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Among the key determining factor for a con-
solidated democracy there is the provision of 
adequate and efficient public services to most 
vulnerable persons living in deprived commu-
nities. Ensuring provision of adequate public 
services and opportunities to vulnerable com-
munities require Civil Society Organizations 
(CSOs) and social movements to become driv-
ers for change in systems, policies and struc-
tures. CSOs, social movements and groups 
need to be provided with the necessary skills 
and knowledge to effectively work and en-
gage with a cross-section of change-makers 
and duty bearers for increased access to social 
and economic opportunities, especially for 
marginalized women and Persons Living with 
Disabilities (PLWDs).

In an attempt to realise this, ActionAid Ghana 
together with URBANET and TreeAid has se-
cured funding from the European Commission 
to implement the Northern Ghana Integrat-

ed Development Project (NGIDP). NGIDP is a 
four-year project aimed at strengthening the 
capacity of local CSOs to become drivers of 
innovation in research-based climate-resilient 
sustainable agriculture, related social enter-
prises and responsive social protection. This is 
in recognition of the crucial role that CSOs and 
social movements play in the provision of ser-
vices, especially in rural areas, as well as their 
power to influence local and national level. 

ActionAid Ghana developed this training 
guide based on the learning needs of CSOs 
and social movements in Ghana to equip 
them with knowledge, skills and attitudes 
to plan and conduct research, advocacy and 
campaign for Sustainable Agriculture, Decent 
Work and Social Protection. 

Background

To equip participants with knowledge, skills and attitudes to research, advocate and campaign for  
Sustainable Agriculture, Decent Work and Social Protection.

Overall aim

Members of CSOs focused on women and youth  from rural communities in the northern regions, 
few of them with formal education,  literacy and numeracy skills.

Target group 

Objectives 

Knowledge
Describe research, advocacy and 
campaigns
Identify research, advocacy and 
campaign methods and tools 
Identify spaces and opportuni-
ties for advocacy at local level. 

Skills
Plan and carry out research and 
advocacy capaigs
Generate and analyse data
Use research findings  for ad-
vocacy and campaigns and to 
participate in local governance 
processes.

Attitude
Pro-actively seek information
Critically analyse information 
Confidently advocate  
Actively participate in deci-
sion-making processes with 
duty bearers at the local level. 
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PREPARATION

MODULES

TRAINING OVERVIEW

Recruit participants and assess their knowledge and experience on research, advocacy and 
campaign; review training guide and handouts,  print learning materials, prepare and practice 
facilitating sessions with a timer, based on participants list prepare groups of 5-8 for groupwork 
with at least one literate person in each, procure training materials (flipcharts post-its, markers, 
tape, flichart stand, A4 sheet, white and different colors, pens and notebooks for participants), 
prepare flipcharts with key concepts for the training. Arrange a visit a a relevant local authority 
during Day 4 of the training (afternoon) and prepare relevant transportation and logistics.

Module 1: Policy and advocacy opportunities

• Introduction and teambuilding
• Experience sharing on advocating on community issues
• Policy and advocacy opportunities
• Introduction to advocacy and campaigning

• Planning an advocacy campaign 
• Research for advocacy
• Practice research
• Debriefing data collection and organising data
• Data analysis and reporting
• Present research findings

Module 2: Research

• Spaces for advocacy in local governance
• Analysing stakeholders and power
• Advocacy campaign tactics
• Advocacy messages
• Practicing lobbying in local governance space and debriefing
• Debriefing and action plans
• Sharing action plans
• Campaign M&E and Evaluation

Module 3: Advocacy and campaigning
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DAY1
SESSION FLOW 

• Flipchart
• Markers in different colors
• Post-its
• Projector and speakers
• Notepad and pens
• A4 sheets white/colored, scissors, glue

• Set up training room, projector, speakers
• Make all printout available 
• Prepare training materials (write/draw 
flipcharts with key concepts)

MATERIALSPREPARATION

Module 1: Policy and advocacy opportunities

Session 4: Introduction to advocacy and campaigning - 1 hour  

Session 3: Policy and advocacy opportunities  - 1 hour 30 mins

Session 2: Experience sharing on advocacy  - 1 hour 30 mins

Session 1: Introduction and teambuilding  - 1 hour
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1. INTRODUCTION
AND TEAM BUILDING

1. Introduction (10 mins):

Facilitators introduce themselves and 
welcome participants to the course and 
the overall aim.

2. Introductions and expectations
(45 mins):
 
Participants are put in pairs and they have 
to interview each other for 5-10 mins (name, 
what they do, expectations) and then we 
take a round of sharing where each partici-
pant has to introduce the person they have 
interviewed. The facilitator keeps track of 
time. After the sharing the facilitator ad-
dressed the expectations on the course.

3. Training and methodology
(15 mins):

The facilitator introduce the aims and ob-
jectives of the course. Present the flow and 
structure of the course by going through 
the schedule. Point out that this is a very 
practical course that will be using partici-
patory methods that require participation 
and experience sharing from participants. 

4. Team building game (20 mins):

Facilitate a team building game for the 
group to get to know each other and 
break the ice – for example, stand in circle 
and sing a song/clap, one by one partic-
ipant goes in the middle and dance and 
all the others have to copy the one in the 
middle. Close the session by responding 
to possible questions and presenting 
practicalities and logistics.

1hour 30minutes 

• When showing the 
group an example, state your 
name confidently.
• Invite others to do so 
as well
• Try to quickly learn as 
many names as possible

Don’t point to people using
a pointing finger, invite
them with a decisive
movement of your open 
palm and a smile

• Participant’s expecta-
tions of the training and 
questions they may have.

DO Don’t Discuss

Objectives: Introduce the training and build the team of 
participants

Module 1: Policy and advocacy opportunities
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2. EXPERIENCE SHARING 
ON ADVOCACY

1. Introduction (15 mins): 

Introduce the theme of the training and 
that we want to start from their expe-
rience first. Ask participants to share 
what they know from their experience 
on research or advocacy. What is re-
search? What is advocacy?

2. Experience sharing (20 mins):

 Ask participants to form groups and 
discuss their experience with advocat-
ing on community issues. One person 
per group should note down the experi-
ences and present after.

3. Sharing experience (45 mins): 

Each group shares their experience in 
plenary and the facilitator concludes 
the session by highlighting the common 
issues from all the groups.

4. Selecting a community issue 
(15 mins): 

The facilitator helps them select one or 
two community issues to focus on for 
the training for the purpose of practic-
ing research and advocacy. Help them 
formulate the issue in one sentence that 
summarizes the issue.

1hour 30minutes 

• Encourage full participation 
• Give participanst time trans-
late to each other if some of them 
do not undertsnad english
• let partciapants select an 
issue

• Do not put particpants on 
the spot to share their expreinec 
es if they are not comfortable 
especially on the first day 
• Do not select an issue for 
particpants but allow partici-
pants to decide 

• Advocay 
• Importance of advo-
cacy.

DO Don’t Discuss

Objective: Share experiences on research and ad-
vocacy and decide on key advocacy issues

Module 1: Policy and advocacy opportunities

• What issue did you advocate 
on? What did you do?
• What information did you have 
or needed on the issue?
• What were the results? Did you 
achieve what you wanted? Why?
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3. POLICY AND ADVOCACY
OPPORTUNITIES

1. Introduction and presentation 
(30 mins):

 Linking community issues with pol-
icies, instructions and opportunities. 
Presentation on the relevant policies, 
institutions, and opportunities for advo-
cacy: (Refer to handouts on Sustainable 
Agriculture, Decent Work and Social 
Protection)

2. Questions and answers 
(15 mins): 

Share questions in plenary and how it 
relates to issues that have been select-
ed in communities.

3. Group work (15 mins).

Form groups and ask participants to discuss 
(1) experiences with applying and benefited 
from public policies, programmes or funds on 
sustainable agriculture, decent work and social 
protection and (2) what opportunities they see 
for advocacy on policies/programmes relevant 
to the issues in their community.

4. Sharing (30 mins): 

Each group presents what policy oppor-
tunities they see and the facilitator helps 
them choose one aspect of the policy/
programme to focus on.

1hour 30minutes 

Objective: Identify policies relevant to community 
issues and advocacy opportunities

• Make presenation more 
participatory.
• share the handouts with 
the particpants after the close 
of the session 
• check on them to ensure 
full particpation during group 
discussions 

• Present all the three areas 
(sustainable agriculture, decent 
work and social protection), but 
focus on one that is most relev-
ent to participants
• Spend too much time on 
the presentations

• Experiences with ap-
plying and benefited from 
public policies, programmes 
or funds on sustainable 
agriculture, decent work and 
social protection
• Opportunities for advo-
cacy in their communities

DO Don’t Discuss

Module 1: Policy and advocacy opportunities
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4. INTRODUCTION TO ADVOCACY 
AND CAMPAIGNING 

1. Introduction (10 mins): 

Introduce the session and ask participants 
what is advocacy and campaigning to 
them? How would they describe it? Why 
do we need it to address our local issues?

2. Presentation on advocacy and 
campaigning (20 mins):

Introduce the concepts of advocacy 
and campaigning trying to relate it to 
the experiences shared in the previous 
sessions. Introduce the first step of 
advocating:  analyse a campaign issue. 
(Refer to handouts on advocacy and 
campaigning)

3. Group work on campaign isues (20 
mins):

Form groups and ask participants to 
analyse the campaign issue they want to 
advocate on. What are the causes? What 
are the effects? The group should   develop 
one sentence that describes that issue, on 
the issue they have selected they want to 
advocate on.

4. Presentation on campaign issue (30 
mins):

Each group presents their analysis of their 
campaign issue, causes and effects. Facil-
itate discussion where the group agrees 
on the formulation of the issues and the 
main causes and effects.

1hour 30minutes 

Objective: Describe advocacy and campaigning, 
develop campaign objective

• Ignore the local and contextual 
experiences participants may have 
with advocacy and campaigning.

• Link the presentation to 
local examples that participants 
are familiar with
• Highlight the importace of 
agreeing on what is the problem 
the campaign wants to address

• Campains and advocay 
• Imporatance of objec-
tives  

DO Don’t Discuss

Module 1: Policy and advocacy opportunities
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• Flipchart
• Markers in different colors
• Post-its
• Projector and speakers
• Notepad and pens
• A4 sheets white/colored, scissors, glue

• Set up training room, projector, speakers
• Make all printout available 
• Prepare training materials (write/draw 
flipcharts with key concepts)

MATERIALSPREPARATION

Model 2: Research

DAY2
SESSION FLOW 

Session 8: Debriefing and organising data - 1 hour 30 mins  

Session 7: Practice research - 1 hour 30 mins

Session 6: Research for Advocacy - 1 hour 30 mins

Session 5: Planning and Advocacy Campaign  - 1 hour 30 mins
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5. PLANNING AN 
ADVOCACY CAMPAIGN 

1. Introduction (15 mins):

 Start with a check-in and energiser and 
an overview of the day. Ask if there are 
questions from the day before. Asking 
when you need to advocate on an is-
sue, how do you go about it? Tease out 
the steps for campaigning.

2. Presenting campaign plan-
ning (20 mins): 

Starting from input from participants, 
present how to plan campaigns and de-
velop smart campaign objectives.(See 
handout on advocacy and campaign)

3. Group work on campaign ob-
jectives (20 mins): 

In groups based on the issue identified, 
participants develop one or few cam-
paign objectives on the issue they have 
selected they want to advocate onto 
focus on for the week.

4. Presenting campaign objec-
tives (30 mins): 

Each group presents in plenary the 
campaign objectives and the facilitator 
gives feedback. The ideas are discussed 
and the group agrees and formulates 
one or two overall objectives of the ad-
vocacy campaign in the week.

1hour 30minutes 

Objective: Plan and develop campaign objectives

• Give participanst enough 
time to work through in thier 
groups 
• Encourage feedback from 
all participants during presen-
tations 

• During presenations do 
not interupt presentors, allow 
them to finsh before opening to 
comments.

• How to develop SMART 
campaign objectives and 
plan a campaign.

DO Don’t Discuss

Module 2: Reseach 
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6. RESEARCH FOR 
ADVOCACY 

1. Introduction (10 mins): 

The facilitator introduces the session, 
and asks participants What is research? 
Give me some examples? How can it 
help us achieve what we want?  Take 
some inputs from participants.

2. Presentation: Research for ad-
vocacy (20 mins):

 Presents what is research, and how it 
can help advocacy. Introduce the steps 
for planning a basic research and com-
mon research methods (online, inter-
view, observation, focus group, photos 
- see handout below). Remember to 
give concrete examples of research 
methods.

3. Group work on planning re-
search for advocacy (30 mins): 

Form research teams based on  their 
CSO and community with whom they 
will work throughout the course. Ask 
participants to form groups and develop 
a basic research plan - What informa-
tion they need to achieve their campaign 
objective? What questions do they need 
to respond to? (research questions) how 
will they find the answers? (methods and 
from whom) How will they use the infor-
mation to achieve their campaign objec-
tive? .

4. Presentations and sum up
(30 mins):

 In plenary participants present the basic 
plan of their research and get feedback 
from the participants. The facilitator 
explains that in the next session they 
will practice going out to collect data for 
their research, so they should prepare 
for it (eg. print their questions, bring their 
notebooks, arrange transportation to the 
venue)

1hour 30minutes 

Objective: Participants will be able to identify suit-
able research methods 

Model 2: Research

• Define reseach in a simple 
and easily comprehensible man-
ner and give local examples 
• Encourage participants to 
share their thoughts and experi-
ence  

• Why reserach is impaotant 
for advocay campaigns

DO Don’t Discuss

• Give a very long and 
theatretical explanation of the 
concepts that might confuse 
participants 
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7. PRACTICE RESEARCH

1. Prepare for research practice 
(15 mins): 

Form groups (based on their common 
interest) to prepare for the research. 
Depending on the type of research, the 
facilitator will arrange logistics:
• Online research: Prepare computers 
and internet connection.
• Interviews: Print interview sheet, 
recorder, arrange transport to the venue, 
arrange meetings with possible interview-
ees.
• Observations and photos: Arrange 
transportation to the field to be observed, 
provide equipment like camera, phone, 
and measuring tools (e.g. to measure 
land).

2. Tips for data collection 
(15 mins): 

The facilitator presents tips to conduct in-
terviews, observations and how to record 
the data and observations in the notes 
(see handout).

3. Research practice 
(60 mins): 

Teams will go out and conduct data gen-
eration, facilitators observe them when 
possible. If the research is online, they will 
stay at the training venue.

1hour 30minutes 

Objective: Participants will be able to undertake 
basic data collection

• Tailor the presentations and 
session based on the type of 
data collection participants will 
conduct.
• Arrange logistics and provide 
partcipants with materials they 
need for data collection (paper, 
pen, camera,phone, recorders) 

• Facilitate this session with-
out proper preparation of the 
fieldwork logistics and equip-
ment.

• Data collection methods
• Research ethics, informed 
consent, confidentiality  and 
image rights  

DO Don’t Discuss

Module 2: Reseach 
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8. DEBRIEFING AND 
ORGANISING DATA 

1. Debriefing on the process 
(30 mins):

 Participants come back to the training 
room and are given some time to organ-
ise their data. In a circle they share. How 
did it go? What worked? What did not 
work? What data were you able to get? 
What data could you not get? What did 
you learn?

3. Practice organising data (30 mins):

Participants are given some time to or-
ganise their data - they can continue the 

1hour 30minutes 

Objective: Participants will be able to organise data 
collected from the field

• 

Model 2: Research

2. Organising and analysing data 
(30 mins):

 The facilitator explains that data needs 
to be saved in a safe and organized way 
in order to be used for analysis later. The 
facilitator shares how to organise the data 
they have collected and for analysis:
• Data: Data should contain the date,lo-
cation where they were collected, name 
of who collected the information, and a 
code. 

• Notes: Notes should be reviewed and 
organised, possibly taking a picture of the 
notes or typing them on a phone or com-
puter, adding additional reflections before 
they are forgotten.
• Recordings should be listened to and 
written down in the form of summaries or 
transcripts. 
• Pictures should be saved in a folder 
with date, location, title/brief description 
of the photo.
• List of contacts of people you col-
lected information from should be stored 
safely.
• All data could be stored in google 
drive. 

• Provide enough time to share 
experinces 
• Adress all concerns and ques-
tions before moving on 

• Interrup participants whne 
they are sharing their experein-
eces

• Expereinces  of data collec-
tion in the field
• Importance of organising 
data

DO Don’t Discuss
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• Flipchart
• Markers in different colors
• Post-its
• Projector and speakers
• Notepad and pens
• A4 sheets white/colored, scissors, glue

• Set up training room, projector, speakers
• Make all printout available 
• Prepare training materials (write/draw 
flipcharts with key concepts)

MATERIALSPREPARATION

Module 2: Reseach 

DAY 3
SESSION FLOW 

Session 12: Analysing stakeholders and power - 1 hour 30 mins  

Session 11: Spaces for advocacy in local governance - 1 hour 30 mins

Session 10: Present research findings - 1 hour 30 mins

Session 9: Data analysis and reporting  - 1 hour 30 mins



16

9. DATA ANALYSIS AND 
RESEARCH FINDINGS

1. Introduction (10 mins): 

Introduce the session with an energiser 
and an overview of the day. Ask if there 
are questions from the day before.

2. Presentation on how to analyse 
data (20 mins): 

Present how to analyse data and go 
through a basic  template to document 
research findings. Point out that in the 
process of local governance, each com-
munity is expected to develop a brief 
report (Community Action Plan) about 
the key issues in the community. Take 
articnapnts through the the template to 
present research findings.

3. Group Work on data analysis (60 mins): 

In groups participants analyse the data 
they have gathered and develop key re-
search findings using the template  provid-
ed. 

Check-in - Facilitators pass around the 
groups to check how it is going and sup-
port if needed. 

1hour 30minutes 

Objective: Participants will be able to analyse and 
report research findings

• Explain that research find-
ings can be shared in many ways, 
not only through reports
• Write the presentation on 
flipchart paper if you are not 
using powerpoint 

• Expect that participants will 
be able to write a research report 
in one session.

• Local governance 
• Action plans 

DO Don’t Discuss

Model 2: Research
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10. PRESENT RESEARCH FINDINGS

1. Introduction (10 mins): 

Each group has 5-10 mins to present 
their research findings and get feedback 
from peers and the facilitator. 

2. Sharing research findings (60 
mins): 

Give each group 5-10 mins to present, 
and 2-3 mins for feedback, depending on 
the number of groups. After each pre-
sentation the facilitator and other partici-
pants provide feedback on what could be 
improved in the analysis.  Always ask the 
question - on the basis of these findings 
what can we advocaate on?

3. Wrap up (10 mins): 

The facilitator facilitates a reflection on 
how these research findings can be used 
for advocacy and supports the group to 
identify a few advocacy areas that emerge 
from the research findings. The faciitator 
highlights the key points from the pre-
sentations and reflections explaining that 
this evidence will be used for advocacy in 
different spaces which will be discussed in 

1hour 30minutes 

Objective: Participants will be able to present re-
search evidence for advocacy

• Give participants 
enought time to present 
their findings 
• Facilitate the discussion 
up after participants make 
thier presentations 

• Loose track of time and 
focus during the presenta-
tions

• Research findings and 
how they can be used for 
advocacy.

DO Don’t Discuss

Module 2: Reseach 



18

11. SPACES FOR ADVOCACY
IN LOCAL GOVERNANCE 

1. Introduction (15 mins):

Introduce the session by explaining that 
as a CSO, you have various opportuni-
ties to influence duty bearers at the local 
level and there are a number of par-
ticipatory processes where CSOs are 
invited to  participate and bring forward 
community issues. Ask them what local 
government authority they know? Have 
they ever engaged with them? After a 
brief discussion. 

2. Presentation on local governance spac-
es, institutions and processes (30 mins):

 Present the local spaces, processes and 
institutions that CSOs can participate in 
using the handouts. Draw some flipchart 
using the graphs in the handouts high-
lighting key governance  spaces and pro-
cesses. Explain how CSOs can make  use 
of participatory governance processes 
to participate and advocate for their key 
issues. (See handouts below )

3. Questions and answers (15 mins): 

Make space for questions and clarifi-
cations on the presentation. If there are 
none, move to the next part. . 

4. Discussion in plenary (30 mins): 

What spaces and processes would you like 
to focus on to advocate on your commu-
nity issue? Facilitate a discussion where 
they agree on the governance institutions  
they will visit during the training.

1hour 30minutes 

Objective: Participants will be able to identify local 
governance spaces and opportunities for advocacy

• Present the local govern-
ment structure in a simple way 
with examples.
• Draw on the experience in 
the room.

• Make the presentation 
too technical and compli-
cated.

• Local governance insitu-
tions, processes and how to 
participate in them.

DO Don’t Discuss

Model 3: Advocacy and campaign
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12. ANALYSING 
STAKEHOLDERS AND POWER

1. Introduction to analysing stake-
holders and power (20 mins): 

Introduce why we need to analyse 
stakeholder and power - to identify who 
to target with our advocacy to get what 
we want. Draw three circles on a flip-
chart and explain that this is a tool to 
map stakeholders. Each circle says: (1) 
Who has power on the issue (2) Who is 
affected by the issue (3) Who is our ally 
in advocating on the issue. 

3. Plenary discussion on stakeholders (30 
mins): 

In plenary ask participants to share the 
stakeholders  they have mapped on post 
and place them on the graph on the 
flipchart. One post per stakeholder. Facil-
itate a discussion where they they decide 
would like to focus on for the campaign 
during the training .

4. Engagement strategy (20 mins): 

Participants discuss how they would like to 
engage and influence the selected stake-
holder.

1hour 30minutes 

Objective: Participants will be able to analyse stake-
holders and power on local issues

• Facilitate the process 
of participants to selecting  
which stakeholder to target. 

• Ask to brainstorm on 
stakeholders without clearly 
explaining the model and 
the criteria.

• Map and identify  the 
stakeholders that would be 
strategic to engage during 
the campaign.

DO Don’t Discuss

Model 3: Advocacy and campaign 

2. Individual brainstorming (15 mins): 

In pairs ask participants to brainstorm 
and map the stakeholders related to the 
issue they would like to campaign on, and 
categorise them based on are their levell 
of power and relation to the issue. They 
should write one stakehoder per post it. 
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• Flipchart
• Markers in different colors
• Post-its
• Projector and speakers
• Notepad and pens
• A4 sheets white/colored, scissors, glue

• Set up training room, projector, speakers
• Make all printout available 
• Prepare training materials (write/draw flip-
charts with key concepts)

MATERIALSPREPARATION

Model 3: Advocacy and campaign

DAY 4
SESSION FLOW 

Session 15-16: Practicing lobbying in local governance space  - 3 hours

Session 14: Advocacy messages - 1 hour 30 mins

Session 13: Advocacy campaign tactics  - 1 hour 30 mins
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13.  CAMPAIGN TACTICS

1. Introduction (10 mins): 

Introduce the objectives of the session 
and ask participants what campaign tac-
tics they have used or they know of. Get 
some of their points and write them on a 
flipchart (e.g. protest, petition, radio etc...). 

2. Presentation on advocacy campaign 
tactics (20 mins): 

Present some of the campaign tacticsthey 
could use for advocacy at the local level 
using the handout (Letter to duty bearer, 
Lobby meetings with duty bearer, Peti-
tions, Presenting research findings and 
recommendations, Community Mobilisa-
tion). Explain that there are many more 
tools, but for this course we will focus on 
these.

3. Group Work: Select your advocacy cam-
paign tactic (30 mins): 

In groups participants discuss and select 
the campagn tactic they would like to 
practice during the training, remind them 
that in each tactics they have to use the 
evidence they collected with research.

4. Presenting advocacy campaign tactic 
(30 mins): 

Each group presents the campaign tactics 
they have chosen to practice and why. The 
facilitator gives them feedback and wraps 
up the session.

1hour 30minutes 
Objective: Participants will be able to identify and 
select appropriate campaign tactics

• Make room for participants 
to share their experience  and 
feedback on campaign tactics 
that worked in the context.
• Encourage creative ideas for 
campaigns tactics.

• Present the campaign 
tactics at a theoretical level 
without giving contextual-
ised examples.

• CWhat campaign tactics 
would be suitable to the con-
text, the target and the issue 

DO Don’t Discuss

Model 3: Advocacy and campaign 
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14. ADVOCACY MESSAGES 

1. Presentation: Advocacy messages (20 
mins): 

Introduce a model on how you devel-
op advocacy messages in a way that it 
creates a story with a problem, causes, 
effects, solution/call to action, who is 
responsible to take action, impact (see 
handout).  Also give them tips on how 
to communicate effectively using a loud 
voice, eye contact grounding (standing 
on two feet), using hand gestures, mov-
ing on stage, and avoiding distracting 
elements. Give them a short demonstra-
tion of a good speech.

2. Prepare advocacy messages (15 mins):
 
In small groups participants will have 15 
minutes to prepare a 2 minutes speech 
with the aim to influence a duty bear-
er – they should use evidence from the 
research in the speech and select a 
person to deliver it. They can use the 
template in the handout as a guide.

3. Deliver speeches and feedback (40 mins):

 Before the presentation, explain that other 
participants will observe and give feed-
back to each other on the persuasiveness 
of  the key messages and offer suggestions 
for improvement. Each participant has just 
2 minutes for their speech.  Stick to this 
limit. Make sure your timekeeper cuts you 
off. Each participant has 3 mins to receive 
feedback in plenary and receive feedback 
from their peers and facilitator.

4. Debriefing (15 mins): 

Ask participants to sit in a circle and: How 
was it? What worked? What was challeng-
ing? What did you learn by practicing this?

1hour 30minutes 

Objective: Participants will be able to develop and 
deliver advocacy messages.

• Keep track of time 
during the speeches.
• Create a safe space and 
let participants volunteer to 
give the speech.

DO Don’t Discuss

Model 3: Advocacy and campaign

• Allow participants to be 
forced to speak in public if they 
are not comfortable with it and 
non-constructive feedback. 

• What makes advocacy mes-
sages persuasive?
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15-16. PRACTICING LOBBYING IN
LOCAL GOVERNANCE SPACE

3hours 

Objective: Participants will be able to engage with 
duty bearers and advocate on community issues 
using evidence  and draw lessons learned

• Its advisible to do the 
debriefing right after the 
action when people’s minds 
are still fresh from the expe-
rience. 

• What will they do dif-
frently next time 

DO Don’t Discuss

Model 3: Advocacy and campaign 

1. Preparing for action (30 mins): 

The facilitator makes sure participants 
have finalized their advocacy messages 
and know where to go. The facilitator 
reminds participants to practice engaging 
with duty bearers and presenting re-
search findings and advocacy messages. 

3. Action: Engaging duty bearers (2 
hours): 

Participants go to a local authority office, 
to ask for information, present a letter 
and apply their skills with duty bearer. 
After the meeting, participants return to 
the training venue.

2. Visiting local governance space (15 
mins): 

Participants travel to a local authority 
office for a meeting with duty bearers. 
Participants may be divided in groups and 
go to different venues. The meeting at the 
local authorities and transport should be 
arranged in advance.

4. Debriefing (30 mins):

Fhe facilitator facilitates a debriefing in 
plenary with the following questions 
(after each question ask each group to 
respond)

• How do you feel about the action?
• What worked well? What was chal-
lenging?
• What were your lessons learned from 
the experience?

• Forget to arrange the 
logistics for this session like 
booking a meeting at the 
local authority office and 
arranging transportation if 
needed.
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• Flipchart
• Markers in different colors
• Post-its
• Projector and speakers
• Notepad and pens
• A4 sheets white/colored, scissors, glue

• Set up training room, projector, speakers
• Make all printout available 
• Prepare training materials (write/draw flip-
charts with key concepts)

MATERIALSPREPARATION

Model 3: Advocacy and campaign

DAY 5
SESSION FLOW 

Session 19: Campaign M&E and evaluation  - 1 hour 30 mins

Session 18: Presenting action plans - 1 hour 30 mins

Session 17: Debriefing and action plan - 1 hour 30 mins
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17. DEBRIEFING AND 
ACTION PLAN

1. Introduction and debriefing in groups 
(15 mins): 

Introduce the day and the session. If it 
was not possible to do a debreifing of the 
action the previous day, faciliate a debrei-
fing in this session. Ask participants to re-
flect in group about the experience from 
the previous and discuss what worked 
well? What was challenging? What they 
learned?

2. Debriefing in plenary (45): 

In plenary  the facilitator facilitates a 
debriefing with the following questions 
(after each question ask each group to 
respond)

3. Action plans (30):

 Introduce the concept of applying what 
they have learned to issues in their com-
munities and that for that they will be 
developing action plans. Form groups for 
each CSO/community with at least one 
literate person per group. They should 
decide what issue they want to cam-
paign on, who they need to influence and 
what evidence they need to advocate 
effectively on it and how they are going 
to go about it. They should draft a mini 
campaign plan using the template.

1hour 30minutes 

OObjective: Participants will be able to reflect and 
draw lessons learned from the experience

• Debrief the previous day’s ac-
tion and highlight lessons learned• Print the action plan 

templates before the session
• Empahsis that project 
officers will be following up 
on the action plans 
• Debrief the previous 
day’s action and highlight 
lessons learned

• Skip the debriefing and 
forget to link what they have 
learned in the excercise with 
the action plan of what they 
want to do in their commu-
nities.

DO Don’t Discuss

Model 3: Advocacy and campaign 

• How do you feel about the action?
• What worked well? What was 
challenging
• What did you learn by practicing 
this?
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18. PRESENTING 
ACTION PLANS

1. Finalise action plans (15 mins): 

Give participants some time to finalise 
their action plans.

3. Feedback and next steps (15 mins): 

After each action plan, the facilitator gives 
some feedback to ensure they are apply-
ing what they learned, discusses the next 
steps with participants and takes note for 
follow ups.

1hour 30minutes 

Objective: Participants will be able to develop 
research and advocacy action plans and identify 
ways to monitor and evaluate them.
·  

• Calculate time of each 
presentation based on the 
number of groups 
• Give feedback and sug-
gestions on the action plans 

DO Don’t Discuss

Model 3: Advocacy and campaign

2. Presenting action plans (60 mins): 

The facilitator introduces the presenta-
tion of the action plans. Each group has 
5-10 mins to present their action plan. 
Participants will get feedback from the 
facilitators and peers, particularly on the 
research, advocacy and campaign strate-
gies used.

• Give too much time to 
some groups to present to 
the point that there is no 
enough time for everyone to 
present.

• How do the action plans 
apply the knowledge and 
skills learned during the 
training?
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19. CAMPAIGN M&E 
AND EVALUATION 

2. Evaluation in trios: (15 mins): 

The facilitator asks to form groups of 
three and to discuss the training and 
agree on 2-3 things: what worked, what 
can be improved next time, what needs 
to be dropped.

3. Evaluation in plenary (30 mins): 

Participants sit in a circle and  each 
group shares the key points and the facil-
itator takes notes on what to keep, what 
to improve, and what to drop next time.

4. Closure (15 mins): 

The facilitator closes the course by high-
lighting what will happen afte the course, 
doing a closing game, and handing over  
the certificates to participants.

1hour 30minutes 

Objective: Evaluate the training, share lessons learned·  

• Ideally, trainers can  
leave the room while they 
evaluate he workshop

DO Don’t Discuss

Model 3: Advocacy and campaign 

1. Introduction to campaign M&E  (20 mins): 

Linking to the action plans that have been 
presented, the facilitator introduces ways to 
monitor and evaluat their advocacy cam-
paigns to know if they are being successful, 
and to improbe them. Use the template in 
the handout and use one of the action plans 
as an example.

• Forget to give a closure 
to the training by appreciat-
ing participants for their time 
and participation.

• Ask part of the evalu-
ation, discuss suggestions 
on how the course could be 
improved next time.
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Module 1: Policy and advocacy opportunities

Handouts Sessions
5a. Campaign planning: SMART objectives
5b. Campaign planning template

5: Planning an advocacy campaign

6. Research for advocacy 6: Research for advocacy
7. Research methods 7: Practice research
8. Organising and analysing data 8: Organising data
9. Research findings 9. Data analysis and reporting

Module 2: Research

Module 3: Advocacy and campaigning

LIST OF HANDOUTS 

Handouts Sessions
1. Course Schedule 1: Introduction
3a. Sustainable Agriculture policies, programmes and 
funds 
3b. Decent Work policies, programmes and funds
3c. Social Protection policies, programmes and funds

3: Policy and advocacy opportunities

4. Advocacy and campaigns 4. Introduction to advocacy and 
campaigns

Handouts Sessions
11a.  Spaces for advocacy in local governance
11b.  Participatory planning
11c.  Participatory budgeting
11d.  Participatory monitoring and evaluation
11e.  Community Action Plan

11. Spaces for advocacy in local gover-
nance

12. Analysing stakeholders and power 12. Analysing stakeholders and power
13. Advocacy campaign tactics 13. Advocacy campaign tactics
14. Advocacy messages 14. Advocacy messages
17. Action Plan template 17. Debriefing and action plans

19. Campaign M&E and evaluation 19. Campaign M&E and evaluation
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1. Training schedule
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3a. Sustainable Agriculture policies, programmes and funds 
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3a. Sustainable Agriculture policies, programmes and funds 



32

3a. Decent work policies, programmes and funds 

DECENT WORK
“Decent work means productive work in which rights are protected, which generates an 
adequate income, with adequate social protection. It also means sufficient work, in the 
sense that all should have full access to income-earning opportunities. It marks the high 
road to economic and social development, a road in which employment, income and social 
protection can be achieved without compromising workers’ rights and social standards. The 
concept therefore embodies the Fundamental Principles and Rights at Work as well as the 
Labour Standards that have been set out in 176 Conventions and 183 Recommendations of 
the ILO.” – ILO, International Labour Conference, Geneva, 1999

DECENT WORK POLICIES, 
PROGRAMMES AND FUNDS

WORKING CONDITIONS

EMPLOYMENT POLICIES
While national economic policies address unemployment and in some instances decent 
work, there is a critical need for measures specifically focusing on increasing decent work 
opportunities for vulnerable people, especially women. Current policies do not address the 
particular concerns of vulnerable people as it relates to finding decent work (quality as well 
as quantity), lack of social protection for people working in the informal sector whether 
self-employed or employed by someone else, do not address the realities of gender gap. 
Employment policies should include the full enforcement of social and labour protection 
and resources in both the formal and informal economy. 

EXAMPLES OF GHANA EMPLOYMENT PROGRAMMES AND FUNDS
1. Youth Employment Agency (YEA) provides temporary job opportunities, skill training, en-
trepreneurial training and internship programmes for the youth. 
2. Cooperatives Development: Support artisans form co-operatives and promote and develop 
community saving and credit co-operatives in district centres and rural areas. 
3. Integrated Community Centres for Employable Skills (ICCES) provides mass rural level voca-
tional skills training and employment generation
4. National Entrepreneurship and Innovation Programme (NEIP) provides an integrated na-
tional support for start-ups and small businesses with business development services; start-
up incubators and funding for young businesses.
5.Enterprise Funds such as MASLOC support organized and registered co-operatives and 
trade association with start-up capital, tools, equipment etc, for the initial phase. 

Access to decent work for vulnerable people is limited with a con-
centration of jobs in the informal economy, where conditions are 
usually insecure and incomes inadequate. Working conditions are 
not secure and often exploitative with payment below the mini-
mum wage, delay in payment, payment less than agreed, and work-
ing under unsafe conditions. Furthermore, the unorganised nature 
of work does not guarantee social security benefits like maternity or 
medical leave.
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3a. Social protection policies, programmes and funds
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4. Advocacy and campaigns

ADVOCACY AND CAMPAIGNS

PROBLEM ANALYSIS

Advocacy is the process of raising effective voices 
in or a political process by an individual or group 
which aims to influence decisions within political, 
economic, and social systems and institutions. 
Advocacy can include many activities that a person 
or  organization undertakes including media cam-
paigns, public speaking, commissioning and pub-
lishing research. Lobbying (often by lobby groups) is 
a form of advocacy where a direct approach is made 
to legislators on an issue.
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5. Campaign planning: SMART objectives

EXAMPLE OF SMART OBJECTIVE
By December 2020, the district assembly will increase the budget allocation for the youth em-
ployment programmes for X community by 10% compared to 2019.

DEVELOPING SMART CAMPAIGN OBJECTIVES
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ADVOCACY CAMPAIGN PLAN TEMPLATE 
 
PROBLEM 

 

CAMPAIGN OBJECTIVE 
 

TARGET TO INFLUENCE 
 

SPACES TO INFLUENCE   

EVIDENCE NEEDED TO 
INFLUENCE AND HOW TO 
RESEARCH IT 

 

ADVOCACY ACTION 1 
(What will you do?,  
Who will do it?  when?) 

 

ADVOCACY ACTION 2 
(What will you do?,  
Who will do it?  when?) 

 

ADVOCACY ACTION 3 
(What will you do?,  
Who will do it?  when?) 

 

INDICATORS OF PROGRESS 
Are we moving closer to achieving the 
objective? 

  

ALLIES  
  

 

CAMPAIGN PLANNING TEMPLATE

5. Campaign planning template
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6. Research for advocacy

RESEARCH FOR ADVOCACY
Research is an activity and a process of discovering, in a more or less systematic way, knowledge 
and information you did not know. Research can be used for a variety of purposes and can take 
many forms such as advancing knowledge, to measure change in society, and to inform deci-
sion-making. Research can include fact-finding/information-gathering processes, participatory 
data generation and analyses, surveys and questionnaires; social audits; budget tracking. There are 
various types of research:

Advocacy research consists in investigating an issue/theme for a campaign and gathering evidence 
for and against the issue to strengthen the campaign arguments in order to influence decision 
makers and the public. Effective advocacy requires evidence based research. Evidence gives you 
credibility and identifies you as an expert. When you are recognized as an expert, it will make peo-
ple more willing to listen to you, and to believe you. Research evidence strengthens campaigns and 
may convince people who disagree with you. It can also be used to advocate and lobby at district, 
regional, national, or international level to bring about progressive change and improvements in 
people’s lives.
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6. Research for advocacy

A HUMAN RIGHTS BASED APPROACH
TO RESEARCH
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6. Research for advocacy

STEPS OF THE RESEARCH PROCESS
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7. Research methods

RESEARCH METHODS
Research methods are the techniques you use to gather, process and present findings 
or evidence. They represent the tools to collect data that will respond to your research 
questions. Each method has strengths and weaknesses, so as a researcher you should 
choose based on whether it is suitable for the purpose of your research. If you use the 
right methods for your type of research, then you should be able to gather data that 
have some validity, and is soundly based.

They can be quantitative, qualitative, or mixed. QUANTITATIVE METHODS: Collecting 
data in the form of numbers (Surveys, texts, questionnaires, experiments). QUALITATIVE 
METHODS: Collecting data in the form of text, narratives, visual materials ect.. (Inter-
views, Focus groups, Observations, Participatory methods, Photo/video). MIXED METH-
ODS: Collecting data both as numbers and as text or other forms

PARTICIPATORY RESEARCH METHODS (PAR) engage the participants in 
dialogue, self-reflection, and co-creation of knowledge. These methods bridge the dis-
tance between researchers and researched and create an equal relationship governing 
the production of knowledge. PAR methods include:
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7. Research methods

RESEARCH METHOD: INTERVIEWS
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7. Research methods

RESEARCH METHOD: OBSERVATION
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7. Research methods

RESEARCH METHOD: PHOTOS AND VIDEOS
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8. Data analysis

DATA ANALYSIS
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8a. Research findings

RESEARCH FINDINGS
The way you present your research findings will depend on 
your advocacy objectives and the audience you are trying to 
reach. A very basic presentation of research findings would 
include the following elements:

DATE
LOCATION:
RESEARCHERS (Name and 
contact):
RESEARCH METHOD USED:

WHO YOU TALKED TO/
WHAT YOU OBSERVED:

KEY EMEERGING ISSUES

CONCLUSIONS AND REC-
COMANDATIONS

ADVOCACY MESSAGES

PICTURES

RESEARCH REPORTS are a common way to present research findings. They can include the 
following:
1. Executive summary: A short summary of the research report.
2. Introduction: Describe the research issue, aims, questions and the process.
3. Issue and context: Provide a background of the research issue and the context.
4. Methodology: Describes the research methodology, research methods, participants and data.
5. Findings: Presents an analysis of data and emerging findings.
6. Conclusions and  Recommendations: Interpret the data, address the research questions, and 
make reccomandations based on research findings.
8. Appendices: Attach the research tools used (Guides, consent forms etc…).
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8b. Report writing

VALIDATION
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11a. Spaces for advocacy in local governance

PARTICIPATING IN 
LOCAL GOVERNANCE

POLICY CONTEXT
The 1992 Constitution provides for a long-term national development imperative for Ghana 
through the Directive Principles of State Policy. It envisages that every Government must pur-
sue policies that would ultimately lead to the “establishment of a just and free society”, where 
every Ghanaian would have the opportunity to live long, productive, and meaningful lives.

In fulfilment of the constitutional provision, the President is to present to Parliament a Coordi-
nated Programme of Economic and Social Development Policies within two years of assuming 
office. This results in the preparation of development policy framework which covers phase of 
Coordinated Programme of Economic and Social Development Policies. It forms the basis for 
the preparation of development plans and annual budgets at the national and subnational 
level of governance.

The implementation of Medium-Term Development Policy Framework is the responsibility of 
the Ministries, Departments and Agencies (MDAs) as well as the Metropolitan, Municipal and 
District Assemblies (MMDAs), Civil Society Organisations (CSOs), the private sector, etc. These 
organizations are required to formulate their policies, strategies, programmes and actions 
into District or Sector Medium-Term Development Plans (SMTDP) in line with 
the Medium-Term Development Policy Framework as the case may be to improve the living 
conditions of Ghanaians.

THE RIGHT TO PARTICIPATE IN LOCAL GOVERNANCE
It is argued that ‘Planning is a self-defeating process unless those who are potential benefi-
ciaries or victims of any proposed project are themselves directly involved in the shaping of 
their future environment” (Eversely, 1972:178).  This has led to the evolution of such terms as: 
grassroots planning; bottom-up planning; democratic planning; and participatory planning

No matter how it is labeled, participatory planning and budgeting sees people not only as 
the beneficiaries of change in the development process, but more importantly as the agents 
of the change so desired.  Participatory planning must therefore have a geographical focus, 
located as the lowest spatial unit along the national – local scale or continuum. Participation as 
a concept of development means getting the populace involved in taking decisions that affect 
their well-being.  It seeks to give local people the responsibility to manage their own affairs, 
especially with regard to planning, implementation, and monitoring and evaluation of devel-
opment projects and programmes.  

Participation, when properly done should therefore lead to the improvement of the quality of 
life of the people and this improvement should be sustainable. In Ghana, the decentralization 
programme seeks as its objective the realization of popular participation in the planning pro-
cess.  It must be realized that the purpose of (popular) participation in planning is not to make 
the planning process simpler or ‘efficient’ but to make sure that local conditions and needs are 
taken into consideration and that people are allowed to have some say in their own develop-
ment.

For popular participation to be effective there is the prerequisite to create appropriate politi-
cal institutions to supervise administration and development at the lower levels of planning: 
regional, district, and sub-district levels.  In Ghana, these political institutions have been put in 
place through various local government reforms.  



48

11a. Spaces for advocacy in local governance

LOCAL GOVERNANCE
INSTITUTIONS 

Ministry of Local Government and Rural Development
The Lead Ministry in collaboration with the Local Government Service (LGS), the National De-
velopment Planning Commission (NDPC) and the Ministry of Finance and Economic Planning 
(MoFEP) shall be required to: (1) sensitize key stakeholders on the new Framework for Partici-
patory Planning and Budgeting, (2) ensure that the necessary financial resources and logistics 
are timely provided,  (3) ensure that members of the RPCUs and DPCUs fully participate in the 
preparation exercise, (4) engage the RPCUs and DPCUs to get the MTDP prepared on time, 
(5) ensure that the MTDP captures all programmes, projects and activities of the MMDAs, (6)
ensure that the MTDP reflects the development aspirations as presented under the National 
Development Policy Framework (NDPF).
 
Ministry of Finance and Economic Planning 
In collaboration with the NDPC is responsible to facilitate the review and formulation of annual 
action plans, and budget, enforce discipline and adherence to SMTDP implementation and 
budgetary expenditure on approved programmes ensure that the budget guidelines for the 
Financial Years 2010 to 2013 reflect only the priorities as indicated in the SMTDP, 2010-1013 and 
the national priorities,  release budgetary allocation to only MDAs whose Annual Action plans 
actually reflect the priorities of their SMTDPs.

Local government service secretariat 
The Service secretariat is responsible to (1) provide technical assistance to District Assemblies, 
and Regional Co-ordinating Councils to enable the District Assemblies and the Regional Co-or-
dinating Councils effectively perform their functions and discharge their duties in accordance 
with the Constitution and the Local Government Act, 1993 (Act 462); (2) conduct organisa-
tional and job analysis for the Regional Co-ordinating Councils and the District Assemblies; (3)
conduct management audits for Regional Co-ordinating Councils and District Assemblies in 
order to improve the overall management of the Service; (4) design and co-ordinate manage-
ment systems and processes for Regional Co-ordinating Councils and District Assemblies; (5)
assist the Regional Co-ordinating Councils and the District Assemblies in the performance of 
their functions under the Local Government Act, 1993, (Act 462), the National Development 
Planning (Systems) Act, 1994, (Act 480) and under any other enactment; (6) perform such other 
functions incidental or conducive to the achievement of the objects of this Act.

National Development Planning Commission (NDPC) 
The NDPC shall in collaboration with MoF coordinate and facilitate the Medium Term Devel-
opment Plans (MTDP). Undertakes studies and make recommendations to government on 
development issues and on national development goals and objectives, Issues development 
policies as directed by government; Integrates and synthesizes macro-economic, sectoral and 
territorial policies and national development goals, Ensures that all development strategies 
and programmes are in conformity with sound environmental principles; Monitors and eval-
uates national development plans, programmes and projects and report progress to govern-
ment from time to time; Prescribes the content and format for national development plans.

Regional Coordinating Council (RCC) - Regional Planning Coordinating 
Unit (RPCU)
The RPCUs facilitates the preparation of the SMTDPs and it is responsible to (1) provide rele-
vant data, maps and information for the preparation of the SMTDP, (2) organize orientation/
workshops for the DPCU members, (3) facilitate in identification of joint District Development 
Programmes/Projects, (4) facilitate the organization and participation of public hearings, (5) 
monitor and harmonise the SMTDP, (6) vet facilitators before selection.
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11a. Spaces for advocacy in local governance

LOCAL GOVERNANCE
INSTITUTIONS

Metropolitan, Municipal and District Assemblies (MMDAs)
The MMDA has the role of overall management of the participatory planning and budgeting exercise. 
They shall also ensure active engagement of the sub district structures, provide citizens with informa-
tion about the process and plan information, be responsible for organising the public meetings, analyze 
citizen’s development priorities and ensures that the final proposals are incorporated into the plan and 
budget document submitted to the District Assembly for approval,  provide training to citizens and civil 
society on the process and sets the “rules of the game.” disseminates the process in different urban/
town/ area councils to ensure thorough coverage of the activities

Heads of Departments and other stakeholder organisations
Are responsible to cooperate fully and ensure that their representatives provide the relevant data for 
the review of the performance of the sector in relation to development frame work (GSGDA)  and other 
interventions, ensure that their representatives fully participate in the Sector Medium Term Develop-
ment Plan (SMTDP)  preparation exercise, provide logistics to facilitate their participation, motivate their 
representatives

Metro/Municipal/District Planning and Coordinating Unit (MMDPCU) 
MMDPCU is responsible for the preparation of the Sector Medium Term Development Plans (SMTDP) 
and Composite Budgets in consultation with all relevant stakeholders; constitute a technical commit-
tee from the DPCU’s membership to facilitate effective plan and budget preparation exercise, ensure 
gender balance in the membership and development of programmes and projects,   generate a de-
tailed  work plan covering;  participatory activities to be carried out,   actors, (who should do what etc), 
time frame and  a budget relating to each activity and to be financed by the Assembly for the work to 
be done. In order to facilitate its activities, a smaller team should be formed within the MMDPCU to be 
led by the Planning Officer, who should provide backstopping to the plan preparation exercise. The 
output of this smaller team should be discussed by the MMDPCU.  In all cases, gender balance should 
be ensured in the membership.

KEY ROLES IN LOCAL GOVERNANCE INSTITUTIONS
Coordinating Director is responsible to lead the MMDPCU and to develop with the MMDPCU 
secretariat a  plan of the planning and budgeting process, activities, actors to include, time frame, bud-
get relating to each activity to be financed by the Assembly.
Planning Officer (PO) communicates with those who may be affected by the planned activities 
and constantly monitors the results of the work to adjust the plan and accommodate changing needs, 
values, and behaviour of people.  
Facilitator is engaged where necessary to facilitate the development of plans, although Districts are 
encouraged to prepare their own plan through the DPCU. The facilitator facilitates District discussions 
on the situation analysis, baseline situation/conditions, consensus building development goals, priori-
ties etc., collating and analysing the major issues arising out of the discussions, facilitating the formula-
tion of programmes, projects and activities, and finalising the SMTDP after adoption by the DA.
Chief Executive: in collaboration with heads of Departments is responsible to support members 
of the SMTDP Team to get the plan prepared, ensure that all departmental logistics are provided timely,  
that all departmental programmes, projects and activities are captured in SMTDP, that SMTDP reflects 
the national development aspiration through the holding of public hearings.
Members of the district assembly and sub distric councils: The Assembly mem-
bers are expected to participate in data collection, mobilize community members,  facilitate the needs 
assessment in the communities during community dialogue meetings and workshops and adopt the 
plan.
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11a. Spaces for advocacy in local governance: Participatory planning
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11b. Participatory planning 

PARTICIPATORY PLANNING AND BUDGETING (PPB)

To increase legitimacy
Participatory Planning and Budgeting (PPB) increases the scope and quality of dialogue 
between citizens and local government officials, enabling better communication on 
of community needs and priorities, continuous feed-back and citizen voice in deci-
sion-making. When elected representatives demonstrate a willingness to be more 
transparent and seek citizen input in planning and budget matters, their legitimacy 
increases. 
To improve targeting
PPB enables citizen participation in allocating and managing public resources. The PPB 
rules must be set in such a way that they favor the redistribution of spending for public 
goods and services in low income neighborhoods and the poorest rural communities. 
An index of unmet basic needs is generally used for this purpose, allowing the govern-
ment to spend more in areas with lower levels of the social and economic infrastruc-
ture. The PPB process enables local government to make pro-poor budget decisions.
To facilitate approval of plans and budgets 
The PPB process helps build a wider consensus on the budget plan. Although assembly 
members still have final approval, PPB can help limit partisan or sectoral disputes. 
To promote good governance
Citizens perceive local governments to be highly corrupt. When local governments 
publicly share accurate budget and public expenditure information, citizen perception 
of corruption is reduced. Transparency is increased when citizens help oversee public 
resource management. Such openness also reveals to citizens the limitations and con-
straints faced by government.

Why do local governments conduct participatory planning and budgeting? 

Why does civil society participate in participatory planning and budgeting?  

To strengthen social capital
The PPB process offers civil society an opportunity to improve its representative role. 
By engaging with local government officials on the public expenditure process, civil 
society can exercise their role as advocates for reform and better governance. 
Provide services of public interest
Many CSOs working on development have specific technical and administrative skills 
that can be used during the PPB process. CSOs can facilitate the PPB process by mo-
bilizing the community, moderating public meetings, and advising citizens and local 
governments on specific sectoral issues. CSOs often employ professionals with high 
level of knowledge and can contribute to the PPB deliberations. 
Reduce corruption and kick-backs
The business community often supports PPB because it promotes transparency and 
reduces corruption. This is quite important to local businesses as it allows contractors 
to bid in a more open and fair system. Contractors no longer pay kickbacks and bribes 
to ensure that their project will actually be funded and implemented. 
Better use of taxes The members of the business community also benefit from 
PPB since their national and local taxes are used more efficiently. Business associations 
find it in their interests to participate to lobby for specific development improvements. 
A neighborhood business association might want to have local streets paved or light-
ing installed, for example. Business associations generally organize their members to 
attend meetings to ensure that their needs are considered in the PB exercise. 
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11b. Participatory planning  

PLANNING 
 PROCESS ACTIVITY/OUTCOMES METHOD/TOOLS/ CHOICES TARGET/

PARTICIPANTS

1.
Performance 

Review

Compilation of performance 
review reports
Performance status of the 
MTDP and other interven-
tions of the previous plan 
Key identified problems/ 
gaps

Monitoring/ Field visits
Literature review and desk study to ascertain 
progress (targets/ goals) in the implementa-
tion of plans 
Sex disaggregated data collection in consul-
tation relevant stakeholders 
Conduct Performance Review Meetings 
Stakeholder meetings.
Community Appraisal Durbars/ Forum/Com-
munity Score Cards

DPCU, District Depart-
ments;  Assembly mem-
bers; Sub District Struc-
tures;  Parliamentarians; 
Development Partners; 
NGOs; Private sector; CSO 
etc

2.
Compilation 
of District 

Profile

Compilation of current Situ-
ational/District profile with 
summary of key develop-
ment problems

Visits to Communities, Review and Update 
existing District Profile, Development of 
Community Maps, Baseline Data and Forma-
tive Assessments, Design and Administration 
of Questionnaires, Conduct Public Hearing on 
Draft Profile

DPCU, District depart-
ments, Sub district Coun-
cils, Assembly members, 
Parliamentarians, repre-
sentatives of civil society 
and private Sector, etc..

3.
Linking iden-
tified ssues 
to the De-
velopment 

Frame work

Harmonised development 
issues linking the identified 
development problems/
issues to the Development 
Framework.

Desk work to link identified problems from 
1 and 2 with the Development framework, 
Focus Group Discussions.

DPCU, District Depart-
ments

4.
Prioritisa-

tion of Iden-
tified Issues

Report on analysis of data 
with list of all Identified 
Issues, confirmation of 
Identified Issues, and agreed 
prioritised problems 

Community Durbars, Structured Question-
naire, Interviews, Participatory Rural Apprais-
al, Pairwise Ranking, Focus Group Discus-
sions, Desk work, Workshop of stakeholders 
(Public hearing) to further discuss the results.

DPCU, DCE; District De-
partments; Sub-District 
Structures; Assembly 
Members; MPs; Tradition-
al Authorities; Develop-
ment Partners; NGOs; 
Private Sector; CSOs; 
Beneficiary Communities; 
Community Leaders; 
General Public

5.
Formulation 

of Com-
posite Pro-
gramme of 

Action

Set and agreed goals and ob-
jectives, trategies formulated 
and projections for each 
sector identified, Refined 
development programmes
Composite Programme of 
Action, An indicative finan-
cial plan

Public Hearing, Workshops, Publication of 
Newsletters and Brochures, Effective use of 
available Community Information Systems 
including Information Notice Boards, Stake-
holder Meetings with Selected Communities

DPCU, District Depart-
ments; Focus Groups 
(men, women, boys and 
girls); CSOs

6.
Approval 
and adop-

tion of Plans 
and budgets

Approved MTDP/ Action Plan
Summary of Action Areas
Publicity Plan

Public Hearing, Stakeholder Meetings, Gener-
al Assembly Meetings, Dissemination of Plans

DPCU, key Stakeholders 
from civil society, Assem-
bly Members; Decen-
tralised Departments; 
DCE; MPs

Framework for the Preparation 
of the District Development Plan
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PARTICIPATORY BUDGET CYCLE
The Participatory Budbet (PB) process involves the participation of people 
and groups at the community level in the form of information/data gathering, 
identification of priority needs and implementation of the plan. This organo-
gram presents simplified stages in the preparation of the Participatory Bud-
geting. 

Source: Adapted from the Participatory Budgeting Toolkit for Local Governments

11c. Participatory budgeting

COMMUNITY LEVEL
The needs are identified and pri-
oritised and with a wide range of 
consultation among community 
stakeholders such as the chiefs, 
Tindana’s (Land owners), Assem-
bly man, community members 
etc. All this information is col-
lected and collated by the DA’s 
budget. officer. 

PB COUNCIL LEVEL
The participatory budget committee 
set up by the DA, carries out a review 
and analysis of the data collected 
from the community members to 
determine its feasibility in terms of 
budgeting and implementation. The 
committee may seek further clarifi-
cation from community members 
on issues from the field and building 
consensus with what can be budget-
ed forBased on consensus a draft PB is 
developed and sent to the DA.

DISTRICT ASSESSEMBLY 
LEVEL
The budget is fine-tuned to ensure 
that it reflects the needs and aspi-
rations of the community and it is 
sanctioned by various sub-commit-
tees. It is presented as a comprehen-
sive plan to the General Assembly 
of the DA for it to be debated and 
approved for adoption and imple-
mentation. Once the approval is 
given, the budget officer can begin 
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Framework for the Preparation of the 
Participatory District Budgeting

11c. Participatory budgeting

BUDGETING
 PROCESS ACTIVITY METHOD/TOOLS/ CHOICES

TARGET/
PARTICI-
PANTS

 
1.

Budget For-
mulation

1.Creating Aware-
ness

What: introduce budget schedule to citizens
How: FGD, radio programmes, mobile vans Citizens, DPCU, 

NCCE, CUs

2.Data Collection 
and Analysis

What: Ascertain needs and resources available
How: Questionnaires, interviews, meetings, observa-
tion, secondary sources (GLSS, poverty profiles)

DPCU, Statistical 
Officer, revenue 
collector

3.Review and Pri-
oritization

What: Reviewing policy, programme, guidelines.
How: Round table discussion, ranking

Citizens (reps), 
Area Council 
chairpersons, 
DPCU

4.Budget Projec-
tions (Fee-fixing)

What: Fee-fixing consultations
How: publicize fee-fixing resolution

Citizens/ Rate Pay-
ers, DPCU, CU

5.Drafting Budget

What: Public Budget Hearing
How: present budget summary, Q&A, consider sugges-
tions for improvement. Area councils or District wide

Citizens, DPCU, 
CU

2.
Debate, Ap-
proval and 
Gazetting

6.Approval/ Adop-
tion of Budget
7.Gazetting and 
Dissemination

What/ How: Assembly meeting, Application letters to 
Government Press, disseminate using notice boards, 
etc

Citizens, DPCU, 
CU

3.
Implementa-

tion

8.Procurement

What: Publication. (1) Invitation of Tender, (2) Opening 
of Tender, (3) Evaluation of Tenders (4) Award – letters 
to winner/ losers copied to Budget Officer and citizens, 
(5) Signing of Contract.
How: newspaper and radio programmes to publicise 
contract award procedures; open signing of contracts

TA, CU, DA

9.Disbursement

What: provide information on disbursement to DCD, 
PM, Assembly Members, etc. on DACF allocations/ 
receipts and/or citizens
How: 1. Constitute working groups on how to disburse 
DACF, 2. Notice Boards at the Assembly, project and 
progress reports

DA (works 
sub-committee), 
DCD, PM, DPO, 
DFO

10.Work-In- Prog-
ress/ Completion

What: observe/ visits, Site meetings, communal labour
How: Involve / employ local hands
Inspection Team – Handing over to community

DA (works 
sub-committee), 
DCD, PM, DPO, 
DFO

4.
Audit and 
Control

11.Indicators: 
input, output, out-
come and output

What: Stakeholder involvement in the selection of 
indicators for measuring performance
How: Stakeholders involvement in M&E Data collection

DA, Citizens, 
CSOs, Depts of 
the DA
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11d. Participatory monitoring and evaluation

MONITORING 
 PROCESS ACTIVITY/OUTCOMES METHOD/TOOLS/ CHOICES TARGET/

PARTICIPANTS

1.
Project Iden-
tification and 
Preparation

Developing a stakeholder Expecta-
tion Matrix  with Project’s goals and 
objectives reflect ing the needs of 
all stakeholders
Baseline study measuring the base-
line data against results

Baselines study informed by input from 
key stakeholders to identify the potential 
impacts of project intervention on gender 
and vulnerable groups.
Identify pro-related goals and priorities 
based on available information and consul-
tation with stakeholders
Assess the institutional capacity for 
integrating participatory approaches into 
development activities.

PPCU, District De-
partments;  Assembly 
members; Sub District 
Structures;  Revenue 
Collectors  Develop-
ment Partners; NGOs; 
Private sector; CSO

2.
Design and 
Appraisal

Set an M&E system
Identify M&E indicators and data 
collection methods/tools in consul-
tation with stakeholders that reflect 
gender outcomes and impacts
Deveop a credible implementation 
plan which benefits all stakeholders
Develop a performance review 
report and monitoring report.

Set up a monitoring and evaluation sys-
temAdopt the Logical Framework, Identify 
and select key gender-sensitive indicators 
for input, output, outcome and impact
Ensure stakeholder needs are integrated 
into goals and objectives, plan for develop-
ing capacity, bevelop/select the “best” data 
collection methods and decide on timing.

DPCU, District De-
partments;  Assembly 
members; Sub District 
Structures;  Revenue 
Collectors  Develop-
ment Partners; NGOs; 
Private sector; CSO

3.
Implementa-

tion

Develop a  supervision report, a 
performance review  report, and a 
monitoring report with gender-sen-
sitive and sex disaggregated data 
collected to keep track of inputs
Inovolve local NGOs, research 
institutes, etc., in monitoring the 
progress of the project 
Results/findings disseminated and 
consulted 

Carry out capacity development exercises 
for integrating, and for monitoring and 
evaluating participation related issues.
During Supervision: Collect gender-sensi-
tive data based on the selected indicators
Monitor the progress against targets set for 
the period under evaluation, and feedback 
results into the system to allow for mid-
term corrections.
During Mid-term Evaluation: Assess prog-
ress and make corrections if needed to 
obtain expected outcomes.

DPCU, District De-
partments;  Assembly 
members; Sub District 
Structures;  Revenue 
Collectors  Develop-
ment Partners; NGOs; 
Private sector; CSO

Framework for the Monitoring and Evaluation of 
Plans and Budgets

MONITORING AND EVALUATION (M&E) 
The DMTDP is monitored, evaluated and reported guided and regulated by the NDPC M&E Guidelines. The 
DPCU co-opts representatives from other sector agencies, private sector and civil society organizations for 
M&E input. The District Coordinating Director leads the group and is responsible for convening meetings, 
issuing of circulars to the decentralised sector agencies, etc. The District Planning Officer acts as the secretary 
and responsible for documenting all M&E working sessions, ensuring participation of all stakeholders, etc. 
There should be gender balance in the membership of the group. To fulfil its M&E functions, the DPCU has 
the role and resposability to: (1) develop and implement District M&E Plans, (2) convene quarterly DMTDP 
performance review meetings with stakeholders, including representatives of NDPC and RPCU, (3) undertake 
periodic project site inspections, (4) liaise with RPCU to agree on goals and targets, (5) define indicators for 
measuring change as per the development framework, (6) collect and collate feedback from the sub-district 
levels for preparation of the District APR, (7) facilitate dissemination and public awareness creation on devel-
opment framework, Annual Progress Reports and other NDPC documents at district and sub-district levels, 
(8) provide support to GSS to undertake district level Core Welfare Indicators Questionnaire (CWIQ) and other 
national surveys and census, produce District Annual Progress Reports and make recommendations for poli-
cy review, (9) Conduct Mid-term and Terminal Evaluations of the DMTDP.
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HOW TO PARTICIPATE IN LOCAL GOVERNANCE

11d. Participatory monitoring and evaluation

PARTICIPATING IN DEVELOPING PLANS AND BUDGETS
Stakeholders at the grassroots level have the right to participate in the 
development of the District and Sector Medium-Term Development Plans 
(SMTDP) and budgets by participating in the provesses and activities such 
as development of the district profile with data on community needs and 
priorities, contributing to the development of Community Action Plan 
(CAPS), participating in meetings and public hearings to discuss and provide 
feedback to the plans and budgets. 

PARTICIPATING IN MONITORING AND EVALUATION
Stakeholders at the grassroots level responsible for monitoring and evalua-
tion include community level institutional structures, namely: Unit Commit-
tees, Town/Area Councils, Traditional Authorities, Assembly Members, and 
Department of District Assemblies, NGOs, etc. They are directly responsible 
for the day to day monitoring of development projects and programmes at 
their community levels. There is often a high level of interest among these 
groups since they are the direct beneficiaries of such programmes and 
projects.

Community members who are the direct project beneficiaries, demand ac-
countability and support data collection through fora and other community 
meetings. In some case Community Implementation Committees (CIC) are 
formed with representative from each section of the community to monitor 
the implementation of the projects or programmes. A community member 
is also selected to be on the District Assembly Monitoring Team for Monitor-
ing purposes.]

PARTICIPATING IN PUBLIC HEARINGS
The new Development Planning System in Ghana recognizes community 
participation as an essential and integral part of effective development 
planning. In pursuance of this objective, the Guidelines for the Preparation 
of DMTDP in line with Section 3, subsections 1, 2 and 3 of the National De-
velopment Planning (System) Act, 1994 Act 480, spells out the main tenets 
of this community participation as follows: 
a) It is required that a District Assembly should conduct a public hear-
ing of District Development Plans before such Plans are adopted. 
b) Sub-district local authorities (such as town or area councils, the Unit 
committee, etc.) or a local community which have been authorized by the 
District Planning Authority to prepare a sub-district plan or a local action 
plan must also conduct public hearing(s) before the adoption of such plans. 
c) A written report on the public hearing(s) - including written sub-



57

11e. Community Action Plan (CAP)

Role of CSO in the Annual Action Plan (AAP) and 
Community Action Plan (CAP) preparation
Preparation of District Annual Action Plans 
The development of an AAP requires that a composite District Plan of Action (PoA) is developed. All Dis-
tricts or municipalities in preparing the DMTDP are required to prepare broad composite PoA, covering 
the 4-year planning period. The PoA of the DMTDP under the Development Framework should consists 
of a prioritised set of activities for the achievement of the goal and objectives as well as the location, 
indicators, time schedule, indicative budgets, and implementing agencies (Lead/Collaborating and their 
expected roles). This information is necessary for monitoring and evaluation purposes.

The PoA is further extracted to produce the annual plans to be implemented with much emphasis on 
activity based programmes and projects. The composite District PoA should be phased out into Annual 
Action Plans to be implemented by the Departments and Agencies of the DAs, NGOs, Private sector and 
the Communities. Implementation involves translating the plan into real actions to achieve the set objec-
tives.  The preparation of the AAP should take into consideration the following:

• what action to be taken, 
• where should the action be  
• who to take that action,  
• at what time, and  
• who is the responsible or principal action agent, as well as  
• collaborating agent (s) including development partners and their roles and  

Template: Annual Action Plan

Activities Location Outputs/
indivators Time schedule quarter Annual Budget Implementation 

agencies
1st 2nd 3rd 4th External Internal Lead Collaborating
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11e. Community Action Plan (CAP)

A checklist of data/information from the urban/
town/area council for the development of a CAP
In the profiling of the District/Municipality, community members and CSOs are consulted through var-
ious community entry skills and assisted to identify and priorities their needs. Through this process the 
CAPs are developed. It is important to also note that the CAPs also feed into the PoA and subsequently 
AAPs. The following is a step by step process for the development of the CAPs. 
 1. A set of prioritized Urban/Town/Area levels needs (i.e. the Needs Prioritization Matrix described be-
low)
2. Key development problems underlying each need. This should be a summary of all the community 
problems submitted by the unit committees.
3. In addition, the Urban/Town/Area Council School indicates the most critical development concerns 
of its areas of jurisdiction. Which parts of the Town or Area are the most deprived; the nature, causes 
and effects of the deprivation; disadvantage or marginalized groups; natural or ecological constraints 
to development etc:
4. Major ecological activities and their potentials for growth and poverty reduction
5. Existing development activities potentials in the Town or Area
.6. Copies of raw data received from the units
7. Any comments

EXAMPLE OF NEEDS PRIORITISATION MATRIX

NEED IN THE COMMUNITY 1st 2nd 3rd 4th LEVEL RANKING

Construction /rehabilitation of 
school Blocks

Provision of public Toilets

Provision of Health Facilities



59

COMMUNITY ACTION PLAN (CAP) TEMPLATE (a)

11e. Community Action Plan (CAP)

1. LIST OF PRIORITISED NEEDS IN THE TOWN/AREA

NEED IN THE COMMUNITY 1st 2nd 3rd 4th LEVEL RANKING

2. KEY DEVELOPMENT PROBLEMS UNDERLYING EACH NEED
Write a summary of the community problems
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4. ECOLOGICAL ACTIVITIES AND POTENTIAL FOR GROWTH AND 
POVERTY REDUCTION

5.EXISTING DEVELOPMENT ACTIVITY POTENTIAL IN THE AREA

3. MOST CRITICAL DEVELOPMENT CONCERNS IN THE AREA
Indicate Parts of the town/community that are most deprived, Nature, causes and effects of the 
deprivation, Disadvantage or marginalized groups; Natural or ecological constraints to develop-
ment etc:
Parts of the town/community that are most deprived

Nature, causes and effects of the deprivation

Disadvantage or marginalized groups

Natural or ecological constraints to development etc:

COMMUNITY ACTION PLAN (CAP) TEMPLATE (b)

11e. Community Action Plan (CAP)
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12. Analysing stakeholders and power

ANALYSING STAKEHOLDERS AND POWER
EXCERCISE: Map the stakeholders connected to the issue you would like to adress and place 
them in the following categories based on their power and relation to the issue. The stakeholders at 
the intersection of the three circle are strategic targets to influence with the campaign.
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13. Advocacy campaign tactics

ADVOCACY CAMPAPIGN TACTICS
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13. Advocacy campaign tactics

ADVOCACY CAMPAPIGN TACTICS
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14 Advocacy messages

ADVOCACY MESSAGES
Advocacy campaigns need to convey persuasive information through advocacy messages. The 
way the evidence is presented is critical as it needs to draw the attention and influence of policy 
makers, the media, other opinion leaders, and the public to take action. Good advocacy messages 
make the campaign communication more focused and effective. Repeating advocacy messages 
multiple times will increase the change that the public will notice it and respond favorably to it.
Here is a possible way to organise advocacy messages.
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18. Action Plan template

ACTION PLAN TEMPLATE
TEAM & CONTACTS

ISSUE

OBJECTIVES

TARGET AUDIENCE

MAIN ACTIVITIES 
(What, who, when, 
and how)

CHALLENGES/ 
RISKS

EVALUATION
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19. Campaign monitoring and evaluation

CAMPAIGN MONITORING AND EVALUATION

INDICATOR WHAT DID WE 
PLAN?

WHAT DID WE 
ACHIEVE? NEXT STEPS?

CAMPAIGN 
OBJECTIVE

INFLUENCING 
THE TARGET

CAMPAIGN 
ACTIONS AND 
MILESTONES

ENGAGEMENT 
OF ALLIES AND 
COMMUNITY

Monitoring and Evaluations is an integral 
part of ensuring that a campaign is suc-
cessful. In order to make an M&E plan for a 
campaign it is important to create key indi-
cators (based on the campaign objective) 
which will help track progress. Monitoring: 
Is done throughout the campaign process 
though debriefings and feedback after each 
event. Evaluation: Is done at the end of a 
campaign and it focuses on whether the goal 
of the campaign was achieved, whether the 
strategies were effective, what were the main 
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