




Foreword

i

Following a review of local government performance,
the PresidentÕs Coordinating Council (PCC), identified
five strategic objectives in strengthening local
government. One of these was deepening democracy
and local accountability. The community-based
planning (CBP) methodology fits that focus like a
glove. For those who agree that this is the route to
go, and we are convinced that it is, these guides
provide a sustainable process based on the rich
experiences from South AfricaÕs 8 pilot municipalities,
as well as from Uganda, Zimbabwe and Ghana.

The community-based planning approach is not a panacea for all municipal ills but is a critical intervention
where it matters most in the ownership of development initiatives within a municipality, thus minimising
disgruntlement of communities about what happens in their neighbourhoods, and maximising their opportunity
to influence the IDP and the way municipal resources are allocated. CBP provides an opportunity for real
partnerships between municipalities and communities to improve the quality of peopleÕs participation and
control of their own development. We hope you find this methodology  as valuable as it has proved to us.

Lechesa Tsenoli, MP
Member of National CBP Steering Committee
Former Free State MEC for Local Government and Housing - now chairperson of Arts and Culture
Portfolio Committee in the National Assembly
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Acronyms and Glossary

CBO Community-based organisation

CBP Community-based planning

DLGH Department of Local Government and Housing

Event Specific session during the CBP process, during which one or more tools may be used

HAC Housing advice centre

IDP Integrated Development Plan of the municipality

LED Local economic development

M&E Monitoring and evaluation, both of the plan and implementation of the plan

MF Municipal Facilitator

MLM Mangaung Local Municipality, the site of the first CBP pilot in South Africa

MoH Ministry of Health

NGO Non-government organisation

NR Natural resource

PHP PeopleÕs Housing Process, a self-build housing programme

PRA Participatory Rural Appraisal

Discretionary Funds provided by the municipality to support taking forward of the ward plan
(process) funds (not for specific projects), typically R10 - 50 000 per ward

SAPS South African Police Services

Spruit Stream

SWOT Strengths, weaknesses, opportunities, threats Ð a tool for analysing the internal and 
external environment

VCT Voluntary counselling and testing

Venn diagram A tool for looking at the services provided by organisations using 2 dimensions, eg 
importance and accessibility

WC Ward committee

WF Ward facilitator
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1 Introduction

1.1 Why community-based planning?
The Municipal Systems Act, 2000, introduced the process of municipal planning for district and local municipalities
and the Integrated Development Planning Process, through which Integrated Development Plans (IDPs) are
developed. South Africa is committed to poverty eradication, and bottom-up, participatory or community-based
planning (CBP) is a way of identifying locally appropriate poverty reduction interventions, and to contribute
to the IDP.

The planning system is critical in how resources are allocated, especially the budgets of local governments.
 Unless poor people can influence these budgets, the ability to promote sustainable livelihoods for poor people
will be limited, as will be the impact of local democracy. Attempts at participatory planning have often focused
on ad-hoc short workshops with wards where problems are listed, but this does not analyse the richness of
local contexts, identify local strengths, nor provide a platform for local action.  This guide together with the
CBP/IDP Management Guide provides a thorough method for undertaking such planning
as part of an integrated development plan.

There are commonly four different types of reasons why
community-based planning is advocated:

¥ To improve the quality of plans;

¥ To improve the quality of services;

¥ To improve the communityÕs control over development;

¥ To increase community action and reduce dependency.

The CBP approach assumes that the objective is all four of these, so that community planning must be
empowering for communities, but must also lead to improved local authority and other agency plans and
services. This methodology assumes serious political commitment to community empowerment.

1.2 Aim and objectives of this guide
The aim of this guide is to provide facilitators and practitioners of community planning processes with a guide
for carrying out a 6 day community-based planning process, preparing for that process, and follow-up including
implementation with discretionary ward funds, monitoring and evaluation.

The specific objectives of the guide are to provide facilitators with a guide towards achieving a ward plan:

¥ that is prepared by local people for their ward;

¥ that is owned by the community and the people that will assist in its implementation; 

¥ which ensures that the community will be actively involved in implementation, supported by discretionary
ward funds provided by the municipality;

¥ that provides useful information in guiding the integrated development planning and so satisfies the 
requirements for participation of the Municipal Systems Act.

 1.3 Principles on which community-based planning is based
The approach to planning developed in this guide is based on the sustainable livelihood principles (see Box
1.3). Work in applying this in Africa has suggested that one of the key elements is ensuring that Òpeople are
active and involved in managing their own development, in claiming their rights and in exercising their
responsibilities1Ó.  Community-based planning (CBP) linked to the local government system provides an
opportunity to make this a reality.

The importance of
communities expressing

their views

A child that does not cry dies
in the sling.

Ngwana ya sa lleng o
shwela tharing.

       A Batswana
proverb

1 See Khanya (2000) ÒInstitutional Support for Sustainable Livelihoods in Southern AfricaÓ, Bloemfontein, Khanya-managing
rural change.



Key principles that this approach to CBP are based on include:

¥ we need to ensure that poor people are included in planning (and 
so the tools seek to make sure that poor people are identified and 
their livelihoods analysed);

¥ systems need to be realistic and practical, the planning process 
must be implementable using available resources within the district/local
government (and so must link in and integrate with existing processes,
particularly local government planning);

¥ planning must be linked to a legitimate structure (the ward and ward
committee);

¥ planning should not be a once off exercise, but should be part of 
an ongoing process, with planning, implementation, M&E, and annual
reviews;

¥ the plan must be people-focused and empowering (and so the plan
is based around the livelihoods of different groups, and the community
produces their own plan with support from ward and municipal facili-
tators);

¥ we must build on strengths and opportunities not problems (which makes us more likely to succeed
and not to be paralysed by the problems);

¥ plans must be holistic and cover all sectors (and so address the reality of peopleÕs lives, and not the 
artificial sectoral distinctions of government);

¥ planning should promote mutual accountability between community and officials (and so upward and
downward accountability is critical);

¥ there must be commitment by councillors and officials to both plan and implement, and there must be
someone responsible to ensure it gets done (hence the commitments 
and preconditions the municipality needs to undertake).

1.4 How to use this guide
This approach assumes that many stakeholders need to be included in the planning process, including
residents, Councillors and municipal officials, members of community structures such as Ward Committees
and CBOs, service providers, traditional leaders, local interest groups and local business.

All facilitators will be trained through a 12-15 day Training of Facilitators process during which facilitators
actually produce a ward plan. The training assumes that facilitators have not received in-depth facilitation
training previously (although this is an advantage).

This guide is intended to provide close guidance for intensive planning of a Ward Development Plan and
is divided into 6 parts:

¥ this Introduction to the guide itself and some general points about community-based planning and 
facilitation (sections 1 and 2);
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Box 1.3
Principles of the sustainable

livelihoods approach

For effective pro-poor develop-
ment interventions must be:
¥ People focused

¥ Participatory and responsive

¥ Based on strengths not 
needs

¥ Holistic

¥ Based on partnerships

¥ Sustainable (economic, so-
cial environmental, and insti-
titutional )

¥ Flexible and dynamic

Maano le maano a matjha,
ha o a sebedisa kgafetsa

a tla o thusa.
If you are planning something

new, ideas keep on coming and
if you use that frequently it will

definitely help.

A Batswana proverb

So while the planning process is initiated and co-ordinated by the
municipality the plan is owned by the ward (represented by the ward
committee), and a ward facilitator should lead on the planning. The
municipality empowers its ward councillors and committees to facilitate
a planning process that will enable each committee to generate a mandate
for its term of office.



¥ the Outline Content of a ward plan (section 3);

¥ a Schedule showing how the ward plan links  into the IDP process (section 4.1);

¥ a Schedule for the intensive planning process at community level to develop the plan (section 4.2);

¥ Detailed facilitation notes for conducting community planning sessions to develop the community-based
plan (sections 5 and 6);

¥ Practical logistical issues for facilitators, documents that need copying etc;

The CBP/IDP Management Guide has more information on preparation for CBP across the municipality as
a whole, while this Guide focuses on preparation for an individual ward planning process.

Each meeting, or activity is referred to in this Guide as an event, during which a number of tools may be
used. The events are numbered approximately in the sequence they will occur (eg Event 1, 2 etc), and the
tools for that event will have the same number. If more than one tool is used during that event, they will be
referred to as Tool 1A, 1B, etc. Figure 6.2 shows the set of events.

Facilitators need to make constant reference to the notes and the example of the plan as they read through
the facilitation notes, and must read thoroughly and internalise the principles and facilitation notes before
attempting to use the guide. However, the emphasis of this CBP process is Òlearning by doingÓ. It is therefore
important for facilitators not to try and understand everything perfectly before getting into the process in the
community.

3
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Facilitation is about supporting peopleÕs own efforts to achieve their objectives. It is assumed that the ward
plan must be locally owned, and must be about local issues and priorities. The task of the ward and municipal
facilitators is to assist communities to express what they would like to happen in their community, and not to
impose external views. It is also important that the plan produced can be linked with the municipal plan, the
IDP.

The process of developing the plan should be both inspiring and empowering for those involved and lead
to local action towards implementation of the plan. The facilitators will have to ensure that the planning process
is locally owned while aiming to produce a good quality plan. If the CBP tools are used effectively then the
ward plan can inform the IDP priorities and policies.

2.1 Role of ward committees and link to CBP
Ward committees are established in those municipalities that have opted for a ward-based participatory system.
The role of the ward committee is to strengthen participatory democracy in local government.  Ward committees
are seen as an independent advisory body that must be impartial. The specific roles of ward committees are
to:

¥ Make recommendations on any matters affecting the ward to the ward councillor or through the ward 
councillor to the municipality;

¥ Hold Section 59 delegated duties;

¥ Serve as an official specialised participatory structure;

¥ Create a formal unbiased communication channel as well as co-operative partnerships between the 
community and the municipality; and

¥ Serve as a mobilising agent for community action, in particular through the IDP process and the 
municipalityÕs budgetary process.

The CBP methodology provides ward committees with a systematic planning and implementation process to
perform their roles and responsibilities. They have an agenda Ð the ward plan Ð and the implementation,
monitoring and evaluation of the ward plan gives them an ongoing role through the year to address the
perceived priorities of the community they are elected to serve.

2.2 Roles of different stakeholders

2.2.1  Who are the stakeholders?
In the CBP process a number of stakeholders should be involved. They include:

1. Community members (individuals, social groups, CBOs);

2. Facilitators (ward, municipal, other);

3. Service providers (NGOs, government, private sector, parastatals);

4. Politicians and community leaders/representatives, Councillors, traditional authorities;

5. Officials of the municipality.

2.2.2  Community members / beneficiaries
It is important to think about who in the community will participate in the planning process. Full and total
participation is not realistic, but all the main social and interest groups in the community should be involved
(refer to livelihoods and representation Ð section 2.6). Participation should not be limited to local leaders or
those who normally attend or run community meetings.

4
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2.2.2   Facilitators
There should be a core CBP facilitation team of at least 2 people per ward working with the local ward
committee, including one from the ward and one municipal facilitator, and possibly an additional ward facilitator
from another ward. Ideally the municipal facilitators should be drawn from different sectors, so ensuring that
all sectors in the municipality have exposure to CBP, and that there is a potential link person for CBP in each
sector department. The process needs to focus on getting more and more people from the ward involved in
the ward planning so that the community can do its own planning processes in the future, without having to
rely excessively on outside facilitators. In this way, it is intended for the process to be rolled out with a ÒsnowballÓ
effect of including more facilitators from the community in the process. The two facilitators are likely to be a
mix of:

¥ Ward facilitators - either drawn from elected ward committee members, for purposes of accountability,
local ownership and lobbying, or respected members of the community such as  volunteers, religious 
and opinion leaders, or community resource persons such as retired civil servants, teachers, womenÕs
group leader, etc. In all cases they should have the energy and enthusiasm to help develop and im-
plement the community-based plans (see box 2.2.2a below for role);

¥ Municipal facilitators from different sectors of the municipality or technical government officials 
from district or provincial departments (see box 2.2.2b on opposite page for role);

¥ Service providers working with the municipality on the IDP or on community participation issues such
as NGOs.

The facilitation team should be supplemented by local councillors, other ward committee members, and
technical staff who can assist at different times in the planning process. This should be agreed at the pre-
planning phase and ratified at a community meeting.

As many ward committee members should be involved as possible, with at least 3 involved on an ongoing
basis throughout the planning week, with others participating wherever possible. In this way, at least three
groups can be facilitated simultaneously. Ideally, the facilitation team would be larger than 3 so there are
sufficient members to both facilitate and document the process. The skills base of these individuals, their
language skills, as well as their social characteristics (age, gender, ethnic background), should be considered
in selecting a team that has broad experience, but also the ability to relate to different sections of the community.
The CBP/IDP Management Guide has suggested job descriptions for ward and municipal facilitators.

The facilitators will be supported by CBP Specialists (probably drawn from the ranks of good CBP facilitators).
These will provide technical and logistical back-up and will be allocated specific wards to be responsible for.

Box 2.2.2a Role of ward facilitators

Purpose
The ward facilitator will facilitate and organise the planning process in the ward, document
ward plans and provide ongoing support to the ward committee as determined by the ward
committee.

Tasks
With the ward councillor and ward committee, the ward facilitator:

¥ Assists in the mobilisation of communities
¥ Organises the planning process
¥ Facilitates community planning meetings
¥ Documents the ward plans
¥ Update/briefs the ward councillor on progress during planning process where necessary
¥ Reports regularly on progress during the planning to the CBP specialist
¥ Supports working group meetings if needed
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2.2.3   Service providers

At key stages it is important to bring in technical advisors/service providers from higher levels of local

government, NGOs or the private sector. It is important to get the right balance so these people can provide

appropriate inputs to the process, but donÕt dictate or determine the outcomes. Typically the right time would

be when communities are selecting strategies and projects to achieve their objectives, i.e. around the fourth

day in the planning process. It is also important to interview these people to have their views on issues affecting

the community and their services (Event 8). Involvement can be enhanced by:

¥ Proper pre-planning, consultation and dissemination of information;

¥ Timely communication of the schedules for planning;

¥ Appointments made with key service providers;

¥ Service providers should furnish the planning team with their plans relating to the plan period;

¥ Effective dialogue between service providers and the planning team.

Service providers whose activities cross wards will be interviewed prior to the main planning week by CBP

Specialists as part of pre-planning. Those specific to the ward can be interviewed during the week.

2.2.4   Politicians

It is critical that the local political leadership are committed to and part of the process, as they will be the ones

responsible for ensuring follow-up and implementation of the plans. To ensure their involvement they should

be:

¥ Included as part of the pre-planning, consultation and dissemination of information;

¥ Lobbied in council meetings and through the different caucuses of the municipality to support CBP;

¥ They must play a key role in particular meetings including pre-planning, launch, prioritisation and 

feedback meetings.

Box 2.2.2b Role of municipal facilitators

Purpose
The municipal facilitator (MF) will facilitate the CBP process in wards together with ward
facilitators (WFs) and ward committees and assist in the documentation of ward plans,
implementation and M&E.

Tasks
Together with the ward facilitators, ward committees and the ward councillor, the municipal
facilitator will:

¥ Prepare and facilitate the ward planning process with WF and ward committee members
¥ Document ward plans with the ward facilitator
¥ Prepare implementation reports with the ward facilitator

In addition he/she will:

¥ Support the ward facilitator in facilitation
¥ Give regular feedback and reporting to his/her sector department and the CBP Manager

on progress and challenges

FacilitatorÕs Guide for Community-Based Planning
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2.3 What does facilitation involve?
During the training the CBP facilitators will learn and practice the facilitation skills needed to assist communities

to develop their plan. In order to do this a good facilitator carries out the following tasks2:

¥ Starts the discussion or helps the groups to begin an exercise;

¥ Asks for information and gives information;

¥ Asks what people think and says what he or she thinks;

¥ Summarises (repeats what has been said in the discussion clearly in a few words);

¥ Checks to see if everyone agrees;

¥ Gives everyone a chance to speak;

¥ Encourages shy members with words and tasks that will increase their confidence;

¥ Analyses problems;

¥ Resolves arguments;

¥ Evaluates (looks at the strengths and weaknesses of the groupÕs work and sees how it can be improved);

¥ Is creative and encourages others to be creative;

¥ Supports other members to be leaders by developing their confidence and skills, appreciating their 

contributions and sharing responsibilities with them, rather than facilitators necessarily leading themselves.

Facilitation is a continual process of listening and learning. There is no better way to learn than by doing.

2.4 Maximising participation in groups
To maximise participation in the groups:

¥ Think about the layout in the rooms, eg having chairs in a circle rather than facilitators sitting on stage;

¥ Discuss with people why they might like to participate and think about what might motivate them to 

contribute, including:

¥ Ownership, this is the communityÕs plan, not that of any particular interest group or local government;

¥ Improved quality of product - the more ideas and contributions elicited, the better the plan will be;

¥ Emphasise that this is their opportunity to ensure that the ideas they have had for their community

get incorporated in the plan;

¥ The action orientation of the plan should be emphasised, which will lead to changes/improvements

in the community;

¥ The realistic nature of the plan must be emphasised, and that short-term interventions will be 

identified so there can be rapid follow-up (if possible linked to discretionary funding);

¥ Emphasise that the planning process is intensive in the first year to get the plan developed, but 

is quicker in subsequent years in a plan review and updating process;

¥ It should be emphasised that people apart from ward committees donÕt have to be involved for the

whole week but can rather participate at strategic points during the CBP process;

¥ The opportunity to influence the allocation of the municipal budget through the IDP.

 2  From The Rainbow Encircling the People Ð an African Guide to Democracy (ACPD, 2003)
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2.5 What should be discussed in planning sessions?
Often communities develop priorities related to health or education, and typically they see the solution as

about infrastructure (eg to build a clinic).  As a facilitator, it is important to encourage communities to think

broadly about planning issues considering:

¥ all sectors - economic, social, natural resource based (agriculture, forestry, fisheries etc) health, 

infrastructural;

¥ cross-cutting issues which influence peopleÕs capacity to develop eg HIV/AIDS, gender and the 

impacts of chronic illness, environment and natural resources that underpin development. People should

be encouraged to view environmental issues not as hindrances to development, but as aspects that 

can help to ensure the sustainability of development when considered in a meaningful way;

¥ ÔsoftÕ issues around how people are organised and the sustainability of, and management within, 

community-based institutions (leadership, record keeping, book keeping, conflict resolution);

¥ avoiding the solution as being an (often expensive) item of infrastructure - often underlying 

problems may not be solved just by building a clinic, but a community health worker, improved hygiene,

or improved sanitation may be a better solution. For this reason it is important for the vision and objective

to be broad (eg improved health for under 5s), and not just immediately about building a clinic. That is

why the CBP planning process is based around peopleÕs outcomes (eg improved health for children 

under 5 years) and not problems or infrastructure.

2.6 Recognising diversity - ensuring effective representation during the 
planning process

CBP recognises that every community is made up of a diversity of groups whose interest

might either coincide or differ, and as CBP is a democratic process, there needs

to be effective representation of these different groups, particularly at points where

key decisions are made (notably prioritisation). In a small unit such as a village,

it is easy to know all inhabitants. However as units get larger, such as a ward

with 10-20 000 people, some representative structure is needed to ensure that the

voices of different groups are heard. Resources are generally limited and there is the

likelihood that those who are not effectively represented could have their interests

overtaken by the more powerful.

Every society is socially differentiated. Different groups in society have different identities, access to

resources, priorities. In some cases these definitions are very fixed, and control access to resources (eg during

Apartheid by race, or by gender), in some cases they are fluid and change during an individualÕs life. Identity

is constructed through social relationships, for example a group of people coming together to form a group

(eg a youth club), or it is understood locally that a particular group has an identity, eg an age group amongst

the Zulu.

These groups can be very important in determining household access to resources, either supporting (eg

feeding each others children) or restricting (eg migrants being excluded from customary allocation of land).

In some cases there may be a recognised and formal group which knows its members; in some cases we are

identifying a set of people with similar characteristics, eg livestock farmers, but who may not be organised

together in any way. As one of the focuses of CBP is to assist in addressing poverty, it is important to understand

Tolerance and
diversity

Batho ba ka phedisana le ha
ba sa lekane ka matla le kelello

People can live together
even if they are not equal

in power/strength as
well as thinking.

      A Basotho
proverb

FacilitatorÕs Guide for Community-Based Planning
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what these social groups are, their access to resources and priorities, how they fit into power structures, how

they interact, and their differing priorities. In this way we will pick up the situation and priorities of marginalised

groups (such as landless, widows) as well as advantaged groups, who also have legitimate priorities, and the

strengths of each which can be built on in developing ways forward.

We can broadly define three sets of factors that can be used in social grouping:

¥ Relatively ÔfixedÕ social relations eg gender, marital status, ethnicity, age, kinship; 

¥ ÔFluidÕ social groups mainly based on activities  (recreational, educational, community-based 

activities);

¥ or those with similar access to resources Ð wealth  (eg landless, or livestock owners), or work or lack

of it eg unemployed, salaried workers, self-employed.

So these social groups are somewhat Ôideal typesÕ. We will be undertaking some exercises to understand

the livelihoods of different groups, and for this we particularly want to know about social groups which

influence peopleÕs access to resources, and so their livelihoods, opportunities, and priorities. For this

purpose we do not want just groups of common interest (traditional healers, tobacco farmersÉ) but rather

groups with similar access to resources and opportunities (eg self-employed, business people, unemployed,

single mothers with childrenÉ). These may not be formally structured in any way but a group with common

characteristics.

The principles by which the division of the community in the ward is done in CBP needs to include:

¥ The diversity in the community (social, economic, cultural, etc) needs to be captured in the plans;

¥ There should be representation of people from the different areas in the ward;

¥ The community must be involved in the division of social groups to ensure the input of local knowledge

and ownership;

¥ Marginal groups must be represented and livelihoods analysis conducted specifically on these groups,

including women (notably in different social categories, eg widows, or single mothers), youth, children

(eg 10-18), and poor groups (eg widows/widowers, landless etc)

¥ There needs to be a balance between inclusivity/representivity and what is practically manageable

in terms of the sample size;

¥ Members of all the different social groups should attend key meetings, notably prioritisation;

¥ There can be a desire to categorise by racial or political groups as people are then in their comfort 

zones. However this should be avoided wherever possible, to facilitate the overcoming of these social

barriers. So a group of business people that are met as part of a social group, may well have white and

black members.
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To ensure geographical representation (which is particularly a problem in large dispersed rural wards) 

the following must be taken into account;

¥ Overall we must ensure that the process brings communities together, not reinforcing artificial divisions

created during Apartheid, or political divisions;

¥ Launch and feedback meetings could be in more than one place, so ensuring a wider group of people

are exposed, but the key meeting where priorities are selected and the planning phase should be in 

one location. A priority should be on transport for people to be brought to the single venue, especially 

for the disadvantaged,  which is a budget issue;

¥ In some cases the best meeting place may be outside the ward due to ease of access;

¥ Where a ward is homogenous, some of the tools could be carried out in different places to maximise

participation (eg Venn Diagram in one place, Timeline in another, or Livelihoods Analysis with different

groups in different places).

2.7 Feedback to promote accountability
A way to improve participation, ownership and representation is to carry out sufficient community feedback

processes and mechanisms. The importance of feedback during the CBP process cannot be stressed

enough. Feedback helps to increase accountability and transparency, thus ensuring improved representation.

There are several points where feedback is necessary during the CBP process:

¥ At the pre-planning phase Ð to increase community awareness and elicit questions and suggested 

improvements, and ensure interest and participation;

¥ At the community launch meeting Ð further awareness raising, but also sharing the information 

gathered in the preplanning phase;

¥ At the meeting of the community to develop priorities;

¥ At the community meeting to confirm and verify the plan;

¥ Once the plan has been reviewed by the local authority; and

¥ Regular public meetings to monitor implementation.

FacilitatorÕs Guide for Community-Based Planning
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3 Content of the Community-based plan

This section is designed to give the facilitator a clear idea of the hard output of the CBP product - a plan -
while the soft product should be a committed and active community. It is important that a reasonable quality
of document is produced as a result, both for the ward and so that the plan can contribute effectively to the
IDP. Below is an outline of what a completed community-based plan should cover, a plan Òtable of contentsÓ,
and an example of a plan is included in Annex 1.

3.1 The main parts of the plan

The plan is a tool for defining where the community wants to go, for making proposals to the IDP, for
monitoring progress in implementing the plan, and can be updated annually as projects move forward, and
new priorities emerge.

Remember that a plan written in only one language will have only limited readership and use in the
community. When the plan is developed, ownership can be improved by considering how else the contents
can be communicated to a broad range of community groups, including summaries of local languages, posters,
drama. This should be discussed at the community finalisation meeting. It is essential that key elements such
as the vision and objectives are translated into the language of people in the area.

3.2 Plan details
Below is the detail of the kinds of information to be included in each section, plus which Events and Tools and
methods can be used to generate the information needed. FacilitatorÕs notes for executing these tools are
found in Sections 5 and 6 on the CBP process itself. An example of a community-based plan is included in
Annex 1 for the reference of facilitators. In addition after each event, an example is shown of the way this
should be written up. This is done to give a picture of the content of what the ward plan should include. The
guide to the planning process is later in this Guide.

Box 3.1 The main sections to a community-based plan

Cover and/or endorsement page (with key signatures)
1 How did we make the plan (the process we went through)

2 What is the situation in our community (background, livelihoods of different groups,
services, state of the environment)

3 What is important about the situation in our community (key issues emerging from
consolidated information around desired outcomes of the community)

4 What do we want to achieve (the vision, objectives and the strategies and 
projects/activities to reach the objectives)

5 Implementing our plan (Summary of who needs to do what for our projects and 
activities)

Annex
Project concept sheets (project summaries which must be completed for projects submitted
for the IDP or to sectoral departments)
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Endorsement
On the first page of the plan, there should be the name of the ward, date and endorsement for which a
suggested format is shown. A suggested format is included as part of the example plan in Annex 2.

1 How did we make the plan
Record in this section what did you do to develop this plan and who was involved. List the meetings held and
the name/number of participants and facilitators.  Draw from SecretaryÕs minutes, community records and
facilitators notes.

2 What is the situation in our community?

2.1 Background to the community

2.2 Who is our community and what are their livelihoods?

FacilitatorÕs Guide for Community-Based Planning

Event3

3 Existing background
information

3 Analysis of existing
background
information

5 Timeline
7 Long-term trends
11 Mapping

10 Transect
11 Mapping

CBP Tool

3A ward statistics 
provided

IDP Summary

5
7
11

10
11 with map from 

community

Issues to cover

2.1.1 Describe the community 
(administrative unit, tribal/ethnic make-up, 
statistics on people, numbers, employment, etc.).

2.1.2 What are the major events or trends 
that have happened in our community over the 
last 30-50 years (before major changes happened)?

2.1.3 Provide a map of the community area

Event

2 Community planning
launch meeting

12 Livelihoods analysis

5 Timeline
12 Livelihoods analysis

1 Preplanning meeting
15 Consolidated SWOT

on outcomes

1 Preplanning meeting
6 Seasonal trends

CBP Tool

12

5
12

15A, 15B, & 15C

1A & 1B
6

Issues to cover

2.2.1 What are the different social groups in the 
community and what are their livelihoods?

2.2.2 Has this changed in the last few years?

2.2.3 Which are the most secure and most vulnerable
groups?
What are the characteristics of people with 
different levels of well-being in the community 
(eg very poor, poor, average, well-off)
How do different socio-economic groups fit into
the well-being categories? (eg elderly mostly are
in very poor)?
Summarise with Poverty and Gender data sheet
How does this vulnerability change in the year?

3    Details of these events are in section 8 of the guide.
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Content of the Community-based plan

2.3 Activities and services in the community

3 What is important about the situation in our community?

4 What do we want to achieve

4.1 A vision for ÉÉÉÉWard

4.2 What are our objectives? (Objectives - will be several, typically around 5)

Event

2 Community launch 
meeting

8 Venn on services
9 Interviews with services 

providers
12 Livelihoods analysis

CBP Tool

8
9

12

Issues to cover

2.3.1 What are the main activities and projects in the 
community?

2.3.2 Which service providers come to the community 
and how good is the service?
Which groups receive which services?

Event

15 Consolidated SWOT
on outcomes

15 Consolidated SWOT
on outcomes

13 Spatial and Environ-
mental Data sheet

CBP tool

15B

15C

13

Issues to cover

3.1 What are the main outcomes the community has
identified

3.2 What are the main strengths, weaknesses, 
opportunities and threats in relation to the outcomes
identified

3.3 What are the spatial strengths, weaknesses, 
opportunities and threats (shown on Environmental
and Spatial Data Sheet)

Event

18 Visioning

CBP toolIssues to cover

What do we want to see happen Ð what are our (realistic) hopes
and dreams for the future for our community? For example:

By 2006 we will be a vibrant community where people like to live
and work, people are well-fed, able to access health and education

servicesÉ

Event

19 Developing
objectives

CBP toolIssues to cover

List all the prioritised objectives eg Health of community improved,
especially for under 5s and elderly.



14

4.3 What strategies shall we adopt to achieve our objectives?

4.3.1 Objective 1

4.3.2 Objective 2

Repeat as for 3.3.1, and do this for each of the five or so objectives

5 Implementing our plan

5.3 Plan of things we need to do in the community to take forward our plan

An action plan of the immediate activities for the community to take forward their own development process.
The ward committee will be responsible for this and will need to produce a monthly report against this action
plan. This may involve allocating discretionary funds that are already available, actions the community has
to take to get other projects moving, as well as purely local activities such as organising a festival, litter-picking
event etc.

Annexes: Project concept sheets
These must be completed for projects submitted to Council or sectoral departments. They may be completed
during the documentation day of the planning week, or afterwards. At this stage they can be handwritten, and
if selected, they would need to be worked up properly.

FacilitatorÕs Guide for Community-Based Planning

Event

20 Developing 
strategies

21 Developing 
projects/ activities
per strategy

CBP tool

20

Issues to cover

List of strategies
For each objective what are the main things we need to do
(strategies) to achieve the objective? (eg Reduce incidence of
malaria, Ensure safe drinking water)

What are the projects/activities we will do for these priority strategies

Event

24 Discretionary 
funds budget

22 IDP submissions

CBP tool

24

22

Issues to cover

5.1 Budget for discretionary funds
The budget for the discretionary ward funds being provided
by the local authority to help the community take their plan
forward (eg R50 000);

5.2 Projects for submission to IDP
Larger projects, or those requiring support, being submitted
for consideration for the Integrated Development Plan for 
funding by the Municipality or other service providers

Event

23 IDP Project Concept Sheets

CBP tool

23

Issues to cover

Project concept sheets for motivation to IDP

Event

25 Action planning

CBP tool

25

Issues to cover

Development of action plan for ward committee



4.1 Linkage between CBP and IDP
CBP involves a cycle of activities as shown in Figure 4.1, with indicative dates to link to the IDP cycle. Figure
4.1.2 shows how this will change from year to year, and link to the IDP Review Cycle.

Figure 4.1.1 CBP Cycle

Figure 4.1.2 Cycle of CBP and IDP
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4 The Planning Cycle and CBP

IDP Review 2005
or IDP 2002

CBP 2005/6 IDP 2006 CBP Review 2006/7

A
pril

M
onth 0

July
Month 3

O
ctober

M
onth 6

January
Month 3

1 February
Preparing the Municipality for
decision to take on CBP

1 April
Preparation for planning

1 July

Training

Planning

Documentation

30 September
Appraisal of discretionary budgets

31 October
Linking to IDP

Implementing

Funding

28 February
M&E / plan next year
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FacilitatorÕs Guide for Community-Based Planning

Section heading

How did the ward
make its plan

What is the
situation in the
ward

What is important
about the
situation in our
community

What does the
ward want to
achieve

Implementing the
ward plan

Project concept
sheets

Contents

A description of the planning process

General background on the community (basic
statistics and historical trends)

Livelihoods of the different socio-economic
groups- Poverty and gender data-sheet

Overview and assessment of services provided
in the ward

Consolidated SWOT by outcome

Environmental data-sheet

Prioritised outcomes in the ward

Vision

Objectives as per prioritised outcomes

Strategies

Projects and activities

Summary of action plan for implementing
projects and activities

Project summaries for projects to be submitted
to the IDP

Sec t ion

1

2

3

4

5

Annexure

Relevance
for IDP

year 1 & 2

Possible

Relevance
for IDP
year 3

Table 4.1.2 Outline of the ward plan and relevance for IDP

4.2 Schedule for the intensive planning phase for development of ward plan
The rest of this guide is about the community-based planning elements of the overall planning cycle for the
planning required the first year a ward plan is produced. Different groups have different traditions in relation
to participation, and therefore there will need to be local differences in the schedule to account for this. For
example in townships there is a strong tradition of mass meetings, less so in the suburbs where it may be
better to have meetings with social groups in peopleÕs houses. Table 4.2.1 shows a suggested schedule for
developing the first year community-based plan including:

¥ Preparation phase: a pre-planning meeting and a launch meeting (0.5 days)

¥ Planning phase: 

¥ gathering planning information (2 days)

¥ consolidation, verification and prioritisation (1 day)

¥ planning the future (2 days)

¥ preparing for implementation (1 day)

¥ documentation (2-3 days)
¥ Feedback after decisions on what is approved by the Council



Table 4.2.1 Suggested intensive field schedule for first year planning 
Note days are suggested, but these may vary, eg holding the planning over weekends.
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Events

1: Pre-planning meeting at least one week
before the planning starts

3: Compiling background information
(IDP summary presented)

9: (Ward based) Service provider interviews
if not included as part of the preparation

2: Community launch meeting
(presentation of IDP summary and 
background information)

12: Livelihood analysis

Note some exercises from Tuesday can
also be done on Monday

4: Interview with key resource people

5: Timeline

6: Seasonality

7: Long-term trends and dynamics

8: Analysis of services with Venn

9: Service provider interviews

10: Transect

11: Mapping

13: Spatial and Environmental Data Sheet

14: SWOT of groups

15: Produce Consolidated SWOT around 
consolidated outcomes ,

16: Verification and prioritisation
(evening meeting)

Organising with service providers to 
participate in planning

17: Reconciliation

18: Visioning

19-21: Develop objectives (19), strategies (20),
projects and activities (21)

22: Develop IDP submissions

23: Develop project concept sheets

24: Budget for discretionary funds

25: Develop action plan

26: Community meeting to approve plan

27: Completing writing up the plan

28: Submission of plan and approval of 
budget

29: Feedback to community before 
implementation

Day

Pre-Planning

0.5 days

If possible in week before

Evening on
Thursday/Friday before

Planning (Up to 6 days)

Day 1 (Monday)

(gathering information)

Day 2 (Tuesday)

(gathering information)

Day 3 (Wednesday)
(Consolidation and
prioritisation)

Day 4 & 5
(Thurs/Friday)
(planning the future)

Day 6 (Saturday)
(preparing
implementation)

Evening

Documentation

(writing)

After local authority
review of community plan

Essential

X

X

X

X

X

X

X

X

X

X
X

X

X

X
X

X

X

X

X

X

X

X

With whom?

Ward committee plus
representative group of local
leaders

Service providers/CBOs

Broad community group

Social groups

Key resource people

Smaller community group

Smaller community group

Smaller community group

Smaller community group

Service providers/CBOs

Smaller community group

Smaller community group

Facilitators plus ward
committee

Broad Community

Facilitators plus ward
committee

Facilitators, ward committee
and working groups with
selected participants to be
relevant to each objectives,
including service providers

Facilitators plus ward
committee

Broad community group

Facilitation team plus other
community members

Core facilitation team

(within next week or by deadline)

Finalisation (0.5 day)



Note that it will take 6 days to develop the first ward plan, plus a further 2-3 days documenting it. Three
community meetings are scheduled within the planning week and it is important to try and ensure that these
are well-attended. If it proves impossible to get 3 large public meetings, the critical one is the second mass
meeting for vision and objectives.  Where a situational analysis has been completed or partially completed,
then the length of the planning process can be reduced as time can be saved on the situational analysis.

In affluent areas it is more difficult to get participation. Table 4.2.2 shows a possible schedule which compresses
the time to 5 days, and 4 days with the community.

In commercial farming areas it may well be necessary to have more of the activities in the evening, with
preparation, activities by ward committees etc happening during the day.

Section 2.6 discusses some of the options available in small farming rural areas where villages are scattered
eg having launch meetings in several places.

 Table 4.2.2 Possible modified CBP process for the planning week in affluent areas

4.3 Possible schedule for reviewing ward plans
In subsequent years, the time required for updating the plan is likely to be reduced, perhaps requiring only a
one day review of the plan and progress, one day to check the strategies and projects, and one day to write
up. This would make it more like a 2-3 day rather than a 6 day process. Each municipality will need to confirm
what they wish to do in relation to the review process they are undertaking with the IDP. Table 4.3.1 presents
a possible schedule for a review of the ward plan

Events

As above

9: Meet service providers
13: Livelihood analysis with some groups,
5: Timeline
8: Venn Diagram
9: Meet service providers
12: Livelihood analysis with some groups
15: Consolidation

16: Prioritisation
19-21: Working on Objectives, strategies, projects,
22-25: Proposals for discretionary fund, IDP, action plan, writing up

plan
26: Community meeting to approve plan

27: Completing writing up the plan

28: Submission of plan and approval of budget
Finalisation (0.5 day) After local authority review of community plan

29: Feedback to community before implementation
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Day

Monday

Tuesday

Wednesday

Evening
Thursday
Friday

Evening

(writing)

With whom?

Social groups
Mixed group
Mixed group
Service providers
Social groups
Facilitators and ward
committee
Community meeting
Groups on specific topics
Ward committee

Broad community group

Facilitation team plus other
community members
Core facilitation team

X

Pre-Planning

Planning Week

Documentation (within next week or by deadline)

Finalisation (0.5 day) After local authority review of community plan



Table 4.3.1 possible schedule for review of ward plan (eg in year 3)
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Events

1: Pre-planning meeting at least one week
before the planning starts

3: Compiling background information
IDP summary presented)

2: Community launch meeting
(presentation of IDP summary and 
background information)

Review of progress against last yearÕs plan

5: Timeline (reviewing since last plan)

8: Changes in services with Venn

16: Verification of SWOT and prioritisation

Organising with service providers to participate
in planning

17: Reconciliation

19-21: Confirm objectives (19), review strategies
(20), update projects and activities (21)

22: Develop IDP submissions

23: Develop project concept sheets

24: Budget for discretionary funds

25: Develop action plan

26: Community meeting to approve plan

27: Completing writing up the plan

28: Submission of plan and approval of budget

29: Feedback to community before 
implementation

Day

Pre Planning

0.5 days

Evening on
Thursday/Friday before

Day 1
(gathering information)

(evening meeting)

Day 2 planning
(replanning the future)

Day 3
(preparing imp-
lementation)

Evening

(writing)

After local authority
review of community plan

Essential

X

X

X

X

X

X

X

X

X

X

X

X

X

X

With whom?

Ward committee plus
representative group of local
leaders

Broad community group

Smaller community group

Smaller community group

Broad Community

Facilitators, ward committee
and working groups with
selected participants to be
relevant to each objectives,
including service providers

Facilitators plus ward
committee

Broad community group

Facilitation team plus other
community members

Core facilitation team

Planning (up to 3 days)

Documentation  (within next week or by deadline)

Finalisation (0.5 day)



5.1 Introduction
This section includes practical organisational and management information needed to support the community-
based planning process. The CBP/IDP Management Guide includes information on preparing for CBP across
the municipality. This section summarises what facilitators need to do to prepare for CBP in a ward.

To ensure effective participation and mobilisation for the CBP process, people in the ward must be aware
that this is happening. For this purpose, a once-off event may serve as the platform for launching the process,
supported by a range of methods to inform communities, such as media, display of notices, handing out of
notices to school children, councillorsÕ meeting. Traditional authorities, civic and political leadership and
Representative Forum members should be made aware of the CBP and of the key events to take place.

Key elements of the preparation phase include:

¥ An initial pre-planning meeting (Event 1) with the ward committee to discuss the detail of the planning,
the roles they need to perform, around two weeks prior to the ward planning;

¥ A launch meeting(s) (Event 2), where the wider public is informed about the ward planning process,
and meetings are confirmed, with one or two planning exercises undertaken. This should be the week
before the planning and if the ward is large, eg in rural areas, could be in more than one location. This
should highlight when large community meetings will be held during the planning week;

¥ CBP Specialists undertaking interviews with service providers (Event 9) who often cross several 
wards (eg police stations, clinics) and writing up these for use in the ward planning;

¥ Compilation of existing background data held by the local authority relating to the community, and
packaging in an appropriate way for the facilitators including identification of previous plans and 
secondary data (Event 3);

¥ Organising the logistics for the planning process.

The specific events covered here are discussed in detail in section 6 and will not be discussed further here.
It is assumed that before the pre-planning meeting, the municipality has:

¥ Briefed all councillors about CBP;

¥ Spoken to the ward councillor and agreed the dates, and arranged a meeting with the ward committee;

¥ Identified the composition of a trained facilitation team and allocated roles;

¥ Compiled existing data held by the local authority relating to the community, eg maps;

¥ Identified previous plans/secondary data;

¥ Identified emerging opportunities for funding/support.

Facilitators need to meet together and with the CBP Specialist to do detailed planning for the preparation
phase.

5.2 Planning the sessions
It is usually difficult to meet with a group for longer than 1.5-2 hours, especially a large group. Therefore the
day needs to be broken up into about 5 possible sessions, perhaps two in the morning, two in the afternoon
and one in the evening.  By working with different groups in each session, community Ôparticipation fatigueÕ
can be reduced. Also by having more than one facilitator, groups can meet in parallel. For example a possible
day with the different time slots is shown in Table 5.2.
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Table 5.2 Possible timeslots for a day, example for day 1

Given the intensity of planning sessions in developing the first community plan, it is essential to plan ahead
by agreeing in advance which groups will be met where and when.  This is the reason for having a pre-planning
meeting, when a timetable is drawn up for the week.  The timetable should be displayed on a flip chart in a
public space, such as the community social centre.

Facilitators must be able to adapt to the inevitable no-shows, late starts, etc.  Best use must be made of
the time available, by interviewing other people, spontaneously deciding to use another tool, reducing the tasks
etc. With increasing confidence, facilitators can use any times and groups in a creative way.

Some things you should consider in planning the sessions include4:

¥ Ask ward committee members or other community resource people to volunteer for sessions they would
like to lead and other duties, and their names are written up on the programme. Duties include chairing,
record-keeping, warm-up activities (such as singing, stories, drama or other energisers), and a brief 
review at the end of the session/day. Try and ensure that participants play some role;

¥ Begin with a welcome and customary greetings;

¥ In small groups, ask people to introduce themselves so to feel more comfortable;

¥ Where possible let groups work independently, but check that participants understand the task and are
carrying it out precisely;

¥ Consider whether you can get some community members to do the recording;

¥ If there is a big argument, give each side a chance to express their views freely. However, a representative
of one side can only reply after summarising what the speaker from the other side has said. This gets 
each side to calm down and listen more carefully to their opponents;

¥ Consider using ÒcodesÓ eg a picture which people can discuss around, as a way of stimulating debate 
around an issue.

To maximise the opportunity for different groups to participate:

¥ A pre-planning meeting (see Event 1) provides an opportunity to think about when to meet with different
groups of people, and also identify the best time for community meetings when broad participation is 
encouraged;

¥ Consider timing planning sessions at convenient times  for groups within the community (whether 
mornings, afternoons, evenings, or weekends). For example it may be difficult to meet employed people
in the day when they are at work (see section 2.6);
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Time

8.00

9.00

11.00

14.00

16.00

17.30

Facilitator 1

Livelihoods analysis with elderly

Livelihoods analysis with
unemployed youth

Livelihoods analysis with
unemployed youth

Livelihoods analysis with
business people

Facilitator 2

Livelihoods analysis with single
mothers

Livelihoods analysis with
unemployed men

Livelihoods analysis with
unemployed women

Livelihoods analysis with
employed

Facilitator 3

Livelihoods analysis with self-
employed

Timeline

Venn diagram

Facilitators meeting with ward committee to plan the day

Facilitators meeting with councillor and ward committee to share experiences of the day and
implications for next day

4  From The Rainbow Encircling the People Ð an African Guide to Democracy (ACPD, 2003)



¥ Consider meeting some groups in different places so people from the whole area participate at times
(section 2.6 discusses this in more detail);

¥ Proper pre-planning consultation and widespread dissemination of information about the planning is
needed, eg on community radio, use of loudhailers etc;

5.3 Logistics
Specific logistical arrangements which may involve dedicated financial contributions include:

¥ Travel: Most municipal wards now cover substantial geographical areas. In order to attend CBP events,
community members may have to incur transport costs. Similarly, the facilitatorsÕ transport costs to and
from the ward may also need to be catered for. Transport must be budgeted for and organised for each
day;

¥ Meals and refreshments: If participants are contributing throughout the day in the planning process,
or if they have to travel long distances to do so, they may need to be given meals or some form of 
snack, or paid an allowance to cover them purchasing their food. A form for this is shown in Table 5.8.1.
Catering must be organised for the working groups on days 4 and 5, and ward committee on day 6;

¥ Venues: It is useful to have a core venue such as large hall where groups can meet, and materials 
can be left on the wall for the whole planning week. Not all wards have municipally-owned meeting 
venues. In such case, it might be suitable to co-opt existing venues such as school halls or even 
peopleÕs homes. In some cases the best venue will be outside the ward to be accessible to all;

¥ Materials and equipment for the CBP process need to be purchased. A full list is in Table 5.4.

These should have been budgeted for by the CBP Manager, and the facilitator needs to check these 
have been organised. Other logistical issues which may be helpful in organising for the planning include:

¥ Informing ward committees Ð holding the preplanning meeting, provide resource book for each ward
committee member;

¥ Informing communities using a range of methods such as community radio, notices displayed in 
prominent places, notices handed out to schoolchildren to take home to their parents, use of loudhailers
at least 2 days prior, so that all are aware that CBP is going to take place. In addition leaflets on CBP
should be handed out at the preplanning meeting, distributed in the community and at the launch 
meeting;

¥ Informing traditional authorities and opinion leaders so they are aware of the planning and what 
will happen;

¥ Collecting information on strategic guidance from the Municipality in terms of likely support and any
information on indicative grants;

¥ Interviewing key service providers Ð the CBP Specialists may undertake some of these for services 
crossing wards, in which case you need to get copies of their reports. You may have to book some 
interviews for ward-specific service providers;

¥ Organise ward launch meetings for week before training;

¥ Ensuring that the Ward Committee is setting up meetings with social groups;

¥ Ensuring facilities are available for writing up the plan, eg in the municipality, laptop computers etc.

5.4 Requisites for the planning process
These are required per facilitator (including members of ward committees):

¥ CBP guide, writing pad, 3 plastic wallets for miscellaneous documents;

¥ Pen, 4 sets of livelihood analysis sheets (refer Event 13);

¥ File dividers, file;
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¥ CBP leaflet;

¥ Letter from the councillor legitimising ward facilitators;

¥ Templates for local service provider interviews

¥ Allowance form if needed to pay allowances to ward committee (see CBP/IDP Management Guide for 
example;

¥ Blank ward plan template to write up the plan.

General stationery requisites are shown in table 5.4.

Table 5.4 Requisites for a one week CBP process (per ward)
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Preparation phase

Quantity

20 sets

20

100 sheets of each coloured,
1 ream of white

1 large roll
(at least 25 metres long)

2 rolls

5 packs

2

4

10 black, 5 red, 10 blue,
5 green

6

1

1

1

To cover 6 days

2 copies (but one in reserve)

Used for

Livelihood analysis with groups

Developing project concepts

Venn, Timeline, Social groups etc.

Mapping, Venn, Timeline, Social
groups etc

Various

All

For cutting cards, Venn etc

For sticking cards onto the brown
paper

All

All

If available to write up as go along.
Otherwise make sure arrangements
have been made for how it will be
documented.

Writing up by hand the outputs of
the events and tools straight into
the template

Requisites

Livelihood analysis sheets (single-sided)

Project concept sheets

Paper (blue, pink, yellow, white)

Roll of brown paper
(or if canÕt find, extra flip chart pads)

Masking tape

Prestik  for sticking flip charts on walls

Scissors

Gluesticks

Felt pens

Flip chart pads

Portable printer if available

Extension lead plus block for 3+ sockets

Laptop computer if available

Per diem forms

Blank template of the ward plan

Other context specific itemsÉ



5.5 Allocation of facilitators
Some suggestions for the ways that tasks can be divided up between facilitators to share the responsibility
include:

¥ Facilitation/writing up of sessions Ð roles can be rotated Ð this also gives the opportunity for facilitators
to miss some sessions so they can type up notes. Different facilitators can facilitate early morning 
preparation sessions, or end of day feedback sessions, both with facilitators and local committees;

¥ Writing up the plan Ð different facilitators can write different sections of the final plan Ð allocate these
prior to the planning if possible;

¥ Rotating report backs to the community. Use ward committee members wherever possible to do 
report backs to the community;

¥ Domestic arrangements Ð one facilitator can take responsibility for organising tea/coffee, meals etc;

¥ Venues Ð one facilitator can take responsibility for ensuring times that the main room used by the team,
eg community hall, is open each day.
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6.1 The planning events
This section includes facilitation notes for each of the planning sessions detailed in the CBP planning schedule
(Section 6). These sessions are called events and include:

The notes for each tool give detailed instructions of how to carry out the exercise, as well as examples of how
the information should be presented for use in the plan (and potentially for use in the IDP).
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6.2 CBP Roadmap

Figure 6.2 CBP Roadmap
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PHASE 0

Preparation

EVENT 1 Pre-planning community meeting

Background
This meeting is held preferably two weeks prior to the main planning week, with ward committee members
and some opinion leaders (such as teachers, clinic staff, religious leaders, youth leaders, leaders of unemployed
groups, trade union, womenÕs groups etc). The aim is to mobilise the leaders of many different sections of
the community and to do some preparatory work for the planning week. It assumes that there has been some
introduction to councillors prior to this meeting.

Objective
By the end of this meeting the local leaders:

¥ Understand the planning process and outputs and realise that this is about their process, that one of 
the outputs needs to be local action and not just demands for resources from others;

¥ Are committed to supporting an inclusive planning process (which prioritises the needs of marginalised
groups) and are ready to organise the planning process;

¥ Have identified the key resource persons and service providers in the ward who should be interviewed
concerning the ward development.

¥ Will have defined the main social groups who should  take  part in the planning process;

¥ Collection of existing background information has begun;

¥ Will have developed a timetable for the planning week and the first meetings will have been scheduled
locations for the launch meeting(s) decided.

What part of the ward plan does this feed into
Use in Section 1 on ÒHow did we make this planÓ.

Tool / method Group discussion

Timing 3 hours

Participants Councillor, Ward committee, plus opinion leaders, traditional leaders, resource people, etc
who understand the area.

Process
Introductions and ensuring elected leaders understand planning process

1. Introduce facilitation team and elected leaders.

2. Discuss expectations and concerns for CBP.

3. Introduce CBP and its place in the overall IDP process in the municipality, using the diagram of the CBP
Cycle (Figure 4.1.1).

4. Discuss overall shape of the planning week using a flip chart with Table 4.2.1.

5. Discuss content of the plan (use flip chart which is left with the committee).

Roles
6. Discuss the roles of the facilitation team, as well as the roles of the ward committee stressing that at 

least 3 ward committees should be with the team throughout.
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Social groupsÕ identification and wellbeing ranking
7. Explain that we want to understand who are different social groups with different access to resources 

in the area, whose livelihoods will differ as well as their preferred outcomes.  We wish to interview these
separately to understand their differing assets, vulnerabilities, preferred outcomes and the ways forward
that they suggest. We will use some tools to try and understand this based on the experience of the 
ward committee (note for this reason we need a broader group than the ward committee for this meeting,
who understand the range of social groups in the area).

8. Ask people to identify 3-5 levels of well-being in the area, eg very poor, poor, quite well-off, well-off. 
Start by saying, Òdo you know people who are very poor, what about less poor, but still poor?Ó, ÒWhat 
about rich people. And are there others who are quite well-offÓ.

9. Once you have a set of categories, ask people to identify the characteristics of people in these groups
and list these against each group (see Tool 1A below). Consider issues like:

¥ Marital status;

¥ Age;

¥ Their main livelihood activity if any  (farmers, salaried workers, unemployed, self-employed, 
vegetable growers, domestic workers etc );

¥ Assets they have;

¥ Where they stay (informal, formal housing).

10. Once you have these, then go to each category and see whether you can split off different groups 
existing in specific categories (eg very poor might include child-headed households, unemployed; quite
poor might include pensioners supporting families; quite well-off might be self-employed and salaried 
people; well-off might be business people) (see bold categories in Tool 1A). See whether there are other
social groups that should be added, eg children that have not been raised.

11. Fill in the poverty data sheet for the vulnerable categories (Tool 1B)

Organising the week
12. Tell people that we would like to meet representatives from these social groups, and that all these 

groups need to participate in the broad community meetings (ward planning forum).

13. Identify the key resource persons and service providers and arrange when to meet and interview them
before the planning week.

14. Discuss what form of representation will be used for the broader community meetings to ensure the 
group is representative. There are two main possibilities:

¥ People are selected from different parts of the ward;

¥ Some meetings are held in different parts of the ward (see section 2.6);

¥ Those people who participate in other meetings are invited to join for the broad community meetings,
so that all social groups are represented.

There could also be a combination. However it must be stressed that the group selecting priority issues
and drawing up the vision must be seen to be representative of the community, and a 10 person committee
is not enough.

15. Arrange timetable for week (Table 4.2.1) and in detail for first day (eg see Table 5.2 for how to organise
the day).

16. Agree how we mobilise the participants for first community meeting and who will organise them (do we
have some meetings in villages/sections at which representatives are elected/selected for the community
meeting/ward planning forum)

17. Read out what is needed for the launch meeting and plan when it will happen and where.
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Wellbeing level

Well-off

Quite well-off

Poor

Very poor

Characteristics

These are mostly business people, who own several properties, at least one car, and in
many cases someone in the household is employed

Mostly these are people with permanent houses, and at least one person employed.
Children are going to school and they have reasonable health care. Eat 3 meals a day.

May receive some income from informal activities. May have a house but their income is
low. Often older people with pensions and families depending on them. Also unemployed
youths who are selling in the informal sector. During the year will have one meal a day
some of the time.

No houses or animals. Live in shacks on relativesÕ land. Often only have no or 1 meal a
day.
Often child-headed households and orphans. No income from employment and depend
on handouts. Single mothers with children tend to fall in this category. Often at least one
person in households affected by HIV.

Resources needed
¥ Flip chart with contents of the plan and flip chart with table showing the week;

¥ Blank flip charts and pens, prestik;

Comments/tips
¥ There is a lot to do at this meeting Ð and it is essential this goes well for a successful planning process

¥ At some point you need to find out availability of any existing information (see Event 3 Collection of 
background information) that can be used to help with the plan.

CBP Tool 1A Well-being ranking (note social groups are shown in bold)

CBP Tool 1B Poverty and Gender data sheet
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Who are the
vulnerable group?

A Poverty

Seasonal farmworkers

Unemployed with
HIV/AIDS affected
family members

Child-headed
households

B Gender

Young teenage mothers

Girlfriends and wives of
alcoholics

All women

Background/ wider
context/ related issues

Related to lack of access
to own land and farming

Rapidly increasing

AIDS related deaths have
increased in the past few
years

The mushrooming of
taverns and no other
opportunities for
recreations and women
scared to tell their
spouses to use condoms.

Where do they
live?

Moripane

Everywhere

Everywhere

All townships

Everywhere

All outside the
town

Why are they vulnerable?

No income in off-season, insufficient
food, malnourished children

Families cannot even afford to provide
sick members with enough food

As there are no parents elder children
are having to look after the family

Mothers discontinue education, but
cannot find jobs. Babies malnourished

Partners get drunk on weekend and
have unprotected sex, bringing HIV
home, beating up their spouses and
spending all the money.

No transport to shops during daytime
so much time spent getting to shops
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EVENT 2 Community planning launch meeting

Background
The planning week should be launched an evening the week before the main planning week with a meeting
which has broad participation, particularly emphasising representatives of different social groups within the
community (these will have been identified at the pre-planning meeting). The meeting provides an opportunity
to get people to think about the product at the end of the week (the ÔplanÕ), as well as the process, which should
be empowering and inclusive.

The outputs of the pre-planning meeting should be presented to this wider group for validation, particularly
the timetable for the week (which should be displayed in a public place) and the social groupings. This should
be built on to develop an inventory of service providers, which will be included in the timetable. This meeting
provides the opportunity for the broader community to understand the overall planning process.

The River Code helps the community to understand the meaning of development and the importance of
active participation in the planning process in their ward. It is aimed at creating awareness on the need for self-
reliance, community initiatives, importance of partnerships between municipality, private sector and the
community. It discourages dependency and promotes community action towards development. The River Code
should be prepared in advance; preferably a day before and must be acted in an open space, where everyone
can see.

Objective
By the end of this session, the community will have:

¥ Understood the place of CBP in the IDP planning process;

¥ Reviewed and finalised the different social groups who need to be included in the planning week;

¥ Developed an inventory of existing projects, CBOs and service providers existing within the ward/parish
that may need to be visited;

¥ Reviewed and finalised the timetable for the planning week, particularly detailing which social groups 
and service providers will be met with;

¥ Should have a strong feeling about the importance of active participation in development and should
be excited and energised to participate.

What part of the plan does this feed into
Use for the list of the different social groups in Section 2.2 (Who is our community?)

Use to give the inventory of service providers/CBOs/projects in Section 2.3 (Activities and services in the
community)

What part of the IDP does this feed into
This is primarily a preparatory meeting.

Tool/method Role play and group discussion

Timing 2-3 hours

Participants Broad-based group of community members, including representatives of all major social 
groups.
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Process
Introductions

1. Councillor introduces community and facilitation team and their roles, the purpose of the meeting and 
the agenda.

The River Code - Ensuring the community understands the meaning of development 
2. Ensure people are briefed before the meeting starts (5 people need to act).

3. They run through the sketch which takes about 10 minutes and is all mimed (i.e. no words are spoken)
(see story below).

4. Then people are asked the set of questions below.

5. This should lead to a consensus that we need to move away from dependency toward self-reliance.

Community-based planning in the context of municipal IDP
6. Discuss the IDP planning process within which the community plans fit (using CBP Cycle, Figure 4.1.1).

7. Discuss the overall schedule for the week (Table 4.2.1) although this will be finalised later in the session
and show how this relates to the river code.

Social groups
8. Present the findings of the pre-planning meeting concerning the different social groups identified in the

community. Discuss and amend or add groups to develop a final list.

Activities and services in the community
9. Ask the community to list the on-going activities in the community (CBOs, projects) as well as the services

that are provided to the community, whether by local CBOs or external organisations. These are recorded
on a flip chart.

Finalising the timetable for the planning week
10. Go back to the broad timetable developed for the week.

11. Add a timetable of meetings with the different social groups that have been identified for at least the 
first day and identify someone from that social group who will invite others to make sure that each social
group can meet at the arranged time.

12. Highlight the planning events in the timetable that require broad community participation and ask people
to attend them if possible.

Resources needed
¥ Five people from the community for the river code;

¥ List of social groups on flip chart;

¥ CBP Cycle on flip chart;

¥ Prepared flipchart with schedule for the week;

¥ Prepared flipchart with draft timetable.

Comments/tips
¥ This is a key meeting that will set the pace and content of the planning. As well as trying to maximise 

participation, the opportunity should be used to outline to the community the benefits of community-
based planning. These can be found in the Introduction section to this guide;

¥ The choice of people for the river code is important. Try to get people who are not shy preferably youth.
Have a mix of both sexes.

31

Phase 0 Preparation



32

The following flow of questions is suggested:

¥ What did you see happening?

¥ How did the people in the play cross they river- the different ways used

¥ Does this thing happen in real life?

¥ What do the two sides of the river (river banks) represent?

¥ What does the flooded river represent?

¥ What do the stepping stones and island represent?

¥ What does the stick represent in the community?

¥ How did the people playing the river game feel?

¥ Where do you think your ward or projects in the ward are in this river game? Give examples.

FacilitatorÕs Guide for Community-Based Planning

The story for the River Code

There are four people who want to cross a flooded river. The four can see the other side of the river.
They like what they see, but have a problem crossing the flooded river. One tries to step in and his
friends discourage him. A fifth man arrives while the four are in a discussion on how to cross the river.
The fifth man greets them and gets to understand their problem. He says he knows where the stones
are so he can help them cross. As soon as he says he knows how to cross, one of the four jumps onto
the back of the stranger and the stranger unwillingly carries the man only as far as the island in the
middle. He is tired but goes back to the bank to help the others. The others want to be carried but the
strangerÔs back is sore and cannot carry them anymore. He offers to assist one to cross the river.  He
holds his hand and the second person hesitates for the first two steps before the island and gains
confidence to cross the river to the other side. The stranger goes back to help the others two remaining.
They both refuse to be assisted. One picks up a stick and uses this to identify where the stones are
and manages to get to the island. Having gained confidence he crosses the river to the other side
where he is welcomed by his colleague. The last person refused to be helped and does not want to
use any other means to cross the river. He is left on the other side of the bank while the stranger has
gone to the other side of the flooded river. When he passes the island the first person still begs to be
carried but the stranger cannot carry him. He is left on the island. The role play ends here.



EVENT 3 Analysis of existing background information

Background
It is important in planning to begin with all the available information on the ward. This is known as secondary
information and includes forms of information that was recorded before the planning phase. This information
includes statistics, reports, minutes of meetings, articles, etc, and will serve to establish a background for the
ward. Key information is needed from the IDP, such as the overall priorities, and where the municipality is likely
to fund, as well as other service providers, if such information is available. In addition a summary of the IDP
should have been produced by the IDP Manager.

Objectives
By the end of the session the participants will be able to:

¥ Compile the information that is readily available about the community;

¥ Understand overall municipal priorities;

¥ Arrange for further consultations as needed.

Part of the plan this event covers
Use in Section 2.1 on ÒBackground to the communityÓ.

What part of the IDP does this feed into
This will draw in information from the IDP which should have been prepared in advance by the IDP Manager.

Tool/method Collection of relevant secondary information (e.g. local authority record books, demographics,
statistics, etc). Summary of IDP

Timing Half-day (perhaps longer as could have begun at the preplanning phase)

Participants Facilitators and community representatives

Process
1. This information will ideally be provided in advance by the CBP Specialists to provide background 

information for the planning. Ideally it can be presented in a form such as Tool 3A which can be used 
by the facilitators.

2. Check with the ward committee and councillor if there are any useful sources of information which could
be used. Some examples are shown in the box opposite.

3. Collect background information and include in the plan in a summary format showing the information, 
the source and the year it was collected. For example, you could include data on the number of 
people/households in the following format: 212 households, Source: census, Year: 1999.

Resources needed
¥ Access to statistics etc;

¥ IDP Summary.
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% female

54

53

% male

46

47

% 65+

8

5

% 20-65
years

66

55

% 5-19
years

23

29

% < 4
years

5

9

Area

Ward 27

Municipality
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Comments/tips
¥ You may find that you donÕt need to collect all the information at the beginning, but rather leave more 

specific information (eg on health) to be collected when the objectives are being developed. The 
information gathered can then help inform how strategies are chosen and prioritised.

Tool 3A Example of presentation of ward data

FacilitatorÕs Guide for Community-Based Planning

Examples of useful information include:
¥ Compilation of existing plans that have been developed. These could be for the IDP 

as a whole, one group (such as a womenÕs group) or in one sector (e.g. an environmental
action plan);

¥ Basic statistics on the people who live in the community (number of people, number of
households, number of people in different age groups, different ethnic groups).  
The community leader or religious groups may hold this. Note the statistics in section 7;

¥ Economic development plans;

¥ Environmental action plans or a state of the environment report;

¥ Infrastructural information: number and location of boreholes, number of houses with and
without pit latrines etc. This may be held by the community health worker or the community
leader or may be available from census data;

¥ Health records. Disease patterns, understanding the main diseases/illnesses that people
suffer from and when (e.g. malaria, rainy season and the under 5s). This information may
be held by the community health worker, a school teacher, clinic staff or even the shop 
keepers who run a drug store/pharmacy;

¥ Agricultural records. Understanding soils and land capabilities, understanding the main 
crops and varieties that people grow and the diseases they suffer from. This information 
may be held by the agricultural extension worker or leader of a farmers group.



EVENT 4 Interviews with key resource people in the community 

Background
Interviewing can be done on its own or in conjunction with another type of exercise, eg mapping. It can be
done formally with an invited group, or informally by taking advantage of a gap or the presence of a key resource
person from the community. Interviewing can help gain more accurate insights into situations, problems,
customs, practices, systems and values. This can fit into any element of the analysis phase. It can be done
before the planning week and could be used as needed, where there are information gaps, or to check when
biased views are coming across. A specific element, interviewing service providers, is shown separately in
Event 9.

Objectives
By the end of the interviews, the facilitators will have:

¥ a better understanding of the community and the issues in the ward;

¥ developed a rapport with key people in the community.

Part of the plan this event covers
Use in section 2.1 on ÒBackground to the communityÓ or this can provide stories in the text to illustrate and
bring elements to life.

What part of the IDP does this feed into
This informs all the activities in 1/2 and does not feed in directly to the IDP.

Tool/method   interviews (individual or focus group)

Timing   1-1.5 hrs each

Participants   Key resource people (individuals or groups)

Process
1. Personal introductions and explain the CBP process objectives and why the resource person is important

to the process.

2. Engage in a semi-structured discussion with the resource person(s).

3. Allow for participant(s) questions.

4. Identify vulnerable groups

Resources needed
¥ Notebook and pen

Comments/tips
¥ Introductions are important Ð make sure these are done in such a manner that the interviewee(s) are 

relaxed, understand why they are being interviewed, etc;

¥ Create a relaxed environment for active participation of interviewees - be aware of your body language,
allow interviewees to speak and to ask questions; involve quieter people, choose a venue where people
are comfortable, etc.

¥ In the key informant interviews, select people knowledgeable on local issues such as the environment
or poverty issues. These could include representatives from CBO/school environmental education 
groups, teachers, traditional healers, thatchers/craft makers/carpenters, farmers, women who gather 
water, people involved in waste management, representatives from the local authority dealing with 
water/air/soil pollution, environmental health and environmental management/planning. Guiding questions

 can be developed from the Basic Environmental Situation Analysis Checklist (refer to section 4.3).
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EVENT 5 Timeline - analysing community trends and dynamics 

Background
It is important in the developing of plans to first have some understanding of where the community has come
from Ð its basic history. This can be done by creating a timeline where the community members develop a
sequence of events in a joint manner. In this way the community and facilitators gain an understanding of
what has worked and what hasnÕt in the community, as well as the general trends over the years, which will
contribute to better plans.

Timelines can improve understanding of the links between poverty/quality of life and environmental status
quo, as they enable correlation of events and trends in both these areas over time. They can also assist in
exploring the frequency of events such as droughts, by asking why particular events happened, their frequency,
or exploring where policies have affected people and what impact this has had. Subsequent timelines can
focus more on development within the ward during a shorter timeframe.

Objective
By the end of this session participants will have:

¥ Explained the history of development in the ward including the major events;

¥ Identified the impacts and effects of major events on livelihoods and the implications for the future;

¥ Discussed the changing trends with respect to access to, and status of natural resources, and show
how these are linked with changing quality of life/poverty trends.

Part of the plan this event covers
Section 2.1: ÒBackground to the communityÓ

Tool/method Timeline with key informant group

Timing   2 hours

Participants   Group of 12-20+ people Ð Including the aged who have history of the ward, a broad range
of social groups including men, women and youth, and natural resource users/environmental
interest groups who know changing environmental trends.

Process
1. Personal introductions of individuals in the group.

2. Explain the objectives of the exercise.

3. Ask the oldest person the earliest event that they can remember.

4. Decide a framework for the exercise in terms of time, eg decades.

5. Mark it with cards indicating decades and put these up horizontally on a wall.

6. Get people to write the events on cards Ð facilitator can write if participants are illiterate, but it is better
if they write it.

7. Written cards are read out and verified by the group before they are put on the timeline.

8. Ask the impact of these events and the implications and write on cards next to the events (see Tool 5
below).

9. As this is happening, questions should be asked to probe why things happened, regular events which
can help in understanding the situation in the community. Someone should record the discussion.

10. The timeline should remain displayed for additions and as a community record. 

Resources needed
¥ Paper, scissors, prestik, pens
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Comments/tips
¥ The development of timelines is excellent as a method to increase enthusiasm among the community 

as it reinforces a sense of pride among members in their community. It is a valuable way in which the 
older members of the community can be involved in the planning process, while younger members of 
the community can learn much from this;

¥ Use cards so that the events can be adjusted/corrected, as well as new events added to the timeline. 
Pictures can be drawn on the cards to illustrate events. This ensures that the illiterate can also participate;

¥ Try and avoid discussion being dominated by political events and/or old history, ignoring recent events
which may have had considerable impacts on their lives. Try and focus the discussion on happenings 
in the ward, or events that had an impact on the ward and issues around development (when did you 
get electricity, when did you get water...); or what kind of extreme weather/natural events (eg drought, 
flood, earthquake) occur and when? How did people respond? Are they getting more frequent?

¥ Which events might be significant in terms of changes in policies or services, explore why that happened
then (eg enclosing of grazing, movement of villageÉ).

CBP Tool 5 Example of timeline
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Year

1970

1990

1994

1995

1996

1998

1999

2001

2001

2001

2002

2003

Events

Forced removals

Hail

Closure of Standard Wool
and Mills

1st Democratic Elections

The Government initiated
food security schemes like
child support grant and
food parcels

Lerato Thando Built

Caltex Garage Built

Tornado

Construction of N3 Road

Promises of jobs to people

Revolt against the bucket
system

By-election

Snow

Businesses were taken
from QwaQwa

Impact

Houses were demolished

Houses were demolished
Some houses were not renovated

Loss of jobs, poverty

Democracy and loss of investors
and poverty

People saw some immediate
benefits

Employment improved

Job creation

Houses were demolished
and some houses were renovated

Job creation and income

High rate of urbanization

Revolt against Municipality

Service provision deteriorated and
there was lack of improvement

Cattle died and there was
abundant meat

Loss of jobs; unfair labour practice;
poverty; People devised survival
techniques such as prostitution.

Implication for plan

Quality houses should be built

Sustainable income generation
projects should be established

Quality houses should be built

Future plans should focus on jobs
that people can create for
themselves with support from
municipality

Avoid making promises to people

Removal of bucket system is a high
priority

The community should elect people
they can trust; The affected political
organization should involve
community members in electing
councillors.

Shelters should be built for cattle
and sheep.

Creation of income earning
opportunities is critical
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EVENT 6 Analysing seasonality

Background
Some elements in community life are strongly seasonal, such as disease patterns, labour use, agricultural
cycles, and nutrition. This exercise is very useful for understanding these dynamics. 

Objective
By the end of this session participants will:

¥ Understand seasonal and/or annual trends in key issues 
such as diseases, nutrition, strikes, etc.

Part of the plan this event covers
Section 2.1: ÒBackground to the communityÓ

Tool/method Group meeting

Timing   2 hours

Participants   Key informant group, eg farmers or women

Process
1. Personal introductions of individuals in the group.

2. Explain the objectives of the exercise.

3. Discuss what items you want to cover, eg disease, food 
availability, or nutrition levels. If a rural area, rains or climate can be a good factor to start with.

4. Write months onto cards chart.

5. Then ask people how severe the diseases or nutrition are at particular times of year, comparing with 
other times of year.

6. Continue until all the months are covered.

7. If doing for labour use, you can write down what activities are being undertaken, and then place in the
appropriate month.

8. Then discuss the implications of this pattern for each of the factors you have followed. Tool 6 provides
an example.

Resources needed
¥ Paper, scissors, prestik, pens

Comments/tips
¥ This is a very useful tool for understanding agricultural cycles, and the link with nutrition and disease. 

These are also strongly influenced by climate;

¥ It is also useful to understand seasonal labour patterns, which can be very high at certain times of the
year.

¥ If you want to track something like rainfall it is useful to show the degree. Check the long term trends 
tool (Tool 7) to show how you can show monthly rainfall.

FacilitatorÕs Guide for Community-Based Planning



CBP Tool 6 Table showing an example of seasonal changes

39

Phase 1 Gathering Planning Information

Month

Jan

Feb

Mar

April

May

June

July

Aug

Sept

Oct

Nov/
Dec

Climate

Very hot
with dry air
and raining

Still hot with
rains and
dry air

Hot with
less rain

Cold

Very cold

Very cold

Very cold

Wind and
dust

Warm

Hot

Very hot

Very cold
April to July

Diseases5

Diarrhoea, rash and
flu

Same as above

Flu and rash

STIÕs, flu &
headache

Flue, STI and
arthritis

Same as above

Same as above

Arthritis, asthma,
sinus and TB

Sinus and flu

High blood pressure
and diarrhoea

Eye problems,
headache and
stress

Disease patterns
seem seasonal, but
no particular
challenges that
could be addressed

Diet

Maize , vegetables and
fruits

Same as above

Maize, vegetables and
fruits

Same as above

Same as above

Same as above

Same as above

Same as above

Vegetables

Vegetables & fruit

Fruit, milk and vegetables

Shortage of food from
September to Jan.
Increase support to early
season veg and
preservation. Introduction
of backyard gardens for
vegetables, crops and fruit
trees could be a good idea
as peaches do well in the
area.

Other problems

No land for agricultural
purposes, shortage of transport
for learners, water pollution and
 medical expenses

Same as above

Expense medical, coals and
wood, buying bales

Shortage of drinking/cooking
water

Veld fires, shortage of cow
dung for heating and snow

Its very cold, shortage of water,
and snow

Same as above

Expenses medical, shortage of
water and veld fires.

Thunder and rain

Pregnancy, alcohol abuse

Alcohol abuse, domestic
violence, rape and crime.

Key water shortage in April to
July. Look at whether water
points can be deepened. Water
harvesting from the roof tops
could be used for irrigating
crops and vegetables

Im
pl

ic
at

io
ns

to
 th

e 
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5   The impact HIV/AIDS is felt throughout the year and all age groups are affected
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EVENT 7 Long Term Trends and Dynamics

Background
The analysis of long-term trends helps us to understand peopleÕs perceptions of significant positive and
negative changes in the ward over long periods of time, whereas seasonality analysis identifies cycles of
activities that occur in a community on a regular annual basis. Long term trend analysis can cover periods
of between 10 to 40 years and can be used when there is need to follow up on historical patterns of issues
that affect development eg human population, crime rate, teenage pregnancy, HIV and AIDS, number of
schools etc. As many people should be included in the discussions as possible,  both men and women.

Objective
By the end of this session participants will:

¥ Understand long term trends in key issues that have been identified by the community

Part of the plan this event covers
Section 2.1.2: ÒBackground to the communityÓ

Tool/method Long term trend diagram with key mixed group, men and women

Timing 1 hour

Participants A mixed group of both men and women who have been resident in the ward for at least 10 
years.  Good to have some older people in the group.

Process
1. Personal introductions of individuals in the group.

2. Explain the objectives of the exercise.

3. Explain to the community groups the meaning of trends and the concept of trend  diagrams using 
appropriate materials.

4. Discuss what items you want to follow-up on in more detail, eg crime rate, crop yields, livestock mortality,
numbers of people affected by HIV, teenage pregnancy and make a list.

5. Write years onto cards and place at on the floor or on flip chart paper on the ground

6. Use number of seeds, stones, sticks or cards to indicate the magnitude of the issue. Show an example
of low and high incidence.

7. Determine which seed/stick/stones etc will show which issue on the chart.

8. Then ask people to indicate the trends using the materials provided. Begin with one issue and then 
continue until all the issues are covered.

9. Use the trends shown to open discussion on the meaning of the trends. This will help identify underlying
problems and the reasons why and the implications for the plan.

10. Find out what solutions have been tried in the past and how well theyÕve worked. Ask for strategies for
the future.

Resources needed
¥ Seeds or stones, sticks, flip chart paper, pens.

Comments/tips
¥ It is often helpful to start with examples of the extremes, eg which was the worst year, which people 

can then relate other examples to in terms of degree of severity

FacilitatorÕs Guide for Community-Based Planning



CBP Tool 7 Long term trends and dynamics

 - Represents a man - Represents a woman

Years

1940

1950

1960

1970

1980

1990

2000

2001

2002

2003

2004

2005

Crime rate

Crime peaked in 2000-
2002, but is now going
down. However women
perceive it as much worse
than men do, illustrating
the problem of abuse of

Teenage pregnancy

Teenage pregnancy has got
worse, and correlates with higher
levels of HIV/AIDS

HIV and AIDS

Levels of HIV/AIDS are skyrocketing.
This must be a major issue in the
plan

Im
pl

ic
at

io
ns
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EVENT 8 VENN Diagram - analysing services and service providers 

Background
It is very important to understand the roles played by different organisations in the community, how important
they are perceived to be and how helpful or accessible they are perceived to be by the community. These
organisations can then be followed up with to explore problems with services as well as to assist with technical
inputs into the plans as well as the implementation of plans.

Objective
By the end of this session the participants should have:

¥ Identified different organisations that are operating in the community and how important and/or accessible
the services they provide are

Part of the plan this event covers
Use in section 2.3.2 on Òservices and activities in the communityÓ.

What part of the IDP does this feed into
This can be a very powerful tool for the Municipality in terms of getting systematic feedback on services and
can be aggregated across the wards. The table at the end shows how this information can be written up.

Tool/method Group discussion to create a Venn diagram

Timing 2 hours

Participants Broader mixed community group

Process
1. People introduce themselves.

2. Discuss the objectives of the session.

3. Brainstorm a list of the services and the service providers that operate in the community, whether from
government, NGOs, private sector or CBOs and list on a flip chart. This should have been generated 
in Event 2, the community launch meeting.

4. Get the group to cut out circles or squares (with paper and scissors) whose size  represents the im-
portance of the service/organisation. The larger the circle/square the more important the service/ 
organisation to the community. Put the largest up against the very most important service provider 
comparing each for perceived importance (whether they are actually providing a good service or not).

5. Put the smallest circle against the least important.

6. Complete for the rest of the services and service providers.

7. Make a mark in the centre of a flipchart or brown paper on the wall to represent the community. Draw 
concentric circles around the centre, so that there are 5 circles.

8. Ask for one of the most important organisations, using one of the large circles/squares. Then ask how
accessible it is (using definitions in the table below). Arrange so that the more accessible the service/ 
organisation or better the relationship with the community, the closer the card is placed to the mark/ 
community. Repeat for one that is not important.

9. Then arrange all the paper squares/circles around the mark and circles to reflect how accessible they
are. These can be compared with the first ones produced Ð i.e. the same as this, more accessible, 
less accessible. All those within one circle radius are of similar accessibility.

10. If people do not raise the municipality, prompt on municipal services provided.

11. Discuss the diagram created. All the while someone should be recording the discussion on the quality
of services, why etc, which can be used in the comments column on the table in Tool 8 recording the 
results of the Venn in the plan.

FacilitatorÕs Guide for Community-Based Planning



As organisations are listed, this provides an opportunity to ask questions to investigate the service provided
including:

¥ What services do they actually offer?

¥ Are services available all the time in the community?

¥ If service are/not provided Ð why?

¥ Probe for natural resource / environment related service providers (eg soil conservation technicians, agricultural
extension workers, ground staff from water affairs, nature conservation officials, people monitoring soil/water/air
pollution)

12. Ask for the contact person for each organisation.

13. To document the results, produce a table as shown in tool 8, organised by sector.

 Resources needed
¥ Paper, scissors, prestik, pens, cards of different sizes;

¥ large sheet of brown paper with 5 circles.

Comments/tips
¥ Look at the example of the ward plan in Annex 1 to see a photograph of a completed Venn Diagram;

¥ Make sure the group understand the importance and the difference between ÒimportanceÓ and ÒaccessibilityÓ.
¥ These must be translated into the local language. Importance is how important the services they provide 

should be (it may not be in practice as they may not come); 

¥ In writing this up, use a score as shown in Tool 8 below;

¥ Exploration and practice in class are very important as this is one of the more difficult tools;

¥ You must have the copy of the reports from service provider interviews;

¥ Ensure the Venn also picks up on community-based service providers;

¥ This information can also provide a survey of services in the municipal area.

Score

5

4

3

2

1

0

Degree of accessibility

Services available all the time in the community, and responsive to needs (centre of diagram)

Services available most of the time in the community

Service available regularly and response does not take too long, eg within a week

Service available erratically

Service rarely available, takes long time to come

Service never available
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Score

5

4

3

2

1

0

Degree of importance

Extremely important, must be provided

Very important that is provided

Important

Important occasionally

Not very important

Not important
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EVENT 9 Service Provider Interviews

Background
It is important to understand the capacity of organisations operating in the community to contribute to
implementation, to understand the problems they face, as well as to get them involved in the planning
process so that plans are realistic and achievable. Some of the service providers may have come out
of the Venn diagram.

Objectives
By the end of these interviews we have:

¥ An understanding of the capacity of individual service providers to contribute to implementation of
community-based plans, and problems facing them;

¥ Created ownership and commitment to the community-based plans among individual service 
providers.

Part of the plan this event covers
Use in section 2.3 on  ÒServices and activities in the communityÓ

Tool/method Semi-structured interviews

Timing 1-1.5 hours

Participants Individual or group representing a service provider

Process
1. Personal introductions of individuals in the group.

2. Explain the objectives of the interview.

3. Engage in a discussion with the representative(s) using the checklist below (Tool 9) to ensure all 
issues are covered.

4. Write-up the interview in a standard format to share with others, and possibly other wards that the 
service provider covers.

Resources needed
¥ Paper and pen, service provider checklist;

¥ List of organisations already generated in the previous sessions, including the Venn and background
information.

Comments/tips
¥ The checklist is not a questionnaire, and should be used to facilitate open discussion and to assist

the interviewer to cover all the necessary issues. It can be shortened, simplified and should be 
adapted to the local context and scope of work of the service provider being interviewed;

¥ Engage service providers in the process so as to create enthusiasm to assist with the development
and implementation of the community-based plans;

¥ Probe the extent to which service providers integrate environment and gender issues into their 
services.
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CBP Tool 9 Checklist for service provider interviews
(to be completed during interview) ask about vulnerable groups
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Name of the organization

Name of facilitator

Date of interview

Contact persons and details

Who are your clients

What area does your office
cover in providing services?

What services does the
organization offer

What successes have you had
as an organization.

What failures and frustrations
have you experienced in
delivering services in this area

What do you see as the key
constraints to service delivery

What are your plans to
maximize opportunities and
overcome obstacles

Would they be willing and able
to participate in ward plan
implementation

Willing and able to participate
in a working group on
Date É21Sept 2003ÉÉÉÉ.
venueÉCity HallÉÉÉ...........

MAMBATHO  Home Care Givers

Thlolo Hlongwane

12th September 2003

Puleng Thwala

Employed men and women, single mothers, unemployed
youths, widows

Mambatho cluster of wards

Post HIV testing Counselling, provision of high protein
food, supply of condoms, moral support,

Many youths are coming to collect condoms now than
before.

Traditional and faith healers misleading people that
they have the medicine to cure AIDS. Old men who hold
the traditional beliefs that virgins can get rid of AIDS.

Delay in supply of condoms and medicine. Little
partnership with provincial department of health

Continue the campaign of youthsÕ involvement in the
distribution of information on AIDS and condoms

Very interested to
participate

Mrs Mokoena will attend
on behalf of the director

YES

YES

NO

NO



EVENT 10 Transect

Background
All development plans have a spatial component. A mapping exercise and/or a transect walk are methods
for gaining a community perspective of the current spatial layout of the community, as well as how it came
about and possible future options. The transect is like a section cut through the community, eg from river
up to hill, which should be selected to highlight the main landuses in the area. A transect walk is also useful
to identify specific spatial and development planning issues that are considered important by the community
in a ward. ÒTransectÓ implies a direct line through the ward, however it may be more effective to take a
zigzag route through the area to cover the main features. If areas are large you may drive the transect.

Objective
By the end of this session we want to have an understanding of:

¥ The spatial layout of the ward; and

¥ Development issues in the ward and how they relate to location.

What part of the plan does this feed into
Use in Section 2.1.3 dealing with the environmental situation analysis

Tool/method Transect walk Ð facilitator with 3-6 key informants

Timing 1-2 hours

Participants About 6+ key informants from the community

Process
1. Select key informants from the community meeting.

2. Decide roughly the route you will walk through the ward which will cover key spatial aspects of the
area, eg valleys, cultivated areas, housing, parks, shops, as well as development issues of importance.

3. As you walk discuss with the key informant group about issues they feel are important, noting the 
major features and where they occur.

4. Develop this into a linear picture of the community, what occurs where geographically, and the issues
in each of the zones; and

5. Use to supplement the mapping exercise, raise development issues and generally give a back-
ground context to the ward.

6. It may be useful also to ask the environmental questions in CBP Tool 11 after the Mapping page.

7. The products of this will be incorporated in the Spatial/Environmental data sheet.

Resources needed
¥ Paper and pen.

Comments/tips
¥ In selecting informants, try to get people from a range of the social groups identified;

¥ Ensure that the transect group includes people knowledgeable about local environmental issues 
(eg a traditional healer, woman who gathers wood/water, elderly person with good environmental 
understanding who has been a natural resource user over a long period of time);

¥ DonÕt talk much, rather listen to what people say, and ask probing, open-ended questions.
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CBP Tool 10 Example of transect

48

FacilitatorÕs Guide for Community-Based Planning

New Residential
built soon after
independence

Well built houses.
Lots of trees and
clean

Fast cars. No
humps.

Church can be
used as
community hall

Old and new
Business

Open till late.
Parking good.
Many local
people employed

Crowded
Street vendors
spoil the area

New bank and
restaurant

Some shops
closing because
many are
shopping in
Bloemfontein

Main
Characteristics

of the area

Strengths

Weakness

Opportunities

Threats

Remarks for
planning

Tarmac road

Good tarmac

No humps
Dangerous
for children
and cattle
crossing

Fast cars

Needs 2-3
pedestrian
crossings

Old Residential
including back

yard shacks

Old houses with
good architecture.

No street lights
some street names
are missing. Dirty.

Houses with good
architecture and
history.
Community based
tourism

Need incentives
and
encouragement for
preservation of old
buildings

Open space

Lots of grass Ð
natural area to
relax in. lots of
water

Swampy during
the rains. Most
trees have been
cut down

Develop a new
community
garden, a park,

Muggings during
the night

Needs
investment in
management for
opportunities
sited



EVENT 11 Mapping spatial/geographical issues

Background
Mapping is a method for gaining a community perspective of the current spatial layout, issues which affect
different parts of the area, their natural resources and urban environment, as well as how it came about
and possible future options to improve their living environment. It is not intended to get an exact picture
of the area, but rather perceptions of the community of issues and priorities with a spatial dimension, eg
crime hotspots, areas of good soils etc.

Objective
By the end of this session participants should have:

¥ Drawn the map of their ward;

¥ Identified the position of key physical infrastructure and natural resources;

¥ Identified problem areas and areas of opportunity, eg. crime hotspots, polluted areas. 

¥ Identified where infrastructure is needed and where new infrastructure could be placed/built; 

¥ Drawn up spatial strengths, weaknesses, opportunities and threats

Part of the plan this event covers
Use in section 2.1.3 on ÒmappingÓ

What part of the IDP does this feed into
1/4B Environmental and 1/5 Spatial analysis

Tool/method Group exercise drawing/developing a map

Timing 2 hours

Participants Broader community group

Process
1. Personal introductions of individuals in the group.

2. Explain the objectives of the exercise.

3. Give the materials to community members and allow them to construct a map of their ward as they
perceive it.

4. Drawing the map on the ground will be a good idea as it will allow those who cannot write to 
participate; and it is easy to make corrections, unlike on paper. If done in this way it should be 
transferred onto paper later.

5. As areas are identified ask questions to understand the implications of what people are showing, 
or to stimulate thinking. Also refer to the information obtained during transect walk when asking 
questions. Record issues that arise.

6. The group can also develop another map consisting of how they would like to see their ward in the
future (planning horizon).

7. After the session write up issues arising, notably describing the spatial strengths, weaknesses, 
opportunities and threats (see below for example).

8. The environmental checklist would be useful to apply at this stage (CBP Tool 11).

Resources needed
¥ Paper, scissors, prestik, pens (natural resources can be used if the community is to build a model)
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Comments/tips
¥ The community may want to develop a more permanent map of the ward at the community centre that could

be used as a planning tool in the future;

¥ Do not get too hung up on exactness Ð it interferes with the thinking process and can get boring. For this 
reason it is often not a good idea to use a formal map as a basis;

¥ Where the ward is made up of multiple villages ensure there is representation from all areas;

¥ Technicians/service providers should engage in discussions with community members about future infrastructure
 once the map is developed. This will ensure that they do not dominate the process;

¥ The development of a map of possible future infrastructure often results in a Òwish-listÓ, however valuable 
information can be derived from it;

¥ Guide participants so that social, economic, institutional and environmental dimensions are mapped;

¥ Environmental dimensions to be mapped could include: natural areas, conservation areas, open space 
systems, degraded areas, polluted areas, water bodies (rivers, springs, boreholes/wells/underground water,
wetlands, dams etc), forested areas, grazing lands, croplands, home gardens, community vegetable/fruit 
gardens, mountains/hills, steep slopes, unstable areas, very rocky areas, low-lying land etc.;

¥ The map will eventually need to be drawn on an A-4 but if a digital camera is available, take a photograph 
of the map.

Example of map
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CBP Tool 11 Basic environmental situation analysis checklist
This checklist can be used to guide the environmental situation analysis that forms part of Section 2 of
the plan. A good time to apply it is when doing the mapping, or transect.

Using the checklist will also highlight environmental aspects that need to be considered when developing
objectives, strategies and action plans. Ideally, the checklist can be modified to incorporate key local
environmental issues.

¥ Are there areas with geological, soil or slope conditions that are problematic for construction eg 
steep slopes, waterlogged soils, and unstable underlying rock?

¥ Are there areas of water with significant ecological, conservation or recreational value eg wetlands,
lakes, estuaries, dams, rivers?

¥ Are there significant groundwater sources? Are these being threatened by any sources of pollution?

¥ Are there air, soil and water pollution problems?

¥ Are there vegetation areas of particular conservation or recreational value eg natural areas with 
special features such as attractive and shady trees?

¥ Are there areas where rare or endangered species of plants and animals are found?

¥ Are there areas of historical, archaeological or cultural value eg memorials, rock painting sites, areas
used for initiation rites?

¥ Is there a rapid growth of informal settlements?

¥ What are the environmental health issues in the area?

¥ Do services provided avoid harmful impact on the environment?

¥ Are there any envisaged developments with regard to urban agriculture, marine resources or water
features?

¥ Agriculture: have there been changes in types of crops grown? Why? Are there changes to number
of livestock over the years? Why? Changes in access to grazing / amount of grazing land available?
Who has access?

¥ What are seasonal changes in resource use (Seasonality diagram can help here)?

¥ Conservation: Has the amount of wild or natural land increased or decreased? Why? Have any 
protected areas been established?

¥ Water: Where was water obtained from in the past, how has this changed over the years? Why? 
Are there changes in the distance women need to walk to fetch water? Why? Have there been 
changes in water quality? Why? Is there a river? Have any dams / irrigation schemes been developed?
How has this affected access to water / water quality?

¥ Where appropriate for the above questions, ask if and how any changes affected different groups 
differently (will provide additional information for social differentiation).



EVENT 12 Analysing peopleÕs livelihoods (LA)

Background
We need to understand the livelihoods of different social groups in the community, i.e. their current situation in
terms of assets they have or have access to, the challenges they face and their desired outcomes and opportunities.
The process gets people thinking about how they can drive their own development since it focuses on what people
already have. The challenges that people face and their outcomes will be the main building blocks of the planning.
This is a fundamental tool in the CBP process. The social groups should have been identified in the pre-planning
and validated in the community launch meeting. Additional groups may be identified during the planning.

Objectives
By the end of the session participants will have:

¥ understood the livelihoods of specific social groups, including their assets, challenges, desired outcomes,
and opportunities that are available

Part of the plan this event covers
Use in Section 2.2.1 on Òthe different social groups in the communityÓ

Tool/method Focus group discussion using a checklist

Timing   2 hours per group

Participants   Social groups (refer to section 2.6 for guidance)

Process
1. Introduce yourself and let the group introduce themselves.

2. Discuss the objectives of the session and its importance to the whole process of CBP.

3. Use the SL checklist (see next page) to engage people in semi-structured discussion about their livelihoods.
It is good if one person leads the discussion and one records.

4. Do not take more than an hour on the assets checklist so there is about an hour to discuss outcomes, 
challenges etc.

Resources needed
¥ Blank copy of the SL Checklist (CBP Tool 13) per group;

¥ Flipcharts and pens to record discussions;

Comments/tips
¥ Prompt the community and/or representatives about who is not present Ð what groupings are not participating

no matter how seemingly insignificant;

¥ Sub-divide groups if it becomes clear that a grouping is too diverse and/or there is likely to be domination 
of a sub-group within the grouping (eg. a womenÕs group in a village will likely to be dominated by the 
wealthier married women);

¥ The discussion should be carried out in such a manner that the people raise issues about their livelihoods.
The facilitator should prompt the group using the checklist and ensure that the information given by the 
group is recorded in an ordered manner on the checklist. The discussion need not follow the exact order 
of the checklist, but try and get all elements completed;

¥ The checklist may need to be adapted for the area where the CBP is taking place (eg urban, rural etc).
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CBP Tool 12 Record sheet for livelihood analysis of groups

Meeting with group
Date

Venue

Facilitators

Time

How old are most of the
people represented by this
group?

How many people are living
in the homes of the people
you represent?

What is the average
education of the group that
you represent?

What are the varieties of
skills people in this group
have?

How do you use these skills
to assist with your
livelihoods?

What are the common
diseases that this group
usually suffers?

How does HIV affect people
in this social group (not them
as individuals)?

Nutrition issues - how many
meals do they eat a day,
what is eaten, and
seasonality of intake?
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What type of houses do
you live in or own?

What services do you
have access to? (eg water,
water borne  sanitation,
electricity, energy for
cooking)

Transport

What means of transport
do you use or have access
to? (car, bicycle, walk,
train, other)

Livestock

What livestock do you
have or have access to
(Cattle, Sheep, goats,
horses, donkeys, pigs,
chickens)

Equipment

What equipment do you
have or have access to?
(eg tools, machines,
telephone

Other

What do you use them
for?

Public infrastructure

Roads

Other

Housing

Physical Assets
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Natural Assets

What natural assets do
you have access to e.g.
land, dams, springs, rivers,
mountains open  space,
other

How do you use those
assets to assist your
livelihood?

Do you have any problem
associated with any the
natural assets that you
have access to?

Other comments

Employment (what)

Remittance (from who)

Income-generating
projects

Business (what)

Social grants eg pension

Do you have access to
loans? From whom?

Describe the family
structure

What traditional structures
support your group

What community groups
are you members of

What other structures
provide support to your
social group

Financial (what are the sources of income that are common for this group?)

Social (what structures support you socially)

It should take one hour to get to this point.



Desired outcomes (What are the outcomes this group is looking for, in the long term. not just infrastructure,
or services but the benefits of those structures and services e.g. improved education, sustainable income,
protection from HIV, healthy life style)

Strategies to reach outcomes (What strategies do members of this group have already  to achieve those
desired outcomes

Main constraints on strategies (what are the main things which limit your livelihood strategies)

Organisations working with this group (what organisations provide services to this group (e.g. CBOs,
government, NGOs )

Threats/Vulnerabilities (these are the EXTERNAL threats the group faces, NOT problems)

Opportunities (What opportunities do they see in the ward to take forward their outcomes)
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Spatial and
evironmental
data sheet
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Consolidating planning
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Spatial and
evironmental
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on outcomes
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Verification and
prioritisation
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EVENT 13 Consolidation of Spatial and Environmental data

Background
This event is the analysis of the spatial data which has been collected from the mapping and transect exercises.
It can also be informed by the timeline and long-term trends which may have given information on environmental
issues and their trends.

Objective
By the end of this session we have:

¥ a summarised table of the environmental and spatial SWOT of the area

Part of the plan this event covers
Use in section 3.5 on consolidated information on the ward

What part of the IDP does this feed into
1/4B Environmental and 1/5 Spatial analysis

Tool / method Group exercise drawing/developing a map

Timing 2 hours

Participants Ward committee, plus key resource people

Process
1. The map and transect should be on the wall.

2. Drawing from these and notes made from the
discussion, draw out the SWOT, starting with
strengths, then weaknesses, then oppor-
tunities, then  strengths, and fill out a matrix
as in Tool 12.

Resources needed

¥ matrix on flip chart;
¥ map;
¥ transect.

Comments/tips
¥ This can be a very useful tool as people

can use it to identify the issues emerging from
the map.

PHASE 2   Consolidating planning information
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Factor
Strengths

Much land for
grazing

Lots of sandstones
for building houses

Local problems/
weaknesses

Pollution of Mutale
river

Dongas

Opportunities

Use available space
to establish a
community garden

External
threats/risks/
vulnerabilities

Drought every 3-5
years6

Floods

Location

Mountain areas in
West

Qwaqwa

Bhiara

Mara location

Thondoni next to
Nzhelele river

Whole area

People affected

Farmers

Whole ward

Village A, B, C that
uses water for
household use

Farmers and Mara
community

Youth from Thondoni
and Mutavhani

Farmers and people
staying next to the river

How significant

Underused

There are two stone
carving factories that
have created jobs to
100 local people

Level of factor D in
water: 23 reported
cases of cholera

Some roads are totally
damaged and farmers
are not able to reach
their fields by car

There is interest from
youth and they have
already started small
gardens

20% of livestock die
each 5 years

Fields along the river
were heavily eroded
and maize crops were
destroyed

Causes

Industrial development
8 km from Bhiara

Wrong ploughing
practices
Poor planning

Severe erosion is
caused by wrong
ploughing practices

CBP Tool 13 Example of Spatial/Environmental Data Sheet

 6 Include here cyclical events such as droughts or epidemics which show up in the timeline exercise
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 EVENT 14 SWOT of the social groups

Background
The information gathered in the livelihood analysis has to be analysed to identify the strengths, weaknesses,
opportunities and the threats facing the group. This information is critical for the CBP planning process. The
results for the group will be summarised by listing on a flip chart the strengths (the assets they have or have
access to), weaknesses (absence or low level of access to assets), opportunities and challenges or threats
facing the group, as well as the desired outcomes When the information from the livelihood sheets has been
gathered then the sheets should be handed over to the CBP Manager.

Objective
By the end of this exercise we will have consolidated the strengths, weaknesses, opportunities, threats
for each of the social groups interviewed..

What part of the plan does this feed into
Use in Section 2.2.1 on Òsocial groupsÓ and feeds into the consolidated SWOT.

What part of the IDP does this feed into
1/6: Socio-economic/gender differentiation analysis

Tool/method Group discussion

Timing 3 hours across all social groups

Participants Ward committee members and the facilitators who completed the livelihood analysis sheets

Process
1. Take the livelihoods analysis sheet from each social group.

2. Drawing from the information recorded produce a table shown in CBP tool 14.

3. Repeat for each social group.

4. Review the Poverty and Gender data sheet that will have been started during pre-planning (see Event 
1, Tool 1B).

Inputs/resources needed
¥ Livelihoods sheet for each social group;

¥ Flip charts on which discussions were recorded

Comments/tips

Note that:

strengths = the assets they have or have access to

weaknesses = absence or low level of access to assets

opportunities = external or future possibilities the groups
  have access  to

threats = external challenges facing the group 

PHASE 2   Consolidating planning information



Socioeconomic
group

Mixed youth
(15 Ð 25 years
old)

Unemployed
men (35 - 45
years old)

Desired
outcomes

Employment/inc
ome-generation

Education on
issues affecting
them

Healthy lives
including
Protection from
HIV

Improved access
to sports facilities

Employment/inc
ome-generation
Develop skills

Threats

No-one will finance them

Manipulated by people in power

HIV/AIDS, Unemployment do to lack
of growth of the local economy.

Teenage pregnancy

Crime (4 of 10 had been burgled
and 2 mugged)
HIV/AIDS
Rape
Pressure to have sex
Domestic violence

Opportunities

Turn Old Market into multi-purpose
centre.
Convert Mapikela house into tourist
attraction

Create Youth Desk in Municipality

Government policy supporting
youths.

Use existing stadium

Voluntary work as way of building
experience.
Business support centre
Businesses like belt-making, car
wash etc

CBP Tool 14 Example of writing up SWOT for two different social groups

Strengths & Weaknesses

Opportunities & Threats
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Socioeconomic
group

Mixed youth (10
people, aged 17-
35)

Unemployed
people
(14 people, aged
24-61)

Desired
outcomes

Employment/
income-
generation

Education on
issues affecting
them

Healthy lives
including prot-
ection from  HIV

Improved access
to sports facilities

Employment/
income-
generation

Develop skills

Other

Strengths

Technical skills such as carpentry,
building, fruit growing, sewing,
mechanic
All have attended school up to Std
10 or Matric); one has a diploma in
hotel management.

All have attended school up to Std
10 or Matric);
One has a diploma in hotel
management.

Youth are acting as peer educators
to support others and avoid
HIV/AIDS

There is a sports centre in the area

All have good education up to Matric
(2 of 14 had university degrees),
Many have skills include building,
painting, tiling, plumbing

Many have skills include building,
painting, tiling, plumbing, .

Are members of some clubs, eg ANC
youth league, street funeral club.

Weaknesses

Lack access to information eg on
careers, projects
Still financially dependent on
parents, half living with parents;

Lack access to information on
careers

Some have taken to bad habits such
as drinking alcohol and drug abuse.

The sports centre has been badly
vandalised and lost equipment

Do not have land, only 3 (21%) have
backyard gardens, and lack water
Lack of information on how to
generate income

Most (71%) only have 2 meals a day
Only 8 (57%) had access to water
at the stand
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EVENT 15 Consolidated SWOT against outcomes

Background
The approach to planning developed in this guide is based on the sustainable livelihood principles - that CBP
must be people-focused and empowering, planning from vision and strength/opportunities not problems.
The core to the planning is planning for the priority outcomes of the community, and not priority problems. In
this Event we consolidate the outcomes across the different groups (including the key risks). We then draw
from all the tools that have been used to create an overall SWOT, and relate this information to the desired
outcomes from the different social groups to represent the picture for the community as a whole. The overall
SWOT (its purpose, structure and level of detail) then assists decision-making during prioritisation of the key
outcomes. The consolidated SWOT makes a distinction between general information and specific social group
information to assist decision making on priorities.

¥ General information is information that affects the whole community, across social groups, and is drawn
from the mixed group discussions. These include the following events, tools, and data sheets: Mapping
& Environmental data sheets, Poverty/gender data sheet, Transect, Venn, Timeline, Service Provider 
interviews, Relevant secondary information, Interviews with key resource people.

¥ Social group specific information is information that primarily relates to the social group and is drawn
from the first section of the livelihoods discussions on human, physical, natural, financial and social 
assets and their threats/vulnerabilities and the organisations working with the groups.

Objective
By the end of this session we will have:

¥ a reconciliation of all the outcomes/key risks across all the social
groups

¥ consolidated the wardÕs strengths, weaknesses, opportunities,
threats and how these relate to the preferred outcomes and 
key risks identified by the social groups.

What part of the plan does this feed into
Use in Section 3.1-4 on ÒWhat is important about the situation in our
communityÓ.

What part of the IDP does this feed into
1/3 Verification and reconciliation
1/8 In-depth analysis of priority issues

Tool/method Group discussion

Timing 6 hours (most of day 3)

Participants Ward committee members and the facilitators

Process
Consolidate outcomes

1. First list all the outcomes from the different social groups on a flip chart as well as key threats/risks (such
as HIV) which people wish to avoid.

2. Convert the threats/risks into desired outcomes. The desired outcomes relate to the desired living 
condition in the community. (see Tool 15A).

3. Create a consolidated list of desired outcomes Ð i.e. one combined list across all social groups. Show 
on this where these outcomes originate from (see Tool 15B).

PHASE 2   Consolidating planning information

Good outcomes/
vulnerabilities

¥ Are clearly about people and 
the benefits are shown

¥ Who benefits is indicated if 
not the whole community Ð is 
there a specific target group?

¥ May give some indication of 
approach, eg improved 
education for children, 
improved life skills for adults

¥ Helps guide action
¥ Are not about facilities, infra-

structure, projects, services
¥ They are what specific people 

want to achieve
¥ If in doubt ask yourself whether

this might be something you 
would want to achieve
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4. At this point as the emerging outcomes that are priorities for many groups become clear,  and those 
likely to be selected during the prioritisation, it may be possible to see if service providers related to 
these outcomes can attend the planning the next day.

Initial Reconciliation (see Tool 15C)
5. Take each outcome from the consolidated list of outcomes in Tool 15B and transfer to a sheet for each

outcome. On each sheet:

¥ Transfer from tool 15B the groups that mentioned that outcome and the manner in which the outcome
was specified by the group and where the group comes from (this is necessary for large wards with
multiple villages)

¥ Then record the strengths, weaknesses, opportunities and threats related to this outcome from the
consolidated SWOT

Inputs/resources needed
¥ Livelihood group SWOTs;

¥ Information from all the tools, mapping/area walk, livelihoods analysis, venn, trends, spatial and 
environmental data sheet etc;

¥ Flip charts to draw up strengths, weaknesses, opportunities and threats.

CBP Tool 15A Converting threats/risks to desired outcomes

Desired outcomes

Reduced risk of HIV/AIDS

Improved crop yields

Reduced drug abuse by youths

Reduction of HIV infection
amongst the youths and single
mothers

Reduced malnutrition in
children

Improved employment
opportunities in the
community

Improved safety and security
for children
(improved policies and
distribution of shebeens would
be a strategy)

Improved access to education
for children (rivercrossing
would be a strategy)

Identified threats/risks

Threat of disease, particularly
HIV/AIDS

Crop failure due to drought

Problem of drug abuse amongst
the youths

Problem of HIV/AIDS amongst
the youths and single mothers

Food scarcity amongst the
children

Unemployment amongst the
youths and men

Children are raped when they
walk past shebeens at night

Flooding of the river in summer
and school children cannot
cross to get to school

Source

Single mothers

Young crop farmers

Married older women

Married older women

Single mothers and
unemployed women

Unemployed men and
youths

Single mothers , youths,
young unemployed
women

Mapping
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CBP Tool 15B Consolidating outcomes

CBP Tool 15C An example reconciliation of one of many of the prioritised outcomes

PHASE 2   Consolidating planning information

¥ Clinic is in the ward (Mapping). Some of the youths are working
as volunteers (LA Youths). The circumcisions schools are 
active(LA Old men)

¥ We have access to condoms at the local clinic (LA youths).  
There are care givers in the ward (Venn)

¥ The social department is very supportive (Venn)

¥ The TV shows us bad films (Venn), unemployment (LA)
¥ There are many taverns in the wards (Mapping) and our 

partners come drunk (LA single mothers)
¥ The first person who died of aids was Jonathan the well respected

business man in 1980 (Time line)

¥ Many youths are drinking a lot (LA married older women).
¥ Few recreational activities fir the youths (LA youths)
¥ Few single mothers  are employed and they are too dependent

on men (LA single mothers)
¥ Our culture has been abandoned (LA Elderly men)

Outcome

Which group?

How the outcome/
threat was stated by
the social group

Assets/strengths
from the
LA/Mapping/
VENN/Timeline

Opportunities

Challenges/threats
from Timeline/
Mapping/
LA/Seasonal

Constraints/
weaknesses
Timeline/Mapping/
LA/VENN

Improved health (reduced HIV/AIDS infection)

2   single mothers

Many of our
partners do not
want to use
condoms.

1   youths

We are afraid of this
HIV and AIDS. We
need more
information.

3   the elderly men

We are taking care
of orphans. Our sons
and daugh-ters
have died of AIDS

Where group comes
from

Village X

Village Y

All over the ward

etc

Consolidated
outcome

Reduced risk of
HIV/AIDS

Improving
agricultural
production and
sustainability

Improved safety
and security for
children

etc

How the outcome/threat was stated by the
social group

High levels of HIV infection in youth
between 15 and 25

Reduction of HIV infection

Improving crop yields

Threat of crop failure due to
drought

Food scarcity amongst the children

Children are raped when they walk
past shebeens at night

Stated by group

Youth

Single mothers

Farmers

Elderly

Mothers

Children
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EVENT 16 Verification and prioritisation

Background
This meeting provides an opportunity for the community to review, cross-check and validate the information
that has been gathered, analysed and discussed in smaller groups.  The consolidated information around
outcomes brings together the livelihood analyses completed with different social groups, the CBP tools (maps,
Venn, transect, seasonality and long term trends timeline), as well as the findings from the interviews with
service providers and from key resources persons. These should be on flip charts around the walls so people
can wander around and read these prior to the meeting itself.

This information organised is presented to the ward to review and the community can then prioritise which
5 outcomes (priorities) they would like to take forward and plan for during this planning process. It is important
to decide beforehand whether the priorities of marginalised groups will receive any priority, eg where one out
of the five outcomes must be from these groups.

Objective
By the end of this session, the community will have

¥ Reviewed and validated the background information gathered in the first three days of the planning 
phase giving an overview of the strengths, weaknesses, opportunities, threats for the community as a 
whole

¥ Prioritised the outcomes that will form the substance of the ward development plan.

What part of the plan does this feed into
Used to decide on priority objectives (4.2).

What part of the IDP does this feed into
1/3 Verification and reconciliation
1/8 In-depth analysis of priority issues

Tool/method Large group meeting

Timing 2 hours

Participants Broad community group

Process
Verification

1. Start by presenting the events that have taken place so far during this planning week and note which 
sessions are outstanding.

2. The consolidated outcomes are presented and where they originate from (groups) and feedback sought.

3. The reconciled information around outcomes (Tool 15C) is presented back to the group and additions 
requested (people should have seen it on the walls).

4. The facilitation team should take care to update any new information that is revealed and make corrections
to presentations/findings so that the information included in the plan is that which has been validated 
by the broader community group.

Prioritisation
5. Read out the list of outcomes and point to the flip charts with consolidated information around the walls.

6. Handout 3 small coloured squares, eg 1cmx1cm, in a bright colour like yellow, to each person. Ask them
to come and allocate the squares to the flip charts with the reconciled information around outcomes.
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7. The community prioritises the outcomes using this voting system. Each community member is free to 
place the three pieces against any one or more of the outcomes.

8. When they finish voting a member of the community counts the votes and announces the scores.

9. The 5 desired outcomes with the most votes are taken as the outcomes that will be taken forward for 
planning and can be recorded as in Tool 16.

10. Ensure that one or more outcomes from marginalised groups have been retained as part of the 5 priority
working objectives. If not replace the lowest rated priority with the highest rated one from a disadvantaged
group.

Inputs/resources needed
¥ Flipcharts with planning week;

¥ flip chart with Tool 15B with consolidated outcomes;

¥ flip charts with consolidated information on Tool 15C for each consolidated outcome;

¥ Have all the products of the week up on a wall, and encourage people to come and see these.

Comments/tips
¥ It is important that people voice their opinions and make a contribution, no matter how seemingly 

insignificant, as it will improve understanding and ownership.

CBP Tool 16 Example of prioritised outcomes (number of votes)

PHASE 2   Consolidating planning information
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EVENT  17  Reconciliation of prioritised outcomes

Background
The prioritisation will have identified the most important five outcomes. This completion of the consolidation
and reconciliation ensures that all information to be used for planning is carefully captured. Care should be
taken to include the priority outcome from the most disadvantaged groups.

Objective
By the end of this session for each prioritised desired outcome there will be a set of reconciled information to
be used for planning.

What part of the plan does this feed into
Use in the background section at the start of each Objective in section 4.3.1, 4.3.2 etc. 

What part of the IDP does this feed into
This links with 1/2 Community and Stakeholder level analysis and 1/7  in the IDP (2/1)

Tool/method Group meeting.

Timing 2 hours

Participants Facilitators plus ward committee members, plus working groups around each outcome.

Process
1. In the working groups discuss whether there is any information missed during the first reconciliation, 

or that can be added.

2. Add the organizations earlier identified that are working with the group.

3. Add information from the service providers interviews and projects.

4. Go to the IDP summary and note what the IDP says about the outcome.

5. Go back to the gender and poverty data sheet and the environmental and spatial data sheet and note 
how the information contained there relates to the outcomes.

6. Where possible carry out a long term trends analysis to better understand the outcome. (See event 7)

Inputs/resources needed
¥ Flip charts, coloured squares, prestik, pens;

¥ Tool 15C with consolidated information around outcomes;

¥ Products of the different tools including livelihoods analysis (summary sheets showing SWOT), timeline,
Venn, seasonality, map etc.

 PHASE 3    Planning the future

PHASE 3

Planning the future

Reconciled planning infor-
mation on prioritised outcomes

17
Vision18

Objective
19 Strategies

per objective
20 Projects / activities

per strategy
21



CBP Tool 17 An example of one of five completed reconciled prioritised outcomes
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PHASE 3 Planning the future

Clinic is in the ward. Some of the youths are working as volunteers.
The circumcisions schools are active.
We have access to condoms at the local clinic.  There are care
givers in the ward.
The social department is very supportive

The TV shows us bad films, unemployment
There are many taverns in the wards and our partners come
drunk
The first person who died of aids was Jonathan the well respected
business man in 1980

Many youths are drinking a lot.
Few recreational activities fir the youths
Few are employed and they are too dependent on men
Our culture has been abandoned

Volunteerism is very high amongst the youth.
There are women condoms. There are many HIV awareness
campaigns at the work place. AIDS  issues are raised at  community
and funerals
Youths are taught about HIV/Aids and how to show respect for
women. There are grants for the orphans

Department of Health, the local Clinic, Department of social
services,
Health workers, the elderly men and women, homecare givers,

Improvement Ôof access to health services to the people. Reducing
HIV/AIDS infection especially amongst the youths.

Outcome

Which group?

How the outcome/
threat was stated by
the social group

Assets / strengths
from the LA /
Mapping / VENN /
Timeline

Challenges / threats
from Timeline /
Mapping / LA /
Seasonal

Constraints /
weaknesses
Timeline / Mapping/
LA / VENN

Possible strategy
and Opportunity
from LA

Service provider,
group or project for
outcome category

What does the IDP
say about this issue?

Improved health (reduced HIV/AIDS infection)

2 single mothers

Many of our
partners do not
want to use
condoms.

1 youths

We are afraid of this
HIV and AIDS. We
need more
information

3 the elderly men

We are taking care
of orphans. Our
sons and daughters
have died of AIDS



EVENT 18 Visioning

Background
Visioning can be a powerful tool to help people look to the future and articulate where they would like to go in terms
of the development of their community. It is particularly powerful when it follows on from a review of peopleÕs assets
and existing services, as it encourages people to develop a realistic, achievable vision, as well as the steps they
need to take to reach the vision.

A vision- and strengths-based approach moves away from problem-based planning, which focuses on constraints,
to a more visionary approach looking at where a community desires to be and how to get there.  Although visioning
is like dreaming, the dreams should be realistic, about what the community can achieve in the time period stated.
 Further, by not focusing on constraints and looking to available resources and opportunities, it helps the community
to build on the strengths of its current situation.

Objective
By the end of this session the community will have a negotiated shared vision for the development of the community.

What part of the plan does this feed into
Use in Section 4.1 on ÒVisionÓ.

What part of the IDP does this feed into
This links with the vision process in the IDP (2/1)

Tool/method Facilitated session.

Timing 1-2 hours

Participants Facilitators and members of working groups

Process
1. List the five statements of the key prioritised outcomes.

2. Underline the key words from each of these statements eg for improved income Ð it might be ÒincomeÓ, for
crime it may be Òsafe and secureÓ and write these on a flip chart.

3. Using the key words construct a vision statement for the next 5 years, on the flip chart  together with members
of the working  groups. The order of the wording of the vision should reflect the order of the prioritised 
outcomes of the ward (see example below).

4. Reflect on what has emerged with the group and see if any changes are needed.

For example: The prioritised outcomes

Based on the prioritised outcomes the vision might be something like:

Inputs/resources needed
¥ Flip charts, coloured squares, prestik, pens;

¥ Preferred outcomes and vulnerabilities for each social group;

¥ Summary of IDP objectives.
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By 2010, Ward 10 is a safe and secure place, with people living in good houses,
people are healthy and HIV/AIDS has reduced significantly, many are skilled
and self-reliant, and generating viable income from a strong economic base.

A good vision
¥ Should be motivating

¥ Not too complex

¥ Something people 
would be happy to see
up on a wall at the 
schoolÉ




