Practical Tips
Practical Tips for Designing a Co-design
Workshop
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Practical Tips
‣

Ensure instructions are clear and visible to all. People will
want to refer back to ensure they are on track (e.g., post them
up on the wall near each group)

‣

People have a spatial memory. It can help to leave things up
on the wall in the same place for people to refer back to.

‣

It can help to get people to generate ideas or responses on
their own ﬁrst, e.g. using Post-It notes, before moving into a
group space

A Balanced Agenda

‣

Balance between stimulus and overload. Once you have a rough
outline, think about how the day is paced. Is there the right balance
between activities and discussions, breaks and energisers?

Use tools like Post-It notes that can be moved around by
participants and re-organised

‣

Have groups use big pieces of paper and large scale writing –
so that everyone can contribute and see

Appropriate Framing

‣

Have all the props and materials nearby and ready

The framing of the questions and activities will shape how people
participate. They need to be at the right level for people to be able
to easily understand the goal of the activity and what they are
trying to do. It is a ﬁne balance between setting direction
(orientating the activity towards the topic) without directing the
outcome. If participants can’t make sense of an activity, or it needs a
lot of additional explanation, this can break trust and have an
impact on the momentum of the workshop.

‣

Keep people’s energy up with regular breaks (approx. every
90 minutes). Provide food and water, especially if in an air
conditioned place where people can get tired and
dehydrated easily

‣

Set ground rules e.g., are mobiles ok? Say how you will be
supporting participation from all people in the room?

‣

Where appropriate a note keeper who is transcribing as you
go can help speed up processing after

‣

Design templates in such a way that they transfer most easily
into the deliverables that you need

‣

Check out the room prior to see how the space will work and
make sure there is enough wall space

Designing a workshop is an iterative process. A good way to start is
by ﬂeshing out some key activities, and the outcomes they might
enable. Review these in line with the objectives of the workshop
and identify which activities have the most potential to enable
your objectives. Begin working these into an actual agenda,
thinking through timing, ﬂow and the speciﬁc inputs and outputs of
each activity. Consider the following points as you do so.

Diversity
Ensure everyone can contribute. Diverse methods will help to cater
for the diﬀerent strengths and communication styles of attendees.
Space for discussion, reﬂection & creativity
Remember to allow enough time for discussion after each activity.
Much of the sharing and idea building can happen in this space
and it is important to give participants the opportunity to connect
and build on each other’s ideas. It can be useful to have structured
feedback e.g., if presenting concepts or scenarios, people might
write down one thing they would keep about the proposal and one
thing they would change. This way, aspects of scenarios or
prototypes can be combined or built upon in the next activity.
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