

Template: Suggested steps for design process

	Steps
	Topic
	Questions to discuss
	Answers

	1
	Participant selection
	How will participants be selected? What approaches and methods will be used?
Which stakeholders will be involved in deciding how to select participants?
What practical steps need to be taken for making the selections?
What logistical arrangements need to be made for participants?
How will participants be grouped?
How many participants should be in each group?
	

	2
	Structure of Conversation Events Set
	What is the main content/AMR focus and ‘top level’ objectives of each Conversation Events Set?
How many Conversation Events in each Set?
Duration of each Conversation Event?
Time between Conversation Events?
How will each Conversation Event be monitored?
	

	3–6
	For each Conversation Event
	What is the main focus and aim of each Conversation Event?
What can participants expect to ‘get out’ of the Conversation Event?
What to include to meet the objectives and participant expectations?
What content will be covered?
What will participants be asked to do between each Conversation Event?
When should experts and stakeholders be invited into the Conversation Events? How to do this (logistics and briefing)?
Who will facilitate the Conversation Events?
What materials and resources are needed? How will this be organised?
How to monitor, evaluate, and give feedback on the Conversation Event? How will this information be used?
	



















	Steps
	Topic
	Questions to discuss
	Answers

	7
	Monitoring and evaluating
	How will M&E of the whole Conversation Events Set happen?
Who will be involved in this?
What M&E questions need to be asked?
	

	8
	Briefing ‘external’ people
	Who will brief experts and stakeholders invited into Conversation Events?
What will the briefings focus on?
What are the logistics involved in briefing and training?
	

	9
	Training facilitators
	Who will train and mentor facilitators?
What are the logistics involved in training and mentoring?
	

	10
	Gathering, synthesising, and analysing
	Who will take notes to record process and outcomes in each Conversation Event?
What systems should be in place for gathering, storing, and referring back to materials?
How will ongoing analysis happen and how will it be used to inform future Conversation Events?
	

	11
	Review of overall
Conversation Events Sets for each location and for all the locations
	How will the overall design, planning, and preparation for Conversation Events Sets be reviewed?
How will Conversation Events, session plans, content, and materials be adapted and contextualised for each participant group?
	




