hours but can be effective with larger groups.


Resources required Variable


Suggested time requirement Variable


Rationale and Comments All of the information needs identified in the 
Detailed Table of Contents below are important 
to developing a situation assessment for District 
Strategic Development Planning. However, 
limitations and constraints such as time and 
money, may limit in what way and how much 
of this information can be gathered. Be strate-
gic about data collection. Review the  Detailed 
Table of Contents and use it as a template for 
your Diagnostic Report


Procedure 1. Review the Table of Contents listed below.
2. Secondary Source Data Collection – Docu-


ment and Literature Review.  Much of the 
data needed to gain an understanding of 
the District may already exist. Conduct a lit-
erature and document review to make sure 
you do not ‘reinvent the wheel’ -- get data 
that has already been collected.


3.  Primary Source Data Collection – Surveys, 
Focus Groups (public or experts), Direct 
Observation.  Develop instruments and 
questions for qualitative data collection. Be 
aware of time and resource constraints. 


Executive Summary 


List of Acronyms


Planning Tool #7:


Table of Contents as a Guide to 
Data Collection TO


O
L 


#7







Acknowledgements 


I. Introduction 


 1.1 Purpose of Report


 1.2 Research methods 


 1.3 Challenges and information gaps


II. District Study Area


 2.1 Scope of Study Area


 2.2 Administrative boundaries


 2.3 Municipalities and villages


III. Population and Demographics


 3.1 Population and Life Cycles (fertility, mortality, migration, etc) 


 3.2 Demographics (age, gender, religion, socio-economic status, etc)


IV. Land Uses


 4.1 Urban and peri-urban


 4.2 Rural and agricultural


 4.3 Commercial and Industrial


V. Legal and Regulatory


 5.1 Applicable government agencies


 5.2 Land use planning


 5.3 Physical planning and zoning


VI. Infrastructure and Public Services


 6.1 Transportation


 6.2 Water


 6.3 Waste


 6.4 Energy


 6.5 Communications


 6.6 Policing and security


VII. Housing


 7.1 Supply and needs


 7.2 Affordability


 7.3 Safety and stability


 7.4 Access to services


TO
O


L 
#7







VIII. Health


 8.1 Vital statistics


 8.2 Utilization of health services


 8.3 Infrastructure and service providers


 8.4 Human resources


 8.5 Expenditures and Costs 


IX. Social Services


 9.1 For women


 9.2 For youth


 9.3 For the elderly


 9.4 For people with disabilities


X. Education


 10.1 Schools (primary, secondary post-secondary)


 10.2 Teachers and curriculum


 10.3 Literacy and participation rates


 10.4 Skills training and adult education


XI. Economy and Economic Development


 11.1 Employment and labour


 11.2 Economic sector profiles


  11.2.1 Agriculture


  11.2.2 Manufacture and industry


  11.2.3 Retail and trade


  11.2.4 Tourism and hospitality


 11.2.5 Other


 11.3 Micro and small businesses


 11.4 Informal economy 


 11.5 Linkage, leakages, and supply chains


XII. Environment and Natural Resources


 12.1 Resources


 12.2 Living systems 


 12.3 Ecosystem services


XIII. Culture and Heritage


 13.1 Arts and culture 


TO
O


L 
#7





