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CHECKLIST FOR ORGANIZING AN ACTIVITY FROM
A TO Z

Tool

Type of tool : checklist

Date of creation : 2024

Created by : Forum des Jeunes (de la 
fédération Wallonie-Bruxelles)

Full original toolbox (french) : 
https://forumdesjeunes.be/wp-content/uploads/2024/09/FDJ_Toolkit

_Inclusion_WEB.pdf      

DESCRIPTION
To define the activity and give it meaning, it is essential
to build it based on the needs and interests of the 
target audience and its immediate environment. In the 
case of a partnership, the activity must be co-
developed with the partner organization.

Once the activity is defined, it's important to prepare it 
in advance, adapt it accordingly, and follow up 
afterward. The elements listed reflect, in part, the 
conditions necessary for inclusive participation. They 
should be adjusted according to the activity's context.
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Before the Activity
 Identify  potential  risks  and  plan  alternatives  (psychological,  physical,  and

organizational).
 Identify different possible levels of engagement (depending on participants’ profiles).
 Learn about participants’ profiles and needs and adapt the activity if necessary.

Before starting the activity
 Inform  participants  (required  involvement,  possible  levels  of  engagement,  activity

process and goals, etc.).
 Establish trust with participants (using an icebreaker) to empower them to speak and

participate.
 Find your stance as a facilitator—one in which you feel comfortable.
 Set clear ground rules and ensure they are respected to protect participants' integrity.
 Create a friendly and welcoming atmosphere.
 Organize the logistics of the activity.

During the activity
 Plan  and implement  various  facilitation  methods  to  maintain  interest,  both  in  the

activity itself and in sequences of activities.
 Value and encourage participation and contributions from all participants.
 Adapt to the needs and interests of the youth, within the boundaries of the planned

framework.

At the end of the activity
 Collect feedback from participants and have them evaluate the activity.
 Follow up on their participation and contributions; communicate what has been done

with their input.
 Provide  support  based  on  participants'  needs  (escort  to  the  train  station,

accommodation, etc.).

Indicate  here  any  other  items  to  be  checked  for
organizing your activity:


