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Ketso Example Workshop Plan 

Project Planning & Decision Making

Example Workshop: SWOT Exercise (Strengths, Weaknesses, Opportunities, Threats)
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1 Introduction
This exercise enables a three-dimensional view of the topic, and encourages participants  to consider how to make the most of the ideas generated in the initial SWOT exercise and develop creative ways forward from this analysis. It uses a combination of spatial location on the felt and colour to develop the SWOT analysis. 
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 There is important information in the last section of this document that discusses the structure of this document and the purpose of the difference sections. You may also want to read the Ketso Workshop Planning Guide.

2 Workshop Plan
2.1 Ketso BASICS Worksheet

	Ketso BASICS Worksheet – Strengths, Weaknesses, Opportunities, Threats   

	BASICS - Beginnings

	Focus / title of the Workshop:

· Whatever you are doing a SWOT for
Aims of the workshop:

· Explore multiple dimensions of a project or idea

· Consider a broader perspective – what are the threats and opportunities on the horizon?

· Think creatively about options and ways to move forward
Nature of participants:

· project team, or mixed group of people learning new skills  or explore a topic (likely to be attending training or students starting a project) 

	BASICS – Activities

	· Ketso to gather ideas from everyone (see Ketso Workshop Planning Guide for details). 

· For each stage, patricians have some time on their own to develop ideas, then share them taking it in turns to read out an idea, and placing them on the felt. 
· If there are similar ideas they can be clustered by pointing the leaves at the felts. Allow time to discuss ideas 

· Green leaves are used for creative thinking and ways to change or deal with the characteristics that are developed in the more traditional SWOT analysis

	BASICS - Sequencing

	Following the basic Ketso standard ‘project planning’ pattern (see Ketso Workshop Planning Guide)

· Identify the positive before the negative aspects. (Strengths then weaknesses)
· Allow time to come up with solutions to problems. ( develop solutions and ways to overcome the threats, work on ways to move the weaknesses to strengths)

	BASICS - Inputs

	See checklist below for how to set out the quadrants. 
You may need to explain the different ways of considering the issue in a SWOT analysis:

· Thinking about Strengths and Weaknesses is for the project / topic under discussion, very much about the entity itself. Thinking about Opportunities and Threats are more for the wider picture – upcoming events, external factors, things on the horizon – not specific to the project itself, but things that might impact on the project.
· You may wish to have prewritten some Opportunities and Threats, for using to get the discussing going and an example and/or to make sure that a wide range of external factors are considered. 

	BASICS - Conclusions

	 Key take away messages

· re-iterate the need for creative thinking, and for allowing a free flow of ideas before evaluating ideas

· discuss the need for an open and creative attitude to enable us to work in teams
What will happen to the outcomes?

· Photos to be taken of all the workspaces and made available to participants / perhaps participants are able to keep the workspaces for the next stages of developing their ideas

	BASICS - Skippables, Squashables & Supplements

	· This exercise can either be done as a very speedy review (e.g. in ½ an hour, with little time for discussion) or could take several hours, with in-depth discussion and exploration of creative ways to deal with the issues raised, which can be used to generate an action plan or a new way forward. An indication of how to tailor it to different depths is given below. 

· If time is short, the stage of trying to move Weaknesses to Strengths can be skipped. 
· The stages of exploring ways to overcome Opportunities and Threats.


2.2 Overview Workshop Plan
	Overview Workshop Plan- SWOT Exercise                           ½ - 1 ½  hours

	
	Stage of Workshop
	Adjustment
	Time
	Duration

	2
	Introductions 
	
	> Insert start time here <
	5

	
	· aims of the workshop, bell (if used), Ketso – hands on kit for creative group work
· host organisation, facilitator/s
· participants to introduce themselves at the tables
· Process to be followed in outline
	

	2
	Strengths
	
	
	5 – 10

	
	· each person to take  a few minutes to develop  thoughts about the strengths other project or topic under discussion on their own

· share the ideas and place them in the top left quadrant

· cluster ideas if they are similar, but don't spend too long on clustering at this stage
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	3
	Weaknesses
	
	
	5- 10

	
	· each person to take  a few minutes to develop  thoughts about the weaknesses other project or topic under discussion on their own

· share the ideas and place them in the top right quadrant 
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	4
	Opportunities
	Squashable
	
	10

	
	· each person to take  a few minutes to develop  thoughts about the weaknesses of the project or topic under discussion on their own

· share the ideas and place them in the top right quadrant 
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	5
	Threats
	Squashable
	
	10

	
	· each person to take  a few minutes to develop  thoughts about the weaknesses of the project or topic under discussion on their own

· share the ideas and place them in the bottom right quadrant 
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	6
	Creative brainstorming – weaknesses to strengths
	Skippable
	
	10

	
	· each participant takes some green leaves and sees if they can brainstorm some ways to improve the weaknesses 

· As these are read out, see if you can move any of the weaknesses over to the left quadrant, into strengths, and point the green leaves at the grey leaves to show how these are being improved and developed into strengths (you can discuss how often weaknesses and strengths are like poles and each can be considered from both perspectives)
· You may wish to move some the strengths over the weaknesses quadrant and brainstorm ways to overcome the ways these are weaknesses as well

· At this stage, do some more clustering and thinking about the strengths and weaknesses
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	7
	Ways to make the most of the opportunities 
	Squashable
	
	10

	
	· participants write down on yellow leaves as many ways they can think of make the most of the opportunities, and  point them at the yellow leaves in the ‘Opportunities’ quadrant
	

	8
	Ways to overcome the threats
	Squashable
	
	10

	
	· Consider the threats and develop creative ways to overcome these threats
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	9
	Further creative thinking
	Skippable
	
	5 - 10

	
	· It is worth doing anther round of creative thinking for each quadrant if possible – what new ideas have come up? How can you make the most of the information gathered for the project? 
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	10
	Prioritising ideas
	Squashable
	
	5

	
	· everyone take one tick mark only
· Use the icon to indicate which idea you would choose, if it was up to you, now

· Point the icon at the idea you chose
· Use white icons to develop a sense of priorities for the group  - numbering icons and discussing what are the priorities for action 
· (Note you may wish to use the workshop plan for ‘developing an action plan’ following this stage)
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2.3 Ketso & Workshop Checklist

This provides an overview of the process of planning a workshop. There are more checklists, including ‘pre-planning practicalities’, ‘things to take to a workshop’, and ‘table set up at venue’ available to download from the Resources and Downloads section of the Ketso website. 

	Ketso & Workshop Checklist
	Comments
	Check

	Plan workshop
	
	

	Choose appropriate example workshop to adapt
	
	

	Complete/ adapt Ketso BASICS Planning worksheet
	
	

	Review and adapt overview workshop plan
	
	

	Adapt workshop plan, highlight key words, adjust times in the appropriate column
	
	

	Decide roughly how many participants you might expect (see Workshop Planning Practicalities Checklists for key questions to ask)
	Estimated number of participants: ____
	

	Prepare Ketsos 
	
	

	Decide how many felt workspaces to prepare – a good rule of thumb is to take the total number of expected participants and divide by 6, as this allows for a few more people to turn up and there still to be space
Using a plain felt with no branches, label each quadrant with a ‘branch oval’

Strengths (top left quadrant) 

Weaknesses (top right quadrant)

Opportunities (bottom left quadrant)

Threats (bottom right quadrant)

Number of workspaces to prepare: ____
NOTE the felts are left blank and only have a legend on them. You can use branch ovals to label each quadrant -  
	
	

	Write leaf meanings on legends:

Brown:  strengths
Grey: weaknesses / threats (depending on where they are placed on the felt) 
Yellow: opportunities 

Green: creative ideas
Yellow tick icon: choosing ideas
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	Prepare other inputs
	
	

	Prepare any slides

see www.ketso.com for pre-prepared slides
	e.g. aims of the workshop, or brief introduction to Ketso,
	

	Prepare any handouts or prompts for participants
	e.g. definitions, brief information sheets, or prompts such as photos or opportunities and threats
	

	Consider any preparation to be done by participants
	e.g. any specific questions for participants to think about, or pointers to background reading, to go in the invite?
	


3 Workshop Plan Information

This document is one of a series of publications designed to help you run successful workshops or events using Ketso. Based on years of experience, the Ketso team has created these example workshop plans to make it easy for you to plan your event or meeting with confidence. They are intended as a guide and can be adapted to suit your circumstances. 

Each of the workshop plans in this series is based on a workshop that was run successfully. This guide is particularly suited to workshops in the field of project planning and decision making, and the example used is a workshop based on developing an initial idea for an enterprise. 

We are making a variety of examples available so you can find one that is appropriate for your needs. Please take a look at the other examples in the series. The full list of available guides and example plans is available on our website, www.ketso.com, covering the use of Ketso in areas such as stakeholder engagement, project planning & decision-making, community planning, training & capacity building, and teaching & learning. We intend to build a library of user-contributed plans and suggestions, creating an open resource for effective use of Ketso for engagement and change.

Please give us feedback and share changes you made with us, especially if you can let us know how it went! Email to office@ketso.com.

3.1 Notes to the reader

This example deals with the actual workshop, which needs to be considered in a wider context of enterprise development. This sample plan should be read in conjunction with the ‘Ketso Workshop Planning Guide’. This can be downloaded from the ‘Resources and Downloads’ section of www.ketso.com. You may also wish to view the brief training videos available on the ‘Support & Community’ section.

Remember, this is an outline – no workshop goes totally according to plan. Be flexible, think through what is key for your workshop (you may wish to make your own notes and highlight key words), and adapt as you go along. If this is your first time using Ketso, we suggest that you have a practice run of a simple workshop with friends, family or colleagues before you try a workshop with a large group.

3.2 Sections in the Ketso Example Workshop Plan

The Ketso Example Workshop Plans come in four sections: a BASICS Worksheet, Overview Workshop Plan, Ketso &Workshop Checklist, and a Detailed Workshop Plan. This is an outline plan only, with and does not include the Detailed Workshop Plan. 

The  BASICS Worksheet shows some of the background thinking that went into the design of workshop. More detail on the thinking behind the BASICS used in planning workshops is set out in the Ketso Workshop Planning Guide, available from the Ketso website. 

The Overview Workshop Plan is helpful for seeing the shape of the workshop as a whole and keeping in mind what’s important. This is especially useful whilst running the workshop. 

The Ketso &Workshop Checklist provides a recap of the planning described in the main body of this document, and offers a place to record the key things you need to prepare your Ketsos for a workshop, such as the themes for the branches and the codes for the legend. You can also download a separate document, called ‘Ketso Workshop Practicalities Checklists’, which offers more guidance on ‘pre-planning practicalities’, ‘things to take to a workshop’, and ‘table set up at venue’ (‘Resources and Downloads’ section of www.ketso.com).

3.3 About this Plan 

We have developed a complementary workshop plan to go with this workshop plan, a 1 hour workshop for developing a more detailed action plan based (Creating an Action Plan). 
If this workshop is for a small group, it is possible to run it without a ‘dedicated’ facilitator, i.e. someone who is only paying attention to the workshop process and not acting  as a participant. You still need one member of the team in charge of time-keeping and moving between the stages (using the overview Workshop Plan as a guide). This is easier if there is only one table (e.g. eight or less people, and probably only possible with a maximum of two tables). 

	Workshop Specification
	

	Workshop title
	SWOT

	Status of workshop plan
	Tested, under development

	Developed by: 
	Joanne Tippett (Ketso)

	Run on 
	March 2009

	Last updated
	Nov. 24, 2011

	Workshop plan number
	TBC

	Workshop duration
	1 hour

	Notes
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““…as a group we were bouncing ideas off each other taking one member’s idea and developing it.”. Planning student
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© 2010 Ketso, provided on an 'as-is' basis, with no warranty or guarantee. Plan may have been modified by the user. See www.ketso.com for open source and approved workshop plans and updates. Plans are ‘work in progress’. 
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