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Foreword

Il around the world, local governments, the private sector and civil society

are demanding better ways to achieve local economic development, a
cornerstone of sustainable development. This is due to the fact that local
governments face increased democratic reforms and greater decentralization at
the same time as massive transformations are taking place in the global
economy resulting from trade liberalization, privatization, and enhanced
telecommunications. The significance of these changes is that citizens and
local governments now face formidable challenges, greater opportunity, and
growing responsibility to work together to address the economic health of
municipalities and the livelihood of their local citizens, many of whom may be
under- or unemployed and living in poverty.

The purpose of the training series on Local Economic Development (LED) is to respond to
this demand and help local authorities and their partners in the private, public and community
sectors address these issues. Achieving economic growth and staying competitive is a serious
challenge in itself. Ensuring the benefits of growth spread widely such that development becomes
inclusive and impacting on the quality of life of all citizens is even more challenging. The question
therefore is not only how we can make economic growth a reality in our communities, but how we
can make sure that the growth benefits the marginalised and the poor. This requires firmly placing
LED within the broader framework of local sustainable development. This in turn demands a
strategic approach to LED that implies careful consideration of the various trade-offs, and making
difficult choices. It also demands harnessing and mobilizing the local human, social, financial and
natural capital towards the common vision, goals and objectives that the community aspires to
achieve. This is possible only when the various stakeholders and actors join forces to make a
difference in quality of life in their cities, towns and settlements.

This series on Local Economic Development, developed by UN-HABITAT, in partnership
with EcoPlan International, is built around these principles. Whilst there are many tools and best
practices in the field of local economic development, mainstreaming these into the local government
institutional structure and development agenda remains a key challenge. This series will go a long
way in bridging this gap, and enhancing the role of local authorities, elected officials and their
officers, in guiding and stimulating local economic development to the benefit of their citizens.

The process of developing the LED Training Series relied on the above-mentioned basic
philosophy of knowledge sharing. As is evident in the Acknowledgements, a wide range of local
economic development professionals offered their ideas and experience to make this final document
rich in content, robust in methods and widely applicable. There are many to thank in the
achievement of this training series: from the funding agencies — the Canadian International
Development Agency (CIDA) and the Dutch Partnership Programme, to the contributing members
of the “virtual round table”, to the dozens of trainers and members of local government, private
sector and civil society. Their wisdom and pragmatism permeate the documents in this series. Due
acknowledgement must also go to Gulelat Kebede and the Training and Capacity Building Branch
(TCBB) team of UN-HABITAT who guided and contributed to the project while bringing it to fruition.
Final gratitude is reserved for principal author William Trousdale of EcoPlan International, Inc.
(EPI), as well as to the many co-authors who undertook the challenge of articulating this innovative
training series.

WG@M

Anna Kajumulo Tibaijuka
Executive Director, UN-HABITAT
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Preface

trategic planning for local economic development is important. It is a cornerstone of

sustainable development. It involves wise resource use, integrating values and thinking
ahead. These are demanding tasks that can be intimidating, and at times, overwhelming. They need
not be.

In our work around the world, we have seen local economic development (LED) planning
processes unnecessarily get stuck, lose momentum or, worse yet, not get started in the first place.
In other cases, we have seen LED processes craving fresh insight, innovative ideas or a new sense
of direction. We believe that confronting these basic challenges and taking advantage of these
opportunities are well within our reach. It is this belief that inspired the development of this
training series on LED.

As part of the development of this LED training series, we convened a Global Round Table
of LED professionals. From Africa to Asia, Slovakia to Canada, Washington, DC to Quito, we
received a myriad of perspectives on the core issues of LED. What we found was encouraging — the
opportunities are great, the success stories extensive and the lessons learned helpful. Our Round
Table participants pinpointed key issues in LED, such as leadership; enabling environments;
children, youth and gender; job quality; society and environment; governance and democracy;
culture; capacity; poverty reduction and globalization — to name but a few. Our Round Table
participants agreed that for LED to succeed, local leaders and economic development practitioners
need to have access to a range of tools, ideas and experiences to help them strategically address
their own complex issues at the local level. Local challenges require local solutions.

We believe that strategic planning for LED is a pragmatic and powerful tool that can help
significantly address local issues. By engaging in a strategic planning process for LED, at a
minimum, this offers a way to improve the necessary interaction among business, government,
labor and the poor. If done well, it provides a way to clarify competitive advantages, identify
cooperative opportunities, craft innovative options and generate strategies that better achieve local
priorities.

The commonality at the heart of all the comments from our Round Table is the belief that
LED, broadly defined, can help communities to realize vibrant, resilient and sustainable local
economies capable of improving the quality of life for all.

The LED series will yield a number of key measurable outcomes. It would respond to the
existing demand and culminate in production of a tangible output that begins with local
adaptations of these manuals, and ends with durable, long-term training and capacity building
initiatives which are ultimately captured in the application of what has been learned. The LED
Training Series targets the development of concrete action plans as a clear output of the training
process. Partnerships and cooperation between public, private and civil society sectors underpin
these action plans. The series is important in its contribution to promoting knowledge sharing. The
LED Training Series uses case studies and real world examples to encourage the evolution of
learning-by-doing. The ultimate success and realization of these outcomes however lies on the
creativity of local establishments and actors -local authorities, training institutions, informal sector
operators, businesses, and civil society organizations-in adapting the tools to the realities on the
ground and using this series as a living document, keeping it enriched through new insights,
knowledge and experience.

So, if you have found yourself asking:

How do we get started in LED?

What are the steps and tools needed to develop a LED strategy?
What are alternative LED programs and projects?

What are other communities doing?

I Wy Wy I

...... then this LED Manual Series was designed to help you.

TRAINER’S GUIDE « PROMOTING LED THROUGH STRATEGIC PLANNING



Similar to the other UN-HABITAT training manuals, the LED training manual and
companion documents will be accessible to the public in print and electronic formats. It is our
vision to have this manual become a “living document” that will continue to be improved over time
and we encourage adaptation to local, regional and national contexts. As you use, change and
adapt the documents in this training series, we request due acknowledgement and credit.

Gulelat Kebede
LED Project Coordinator and Chief
Training and Capacity Building Branch, UN-HABITAT
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Understanding the Icons

PowerPoint Presentation/Lecture.
(The presentations are contained in the CD accompanying this Guide)

Facilitated Group Discussion

Toolkit Activity
(from LED Training Series, Volume 3: Toolkit)

Trainer’s Guide Activity
(Section 5 of this Guide)

External Presentation/Guest Speaker

Hand Out
(Case Study, background paper, etc)

Trainers’ Tip
(Trainers’ tip, trainers’ tip)

Activity
(Training session activity guide)
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he Trainers Guide is a companion document to the four volume UN-HABITAT/EcoPlan

International training series, Promoting Local Economic Development through Strategic
Planning. This guide has been developed to assist trainers in the design and delivery of training
workshops based on the series. The guide will help trainers provide an experience that is respon-
sive to the audience and to the local context. It provides field-tested advice on the efficient manage-
ment of the training process from workshop organization through to post-training evaluation,
participant follow-up and monitoring. The specific aims of the guide are as follows:

d To make training design and delivery simpler for the four volume UN-
HABITAT/EcoPlan International training series, Promoting Local Economic
Development through Strategic Planning;

4 To support and encourage quality control by helping trainers deliver workshops
based on a consistent format and structure;

OQ  To supplement the original training series with more technical tools; and

O To facilitate dissemination of the training series by making decentralized training
more accessible.

The tools presented in this guide were developed and field tested over time. They are based
on direct experience in delivering training workshops on the LED training series around the world
and incorporate the professional experience of EPl and UN-HABITAT trainers in other contexts.
While the Trainer's Guide is intended as a companion piece to the original training series, it
includes valuable tools that could be used in many other related training situations.

WHAT IS Local Economic Development?

Local economic development (LED) is a participatory process in which local citizens from all sectors
work together to stimulate local commercial activity, resulting in a resilient and sustainable
economy. It is a way to help create decent jobs and improve the quality of life for everyone,
including the poor and marginalized.

Local economic development encourages the public, private, academic and civil-society sectors to
establish partnerships and collaboratively find local solutions to common economic challenges. The
LED process seeks to empower local participants to effectively utilize business enterprise, labour,
capital and other local resources to achieve local priorities (e.g., promote quality jobs, reduce
poverty, stabilize the local economy, and generate municipal taxes to provide better services).

Creating a LED strategy is an integrated, process- oriented and non-prescriptive endeavor. It
fundamentally embraces Local values (poverty reduction, basic human needs, local jobs and
integration of social and environmental values), utilizes Economic drivers (value-added resource
use, local skills training, retention of income, regional cooperation) and considers Development (the
role of structural change, quality of development). Strategies can be generated that coordinate
targeted actions that develop from within the local area (maximizing local resources, plugging
economic leakages) and from outside (attracting business and technology compatible with local
values and needs).

Ultimately, however, LED is about sustainable development in the long-term. It takes time to
change local conditions, build capacity, organize participatory processes, and empower
stakeholders, especially the marginalized and poor.
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s aforementioned, this guide is designed to be used in conjunction with the four volume training
series Promoting Local Economic Development through Strategic Planning also commonly referred
to as the LED training series. Users must therefore the be familiar with the training series, in particular
Volume 2: Manual and Volume 3: Toolkit which outlines training tools that are referenced in this guide.

2.1 Who should use this Guide

The Trainers Guide is intended for experienced trainers and facilitators who have read the training
series and have a basic understanding and knowledge of the fundamental concepts of strategic
planning and local economic development. These include economic development and planning offi-
cials with local, regional, state and governments. They also include representatives of business
groups and development agencies, community development organizations, and academics with an
interest in strategic planning and LED.

Every trainer brings different skills and unique approach and personality to their train-
ing sessions. , In addition to these skills and approaches, an LED training session will be enhanced
by good understanding of the material being delivered as well as other characteristics of a good
trainer which include the following:

Large group and one-on-one facilitation skills;
Communications skills (listening, speaking, etc.);
Patience;

Time-keeping skills; and, of course,

A sense of humour.

I S T I

2.2 How to use this Guide

The Guide is organized to support a trainer delivering a “typical” five-day, three-day and one-day LED
training session. For each length of training session, a detailed and annotated agenda is provided that
summarizes the tools to be used, indicates the time for each of the workshop activities and provides direct
links to training materials and supplementary activities included in this guide and in Volume 3: Toolkit of
the LED training series. For each of the workshops, a summary page is also provided that summarizes
the workshop’s learning objectives, target audience and material needs. A compact disk (CD) has been
attached to this Guide and contains workshop activities, agendas, workshop PowerPoint presentations
and appendix materials. ‘Training tips’ based on experiences in the field is an additional element high-
lighted in related Workshop agendas and spread throughout this Guide. Look out for these valuable tips
in all sections.

It is important to clarify that this Guide is just that — a guide. It is not recipe that can be
followed directly for the same results each time. Training conditions and training groups change
and are inherently dynamic. This can result in different training outcomes. Therefore, a trainer
must be flexible and ready to adapt the program as conditions change. Trainers are also encour-
aged to simplify and/or expand upon the accompanying PowerPoint presentations depending on
the capacity and interests of their particular audience.
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ike Step 1- Getting Started -in the 10-Steps to Planning Excellence underscored in the LED
training series, planning to plan and training preparation are some of the most critical steps
in delivering an effective training workshop. Trainers need to:

4 Understand the needs of workshop participants. In so doing they should get
answers to questions such as (What are their capacity-building needs? What are their
LED challenges and opportunities? What do they need to prepare for the workshop?);
and,

QO Prepare themselves as a training facilitator. The trainer should ask(What materials
do | need? What should | give the participants in advance to help them prepare?).

The following sub-sections outline some basic pre-training tools that can be used in the
design of a training experience that is responsive to both the audience and the local context.

3.1 Quick LED Capacity-building Needs Assessment

A growing number of communities are requesting LED capacity-building initiatives and as trainers,
it is important to be able to respond effectively and efficiently to them. This was one of the reasons
this guide was created. Requests for training courses can come from local authorities, local organ-
izations, local institutions or from external agencies and organizations such as national-level local
government associations. Whoever the request comes from it is important to determine a basic con-
text for the training.

Determining a community’s capacity-building needs will help determine training priori-
ties, particularly where time and resources might be limited both on the training end and with
those requesting the capacity building. Therefore, for trainers and other workshop organizers, it is
important to be able to:

O  Quickly assess whether some of the success conditions for an effective strategic
planning for LED process are present in the community requesting the training (i.e.,
What is the incentive? What is their interest in the workshop and LED? Will the
community and potential workshop participants be receptive to, and ready for, the
training? Is there political support? Are there financial and human resources in
place?);

4 Efficiently define the scope and nature of capacity-building needed (i.e., Is the
community “starting from scratch” or is there existing capacity and some resources in
place to more effectively put the training into practice?); and,

4 Rapidly determine the extent of external support required (i.e., To help ensure that
the training is used effectively and/or results in tangible outcomes, will outside
financial and/or technical support be required?).

The following table presents some questions that can be asked in responding to a request
for training. Asking them will help determine community capacity and help provide some context
to begin carrying out preparations for a training session should it be determined to go forward with
one.

PRE-TRAINING SUPPORT TOOLS



Is there political will or commitment to local
economic development? How is this
demonstrated?

The LED training is a capacity-building exercise in itself. , its effectiveness in
generating real and tangible outcomes will be, however, improved if the host
community and/or workshop participants are already committed to carrying out
local economic development activities.

Are there any formal or informal local
economic development programs and policies
in place or underway? What is their scope and
status?

The national, state, provincial and regional programs and policies are important
to be aware of. But the municipal or local authority level programs and policies
are key. Existing local programs are indicators of local LED capacity and can be
profiled at the training workshop.

Local programs and program staff can also be integrated into the training
program through their incorporation with training activities, presentations and
field visits.

Locally grounded workshop training activities can also be motivational for
participants and more meaningful, particularly if their outcomes can be
incorporated into the existing program.

What kind of local human, financial, and
institutional resources are in place in the
community?

Although it is important to remember, that LED training is often carried out in
capacity-poor environments, it is important to:

= gauge local resources to determine whether workshop outcomes and
training could benefit local programs (where they exist); and

= determine the scope of the workshop (e.g., is there a budget for outside
speakers? Is there a local resource person to organize workshop logistics?)

Who is responsible locally for economic
development (public sector and private sector,
e.g., Chambers of Commerce)?

Conducting a high-level, preliminary stakeholder assessment can help
determine potential available resources and can be useful in gauging
community capacity (i.e., a community with numerous LED players might have
more internal capacity). It is also good to begin identifying potential workshop
participants.

What has their involvement been in this
request for training?

Motivated and engaged workshop partners are important, both in assisting
with on-the-ground logistics and with workshop preparation.
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The checklist below is a modified version of the one found in Volume 3: Toolkit. It high-
lights some essential logistical and pedagogical actions to be addressed before, during and after a
training session.

Before the Meeting/Workshop At the start of the Meeting/Workshop

Be first at the location

Introduce yourself & chat one-on-one with people
Introduce members/ice-breaker

Take care of small issues (housekeeping)

Review agenda: meeting goals, learning objectives, assumptions
Review needs/expectations

Vent likes/dislikes (if needed)

Establish conditions to participate

Establish a code of conduct for the workshop
Explain the process

Set time-frames

Reassess the agenda

Establish priorities

Establish a contract and get it signed
Interview the client or core group

Identify level of group experience and capacity
Determine time-frame

Clarify goals and learning objectives

Check stakeholder representation and finalize list of
attendees

Identify initial issues, “language” & participant
attitudes (survey, focus groups, interviews)

Establish workshop/process parameters
Clarify participants’ roles/responsibilities
Identify other workshop presenters (if any)
Create an agenda

Check logistics

Delegate workshop tasks

Identify, prepare and send out workshop materials (if
required)

Send introduction letter to group
Send out background package

I A W W ) U [ i S I I A o
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4. At the end of the Meeting/Workshop
Tie up loose ends

During a Meeting/Workshop
Make it a safe place for all to participate
Re-visit the “parking lot” Encourage women to participate
Encourage detailed next steps Use facilitation tools: summarise, paraphrase, check: are we on track?

Help set up next meeting agenda ensure participation, use humour
Manage disagreements and minimize more dominant participants

Focus on priorities & review goal
Help define tasks

Use breakout or sub-groups
Take breaks

[ S W

Summarise outcomes
Check buy-in to follow-up
Evaluate the meeting
Solicit personal feedback
Say good-bye

Be the last to leave - clean up

Iy )

Know when to move on

| Sy Sy Sy S i N )

Watch group dynamics
Put not immediately relevant in a “parking lot” for discussion later

It is important to know the background of the workshop participants, their experience with LED
and the context/role/results of LED in the region. To help achieve this, a questionnaire such as
the one below should be completed by each participant prior to the workshop - remember, it must
be sent out to them with sufficient time to complete it and return it. The answers will not only help
determine the knowledge level and experience of the group, but they should be used by the facili-
tator to structure group discussions on the first day of the workshop. Questionnaires are used for
all workshops, whether they are 1-day events or 5-day workshops.

PRE-TRAINING SUPPORT TOOLS



PRE-WORKSHOP QUESTIONNAIRE

1. In your country, what does local economic development look like?
2. Do local governments play an active role in local economic development?

If yes, what projects, plans or policies are in place? Who initiated the projects and
who is leading the effort now? Are NGOs (micro credit, micro enterprise etc), the
private sector (chamber of commerce, business development areas etc) and/or local
citizens are involved? Are these groups working together in partnership? Have there
been any particular successes and/or difficulties?

If no, which level of government and/or institution(s) is responsible for local
economic development? What have been the outcomes of their work?

3. What type of strategic planning do local governments undertake in your country? Is
local economic development part of this process?

4. 1s LED in your country proactive (do your local areas have plans and policies in
place to guide LED?) or reactive (do your local areas react to government policy,
funding programs, or react to private sector initiatives?)

5. Are you aware of any national / regional / local training tools which have been used to
support LED processes, and if so what are they and how successful have they been?

6. Do Local Economic Development policies in your country have specific “pro-poor”
poverty reduction elements? If so, please describe these.

7. Inyour view, what would be the key LED capacity-building needs in your country?
What do you think would be the best approach to build this capacity?

3.4 Pre-Training Homework and Reading Lists

All attendees should be briefed on their participation in the workshop prior to the event. While
extensive reading lists and pre-workshop homework are not required, the following section high-
lights some pre-event materials and “homework” that could be considered.

Required Reading:

4 Volume 1, Quick Guide: The concise, easy-to-read, 23-page guide provides a
snapshot of the Local Economic Development series. It can be e-mailed to
participants and is available in a number of languages, including English, Arabic,
Vietnamese, Spanish, French and Portuguese.

Optional Reading:
d  The Manual — Volume 3 of the LED series includes a comprehensive reference
section and a listing of LED web site links. Both can be sent to participants in

advance of the workshop. Access to the materials and even internet access will vary
widely from location to location.
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Optional Homework:

a

Local Case Study: For practitioners and professionals in the field, a short case
study on an LED project, process or policy from their home community can be
prepared in advance and presented at the workshop. If the facilitator has local
knowledge , or if the pre-workshop questionnaire provides the information, the
simple one- or two-page case study should be organized around Manual's 10-Steps
to Planning Excellence and highlight one or two particular steps in the planning
process (e.g., public engagement and stakeholders, monitoring and evaluation, etc.).
If the project is an entire LED strategy, the case study should summarize the
project and be organized around the 10-Steps as much as possible. For a local
project example, the facilitator should determine whether a field trip during the
workshop is possible.

LED Action ldea: As a final workshop activity, participants are often asked to
develop a rough concept plan initiating a LED process, or for a specific LED action
or project. Such a plan or project should be reasonably implemented in their home
communities over an 18- to 24-month period following the training workshop. This
task is particularly common in workshops sponsored by international development
agencies (e.g., UN-HABITAT) and can help generate more action-oriented workshop
outcomes. Participants can be told in advance about the action idea planning and
come prepared with an idea.

developed).

Participants generally do not have too much time to prepare for workshop, so limit required
reading and make optional reading specific (e.g., include the local case study if one is being

PRE-TRAINING SUPPORT TOOLS
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4. Core Trainer Support Tools

his section provides a series of core trainer support tools. It is built around three training

options that range from a comprehensive five-day training session or workshop to a short,
introductory one-day workshop. For each option, links to supporting tools in this guide are pro-
vided, as are references to supporting materials in the Toolkit- Volume 3 of LED training series.

For each of the workshops, a summary page is provided that summarizes the workshop’s
learning objectives, target audience, time and material needs and activities to be used. An anno-
tated agenda is then provided for each of the workshops. Five icons are used to indicate what mate-
rials the facilitator will need for each agenda item and what activities will be undertaken. In
addition, the time for each workshop activity is indicated and summary guidelines on presenting
and facilitating the particular section are also included.

Activity Icon

PowerPoint Presentation/Lecture.

(The presentations are contained in the CD accompanying this Guide)

Facilitated Group Discussion

Toolkit Activity

(from LED Training Series, Volume 3: Toolkit)

Trainer’s Guide Activity

(Section 5 of this Guide)

External Presentation/Guest Speaker

Hand Out
(Case Study, background paper, etc)

Trainers’ Tip

(Trainers’ tip, trainers’ tip)

Activity

(Training session activity guide)

Q
A
=
|
B4

4.1 Training Options

The training options presented in the following subsections provide a general agenda for a five-day,
three-day and one-day, and workshops. One-day events tend to be more policy-oriented workshops
that are targeted towards national and local government officials and private sector representatives
who are typically unable to attend longer sessions. They do not go through the strategic planning

CORE TRAINER SUPPORT TOOLS
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process in detail and tend to include substantial discussion of locally/regionally/nationally rele-
vant LED issues and actions. As such, they require substantial advance preparation.

Longer three- and five-day workshops tend to be convened for planners, LED practition-
ers, trainers and staff involved in LED implementation. While the agendas for the longer workshops
will likely not require the same changes and advance preparation as a high-level, one day event,
modification will still be required depending on the target audience, the expected outcome and the
desired thematic focus. Target audience can be for example., trainers, municipal staff, senior gov-
ernment staff, private sector stakeholder groups, etc., The expected outcome is for example pegged
on whether the session is a training workshop or a strategy development workshop. Further,
the organizing agency and/or participants may wish to discuss LED in the context of thematic
issues, such as the informal sector, youth unemployment, infrastructure, public private partner-
ships, etc.

Given the changes that may be requested by workshop organizers and sponsors, the three
agendas provided in this Guide are provided only as starting points. The agendas are structured to
include learning objectives, themes, questions or issues to be covered during the workshop, and
include cross-referenced activities commonly used from the Toolkit - Volume 3 of the LED series for
easy reference. Whether it is a one-day or a five-day program and/or the thematic focus of the
workshop, all LED training courses typically cover the following components to varying degrees of
comprehensiveness:

1. An introduction to the concepts of strategic planning and LED;

2. An overview of key LED core concepts, including:

Developing a Business Enabling Environment

Competition and Cooperation

The Total Economy

Capital (the different kinds of capital, plugging leaks in a local economy, etc.)

Action ideas

An overview of seven key points in LED

4. Snapshot case studies of successful strategic planning for LED and LED Action
Ideas

5. A review of the strategic planning process, its four overarching questions (Where are
we now? Where do want to go? How do we get there? Have we arrived?) and the 10
Steps to Planning Excellence.

AN N N N N

w

Here are some general points to remember for all workshops:

4d Group Size: Most LED training and capacity-building workshops have between 10
and 30 participants, although some workshop can have over 40 participants. From
a trainer’s perspective, a group of between 15 and 25 is ideal. This is more
manageable for one trainer, but is big enough to permit the trainer to break the
larger group into three or four smaller groups for break-out sessions. It is also
small enough to permit one-to-one work where required and to allow participants to
get to meet and get to know other participants over the course of the training
session.

O Interactivity: It is important to note, that the most successful training programs are
the most interactive. Getting participants to work together on break-out activities is
energizing for the whole group and allows participants to put certain aspects of the
Manual’s approach into action. It important to schedule adequate time for break-
out work, particularly as participants often want to spend more than the allotted
time on the activities. Be flexible and make up the time where possible. Do not be
afraid to cut certain activities if others go longer than planned.

4  Workshop introductions: It is important to provide adequate time for introductions
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at the beginning of workshops. Often these introductions can be formal as they are
attended by local politicians and other dignitaries, many of whom will make opening
remarks of varying lengths. Remember, these workshops are valuable capacity-
building initiatives and many communities or local government agencies are excited
to be hosting them. Before printing the final agenda, it is important to determine
who will be attending the workshop opening and who will speak. Be prepared and
flexible to accommodate any time overruns during the more formal opening
sessions. Participant introductions tend to be more informal and Section 5.1 of this
Guide provides different tools for making participant introductions more interesting
and interactive.

d Workshop Presentations: Longer training sessions can involve presentations from
local or guest LED practitioners and professionals. A presentation from the host
community is also common and can often be used as a foundation or context for
break-out activities to give them more of a real-world feel. Guest presentations also
provide an opportunity for inter-regional learning and can create opportunities for
future collaboration and/or support with and between workshop participants. The
longer training syllabuses presented in the following sub-sections all include local
or host community presentations. It is important to try and limit the number of
guest presentations to maintain adequate training time and workshop focus. Clear
directions and time lines should be provided to workshop presenters and, ideally,
the presentations should be reviewed by the trainer before hand to ensure relevance
to the training and to make sure that they are not too long.

4 Workshop PowerPoint Presentations: Trainers are encouraged to simplify, expand,
or adapt the accompanying PowerPoint presentations depending upon both the
capacity and interests of their particular audience and the trainer’'s own experiences
and knowledge. Trainers should also add case study examples they are more
familiar with and/or remove and limit examples they are not familiar with. As with
the workshop agendas, the PowerPoint presentations are intended to be used as
generic starting points to be modified as necessary to fit the trainers’ own style and
perspective on the material being presented.
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Break-out sessions or small working groups need to be well defined and managed. Always

explain the process and objectives of the break-out activity in plenary (full workshop) very clearly

and in detail before the break-out groups. Giving an example of what is expected and discussing
it is very helpful. It is often wise to choose a ‘group’ leader to facilitate the break-out groups.

Maintaining the workshop schedule is a difficult and ongoing task. During break-out sessions, be
sure to remind groups often how much time they have left and where they should be in activity
(e.g., 30 minutes left, 15, 10, 3, etc.).

Use locally-available supplies wherever possible for easy replication.

41.1 Five-Day Training Workshop

Five-day training sessions are typically targeted toward the of training local or regional government
officials from planning and economic development departments, representatives of government
agencies and associations (e.g., Union of Local Government Authorities) and business group repre-
sentatives (e.g., Chamber of Commerce). The 5-day training session is quite interactive and
includes a significant number of break-out sessions and intensive group work. By the end of the
workshop, participants will have gone through a number of coordinated activities that will result in
the creation of a basic LED strategy framework for, the local government or for the community
selected as the model chosen for the workshop (e.g., the host community) or a simulation tool devel-
oped for the workshop.
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Workshop Objectives:

O  To give participants a clear understanding of the need for, and value of, a more
strategic and systematic approach to local economic development planning

Q To give participants a clear understanding of the “ten-step model for strategic
planning” (adapted, “Promoting Local Economic Development through Strategic
Planning”)

41 To develop participants’ skills so that they are able to implement the processes and
practices in their own work and enhance their organization’s planning capacity

Q To review potential local economy assessment tools and relevant LED actions (i.e.,
actual programs, projects and policies) that have been used elsewhere

Audience: Practitioners, planners, local implementing agency representatives, private sector
Time: 33 hours over five-days NOT including breaks, extended introductions, field trips, etc.

Training Materials: Computer, LCD projector, screen, 4 flip charts with paper, markers, tape (for
posting flip chart sheets), coloured note cards, voting stickers

Toolkit Activities:
(Note: For details of these tools please see Toolkit - Volume 3 of the LED series

Tool 2a: Stakeholder Identification

Tool 2b: Stakeholder Analysis Matrix

Tool 3d: Complementary & Comparative Analysis
Tool 3i: SWOT Analysis

Tool 4a: Developing a Vision

Toolk 5a: Working with Issues and Objectives
Tool 5a-1:Issues Brainstorming

Tool 5a-2: Cause-Effect-Outcome (CEO) Tool
Tool 5b: Simple Strategic Prioritization

Tool 6a: Creating Strategy Options

Tool 7a: Action Planning Frameworks

Tool 9a: Evaluation ‘How to’

[y Ty oy Iy Ny

Trainer’s Guide Materials:

d  Workshop PowerPoint , including Actions PowerPoint slide sets (found in the CD)
Simulation Tool (see appendix 2)and related tools (Stakeholder and Community
Engagement Plan, SWOT Activity, Visioning Activities, What's the Issue?, Crossing
the River: Options Analysis Tool)
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AGENDA: DAY 1 - Five Day Workshop

DAY ONE:

08:30 hrs

09:00 hrs

09:45 hrs

10:30 hrs

11:00 hrs

12:00 hrs

13:00 hrs
13:30 hrs

14:30 hrs

15:00 hrs

15:30 hrs

16:30 hrs

Context & Background

Registration
Official Introductions, Ice Breaker, ‘Housekeeping’ and Participant Introductions
Detailed Agenda, Expectations and Workshop Objectives

Break
The local and national contexts — overview presentations (local presenter - optional)
Lunch

Overview of LED, Strategic Planning and the Training Series
Examples of Strategic Planning for LED: The case of Horezu, Romania

Break

Module 1: Where are we now?
STEP 1: Getting Started
STEP 2: Stakeholders
Activities
— Introduction of Simulation Tool
— Toolkit activity 2a: Stakeholder Identification
— Toolkit activity 2b: Stakeholder Analysis Matrix
Wrap-Up and Review

Day One:

Introductions

Agenda Notes

Workshops require longer formal introductions for workshop organizers, funders
and the like and shorter, more informal participant introductions. Formal
introductions are covered in Section 4.1.

For participant introductions, facilitators should consider using different
introduction techniques, including pairing participants to interview and
introduce each other to the larger group. The introductions should let the
facilitator know where the participants are from, their experience with LED and
some kind of personal detail (favourite food, etc.) that the facilitator can use to
help remember participants and can draw on later in the workshop. Remember,
introductions can set the tone for the workshop, so it is important to keep them
as interesting, engaging and light as possible. Also, it is important to remember
that introductions can be time consuming. Active facilitation and time
monitoring is required. On average, estimate 2 minutes per participant. Write
down on the board or poster paper what you want them to cover: name, where
from (if applicable), position, interest and expectations with workshop,
something special (e.g., favourite food). If they have time to write it down,
participants will have time to think before responding which saves time overall.

30 min.

Ice Breaker

Many facilitators use an “Ice Breaker” activity to help set the tone for the
workshop. Different ice breakers that can be used are outlined in Section 5.1 of
this Guide. As a rule, ice breakers should be relatively high paced, short and fun
with an LED/strategic planning learning focus or lesson.

15 min.

Housekeeping

In addition to identifying the location of bathrooms, break-out rooms and other
workshop facilities, facilitators should get participants to quickly identify a set
workshop “rules” regarding cell phone use, breaks, start times and the like.
These are recorded on a flip chart and posted in the main workshop room. If
time permits have participants make the rules themselves.

Detailed
Agenda &
Objectives

Provide an overview of the workshop agenda, review workshop objectives and
clarify them with participants. Use information collected during the introductions
to begin personalizing the workshop and to help remember participants’ names.

45 min.

[ ]
@
®
By e
5 min.
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Day One: Agenda Notes (continued)

Item

LED - Local
and National
Context
Presentation

OPTIONAL

LUNCH

Overview of
LED and
Strategic
Planning

Time

1hr

Tools

Notes

This is an optional agenda item that will need to be organized ahead of time. It
would not occur, or would be replaced by other activities, if:

Q There is no desire on the part of local workshop organizers and/or sponsors
for it;

O Local workshop organizers and/or sponsors are unable to prepare a relevant
lecture (i.e., lack of data, lack of time, etc.);

O The activity does not fit into the program learning objectives and/or desired
workshop output; or

QO The host community will not be used as the “model” for workshop activities.

Still, a local presentation can be an important “courtesy” item. It is also
common for workshop funders to also make a short presentation on their LED
activities and approaches (e.g., UN Development Program, International Labour
Organization, national agencies, etc.).

In cases where the host community will be used as the “model” for workshop
activities and/or field visits will be included in the workshop, then a relatively
comprehensive overview, or “Situation Assessment,” may be necessary.
Guidelines for the types of information to be collected are found in |, Module 1,
Step 3 of the Manual —Volume 2 of the LED series. It is important to work
with the presenter and to assist them in developing the presentation to make
sure it meets training needs. If possible, previewing the presentation before
hand is important. Presentations should be organized around Manual’s 10-
Steps to Planning Excellence and highlight the relevant steps completed to date
(e.g., public engagement and stakeholders, planning to plan, etc.). For a local
project example, the facilitator should determine whether a field trip during the
workshop is possible.

1hr

A guest speaker who can provide insight on local and regional LED activities
should be considered for lunch(es). To ensure that participants get a break, the
presentations should be kept to 20- to 25-minutes. It is common for local
politicians and high ranking civil servants to make lunchtime speeches and
presentations.

1hr

'W.!
I Iy )

Walk participants through the first section of the workshop PowerPoint covering
the key concepts of LED and strategic planning.
Some of the key concepts to be covered include:

QO Economic leakage

Value chains

Business enabling environments

Community values and objectives in LED

What is “local”

Capital types (e.g., human, natural, physical and economic)
Sustainable development and LED

LED actions and spheres of control (defined by politics, agencies, power to
make decisions, financial constraints, etc.)

Jobs versus revenue in LED planning (e.g., in Latin America 80% of revenue
comes from large corporations which provide only 20% of employment,
while small and micro-businesses generate 20% of revenues, but provide
80% of employment)

O The “7 key points about LED”

(]

Horezu Case
Study

STEP 1 and
STEP 2

30 min.

30 min.

BREAK

The Horezu case study provides an example of a full-cycle, strategic planning for
LED project using the approach outlined in the Manual. Facilitators need to be
familiar with the example. The presentation should include time for discussion
and questions from the group.

Using the workshop PowerPoint presentation, introduce participants to the first
Module, “Where are we now?”, and lead participants through an animated
lecture on the first two steps, Getting Started and Stakeholders and
Participation.

Sometimes, when fielding questions pertaining to identifying stakeholders long discussions can
arise on power dynamics (i.e., Who decides who is a stakeholder and why do they get to choose
the stakeholders?) It may be helpful to use the “parking lot” strategy here and set some
questions aside for the end of the session. This will allow for the group to focus on the task at hand
while being careful not to discourage individuals from participating and sharing their ideas.
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Day One: Agenda Notes (continued)

Introduce the Simulation Tool and review the two overview slides of whichever
community is selected for the workshop (i.e., Fictionali, Case Studies A, B or C —
see appendix 2). The relatively short case study provides an overview of a
hypothetical municipality (Fictionali), its LED challenges and its current initiative
to develop a Strategic LED Plan. It is designed for use with Trainer’s Guide
activities in each of the Modules, and in conjunction with workshop activities
from the Toolkit — Volume 3 of the LED series. The tool will be used when
workshop activities are not based on the host community, or if it is more
appropriate to use a ‘generic’ example of a community for the workshop
activities.

Simulation

Tool 30 min.

Hand out copies of the Simulation Tool to participants. Give participants 25-
minutes to read it. After 25-minutes, ask the participants if they have any
questions about the Simulation Tool. Make sure they bring the Simulation Tool
hand out with them to future sessions.

Both activities can be done with the Simulation Tool or with the host community
case study where the host community is being used as a model/foundation for
workshop activities.

Activity 2a:
Stakeholder
Identification

Activity 2a: Stakeholder Identification can be done with participants working
independently for five minutes, answering the questions using their community
30 min as an example or L_Jsing the Simulation qu!. Record their responses on flip chart,
' black board or white board. The total activity should take 15-minutes.
Activity 2b:
Stakeholder
Analysis Matrix

Activity 2b: Stakeholder Analysis Matrix should be done as a whole group
activity with the facilitator leading it. Record participant responses on a flip
chart at the head of the room. Flip chart headers similar to those in activity can
be prepared before hand by the facilitator. The whole activity should take 15-
minutes.

Using the PowerPoint presentation, wrap-up and review day’s work highlighting
the 7 Principles of LED, the 10-step strategic planning process, the importance of
the “planning to plan” stage and stakeholder identification and involvement.
Direct participants to the relevant sections of the Manual for the next day’s
session.

Wrap Up and

A 10 min.
Review
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When asking participants to define “local”, use the question, “What is your community?”” Do not
provide any more details. Get participants to write their answers on a piece of paper. Get
participants to read out their answers. Depending upon the answers, it might become evident
that people define the word “community” differently. Some may identify it geographically (e.g., by
neighbourhood, by city, by country), while others may define it more socially (e.g., by their
nationality, tribe, profession, etc.). The short activity can be used to underscore the importance of
defining what the word “local”” means in LED.

AGENDA: DAY 2 - Five Day Workshop

DAY TWO: Modules 1 & 2
09:00 hrs  Module 1: Where are we now?
STEP 3: Situation Assessment
— Toolkit activity 3d: Complementary & Comparative Analysis
— Toolkit activity 3i: SWOT Analysis
— SWOT activity and discussion

10:30 hrs  Break
11:00 hrs  Group discussion and presentations

11:30 hrs  Module 2: Where do we want to go?
STEP 4: Visioning

12:00 hrs  Lunch
13:00 hrs  Activity

— Toolkit activity 4a: Developing a Vision
14:00 hrs  STEP 5: Setting Objectives
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AGENDA: DAY 2 - Five Day Workshop (Continued)

14:30 hrs
15:00 hrs

16:30 hrs

Break

Setti

ng Objectives

Activity
Toolkit activity 5a: Working with Issues & Objectives
Toolkit activity 5a-2: Cause-Effects-Outcome

Wrap-Up and Review

Day Two Agenda Notes

STEP 3

10 min.

Notes

Using the workshop PowerPoint presentation, the facilitator will continue
working through the first Module, “Where are we now?” and lead participants
through an animated lecture on this phase’s last step, Situation Assessment.

The facilitator should explain that there are host of tools for analysis depending
on the degree of complexity, the time, the human resources and the budget.
While there are examples in the Toolkit, other methods from the World Bank, the
ILO and other agencies also exist.®

Tool 3d:
Complementary
& Comparative
Analysis

40 min.

@@:-ﬁl

B

Using either the Simulation Tool (see Appendix 2) or the host community case
study, break participants into small work groups and have them work through
Tool 3d: Complementary and Comparative Analysis.

It should take 5-minutes to introduce and set-up the activity, 25-minutes to work
through the questions and 10-minutes to report back. Given time issues,
reporting back should be done in plenary with the entire group.

Participants can either use their Toolkit , if they have it, or the facilitator will
need to prepare photocopies of the activity beforehand.

Tool 3i:
SWOT Analysis

and

Guide SWOT
Tools

BREAK

Tool 3i:
SWOT Analysis
continued

Group
Discussion

40 min.

30 min.

I+ &

[ ]
@

Introduce the concept of SWOT analysis being sure to highlight the differences
between the external (threats, opportunities) and internal (strengths,
weaknesses). Go back to the overview slide and get participants to classify the
issues identified as strengths, weaknesses, opportunities or threats.

Next, walk participants through Tool 3i, SWOT Analysis. Copies of the worksheet
can be made in advance if the participants do not have the Toolkit . Based on
the questions asked in the activity, the facilitator will ask the group for samples
for each of the question areas (strengths, weaknesses, opportunities threats).
This portion of the activity should take no more than 10-minutes.

Keeping the activity’s guiding questions in mind, direct participants back to the
Simulation Tool and break participants into break-out work teams. For each of
the Simulation Tools, a list of strengths, weaknesses, opportunities and threats
has been identified. While you will have a master list, hand out the mixed SWOT
list from the Appendix and ask participants to identify which is which.
Participants should be given 20-minutes for this portion. Depending upon time,
this activity can be done in plenary.

Following the morning break, lead an open discussion on the results of Tool 3i:
SWOT Analysis. It is likely that participants will not have identical SWOT
analyses. Be sure to discuss why and how threats can be perceived as
opportunities, weaknesses as strengths, etc.

Following this discussion, bring participants back to Tool 3i: SWOT Analysis
worksheet and get participants to identify the “top three” strengths to build on,
weaknesses to minimize, opportunities to exploit and threats to address. Record
their answers on a flip chart.

When getting participants to report back on their break-out sessions, try using different approaches
and tools. For example, you can move the entire group to each of the break-out ““stations” or areas
for each break-out group’s presentation, or you can report back in plenary. In plenary, encourage
participants to post their notes and use other visual tools (PowerPoint presentations, though sometimes
successful, are discouraged because of the extra time they take). Often it is important for the trainer to
kick-off questioning and/or encourage questions from the other participants.

For a good overview of tools to analyze and profile a local economy refer to a resource guide, “Understanding Your Local Economy” published by Cities Alliance, 2007.
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Day Two: Agenda Notes (continued)

STEP 4 30 min.

Tool 4a:
Developing a
Vision

or

Guide Tools

Tools

LUNCH
[ ]

Notes

Using the PowerPoint, take participants through Step 4, Visioning.

Tool 4a: Developing a Vision can be done as a break-out session or as a group
activity depending on group dynamics and time. Other visioning activities that
can be used are found in Section 5.2 of this guide.

STEP 5 30 min.

BREAK

Tool 5a:
Working with
Issues &
Objectives

Tool 5a-1:
Focus Questions

1.5 hrs.

Tool 5a-2:

The CEO Tool
(Cause — Effects
— Outcome)

Using the PowerPoint, take participants through Step 5, Issues and Objectives.
Step 5, in particular, is a critical stage in the strategic planning process and
facilitators should take time with it.

Lead participants through three inter-connected activities using both the Toolkit
and the Guide’s Simulation Tool. The activities will build on and reinforce the
examples provided in the PowerPoint presentation.

Using the Simulation Tool (or the host community, if it is being used as the base
case), lead participants through Tool 5a: Working with Issues and Objectives as a
group activity. Approximately 15-minutes should be used for the brainstorming
and in organizing the issues. Following this brainstorming activity, the
facilitator will work with participants to roughly arrange and organize the LED
issues along thematic lines (e.g. Administration and Governance, Infrastructure,
etc.). This should take an additional 15-minutes. Use the questions from Tool 5a-
1: Focus Questions to help guide the discussion.

Next, break the participants into their break-out work groups. Each group will
be given five sticky dots of the same colour and asked to stick them next
to/beside the issues that they believe are the most important. The sticky dots
can be placed in any combination (i.e., spread out between issues or all on one.
This basic prioritization exercise should take no more than 10-minutes. Lead a
short discussion on the outcome asking the group if they agree with the
prioritization and why they stuck the dots where they did. This discussion will
lead to the LED objectives being defined and refined.

Each group will then be assigned one of the issues and asked to go through Tool
5a-2, Cause-Effects-Outcome (CEO) as a group. Each group will be given one or
two sheets of flip-chart paper for the activity. The facilitator should take one of
the non-assigned issues and lead participants through a group CEO analysis. The
example should take no more than 10-minutes. Participants will then have 30-
minutes to go through the activity themselves using an issue assigned to them
by you.

Use the remaining 10-minutes to have groups present their CEO results and for
the facilitator to summarize key points.

Wrap Up and

Review 10 min.

Review day’s work highlighting the key points of Steps 3, 4 and 5. Direct
participants to the relevant sections of the Quick Guide —Volume 1 of the LED
series -for the next day’s session.
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AGENDA: DAY 3 - Five Day Workshop

Day Three: Agenda Notes

Item Time Tools Notes

Lead participants through a review of the activities and output of the previous
day. Using the PowerPoint presentation, review the example Issues to
Objectives Matrix and discuss performance measures. This should take about 20-

minutes.
A Next, break the participants into their work groups. Using the objective with
which they carried out their Tool 5a-2, CEO Analysis, get participants to
— =

complete an Issues to Objectives Matrix on a sheet of flip-chart paper.

Tool 5a-3: Participants should be given 40-minutes to complete their matrix.

Issues to

Objectives L5 hrs. Invite a spokesperson from each group to post and review their matrices. After
Matrix each group has presented, lead a group discussion to highlight the possible

discussion should take 20-minutes.

0 i !. Q
é performance measures and to discuss SMART measures. The presentation and

Now, get the participants back into their break-out work groups. Give each
group another five sticky dots of the same colour and ask them to stick them
next to/beside the LED objective that they believe could generate the greatest
positive change if actions were taken on it. This basic prioritization exercise
should take no more than 10-minutes. Lead a short discussion on the outcome.

BREAK

Prepare flip-chart sheets in advance with the top three or four prioritized
objectives that were identified by participants the day before when participants
08 went through Tool 5a, 5a-1, 5a-2 Working with Issues and Objectives. Ask the
> 2 participants to consider the potential economic development situation in

relation to each of the prioritized objectives. Participants will be asked how, in

the context of the project, economic development could positively affect the

Tool 5b: particular objective. If time permits, begin the activity by going through an
Simple Strategic | 1 hr. example with them. Give participants at least 35-minutes to complete their
Prioritization own.
After completing this task, post the flip charts and review them as a large
I‘gl group. After reviewing them, give participants two sticky dots and ask them to
— place them next to the objective(s) they feel could generate the greatest positive

change if actions were taken on it. This should take 5-minutes.

Following the ranking, lead a brief, 10-minute group discussion on the results.

LUNCH
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STEP 6

30 min.

Using the PowerPoint, take participants through Step 6, Strategy Deve
Direct participants to page 129 irMhaual B Volume 2and review the
Action Ideas. To illustrate additional potential actions, the facilitator ca

lopment.

also use

two OActionsO slide sets (Lima, Peru and Dar es Salaam, Tanzania) included in the

CD. Facilitators can also use locally or regionally relevant examples tl
aware of.

Facilitators may find that participants will want to spend additional tim
discussing actions, as they are often perceived as the most important
of an LED process. It may be important to re-emphasize the need to

process to determine the types of actions to be undertaken when disc
Step 6.

Tool 6a:
Creating
Strategy Optio

Tool 6b:
Organizing
Strategy Optio

Guide Tools
Intro to
Technical
Analysis

Crossing the
River B Intro t
Option Analysi

1 hr.

1hr. 15
min.

Before beginning the activity, review the differences betbjestivesand
actionsand get participants to provide examples of each. Next, for Tod
Creating Strategy Options, ask each participant to take 15-minutes to
down two or three LED actions he or she believes will have the bigge
on the prioritized objectives they identified in the previous activity. Go
the room and ask participants to share their LED action ideas, writing
flip chart or blackboard as they are read out. After the list has been cq
ask participants to add any additional action ideas they have thought

In a large group, review the LED actions and cross off any that are re
Once the list has been developed, ask participants how they would or
group and prioritize the actions. Use the questions from Tool 6b: Orgal
Strategy Options to structure your questions. The second part of the a
should take 30-minutes.

BREAK

Begin the activity with the PowerPoint slides that illustrate the OBuyin
TicketO Technical Analysis. Here it should be noted that the activity or
can be changed to something that may have more relevance for the g
group (e.g., buying a car). For the OBuying a Plane TicketO example,

participants what they look for in a buying a plane ticket (e.g., cost, sa
record of airline, schedule, etc.). These will be the objectives against w
four options (or actions) will be evaluated. The activity should take 30-|

The remaining 45-minutes lead participants through the presentation
called OWhatOs the Issue?0 In it, participants brainstorm different wal
crossing the Yawning River that separates the two communities outlin
Simulation Tool. Capture their suggestions on a flip chart. See instruct
Section 5.3. This should take 15-minutes.

After the brainstorming, lead a 15-minute group discussion about disti
between strategic objectives (i.e., increasing economic linkages betwe
two communities) and strategic actions or options (e.g., building a brid

In the remaining 15-minutes, introduce participants to the Crossing the
Technical Option activity that will be taking place the next day. Hand g
activity sheets and review its key concepts:

Technical analysis helps keep people focused on meeting the obje
when choosing between actions/strategy options.

Values and facts are both incorporated but kept separate, so Oper
are eliminated.

It is a transparent tool that can be used to help frame discussions,
illustrate how decisions can be made more strategically and for
communication.

It is a decision support tool. It dd€Fmake the decisions.

hey may be

h
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Wrap Up and
Review

10 min.

Using the PowerPoint, review dayOs work highlighting the key points
Direct participants to the relevant sections bfaheal for the next dayOs
session.

f Step 6.
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