	Ketso BASICS Worksheet – Blank template 

	BASICS – Beginnings

	Focus / title of the Workshop:

Aims of the workshop:

Nature of participants:

·   

	BASICS – Activities

	· Ketso used to gather ideas from everyone

· Make sure there is time to share ideas and learn from different tables

	BASICS – Sequencing

	· Start with considering the positive, then move to negative considerations

· Do some creative thinking before looking at the problems.

· Allow time to come up with solutions to problems.

· Identify and prioritise actions.

	BASICS – Inputs

	· Decide if to use pre-prepared branches to stretch the range of possibilities that participants consider 

· 

	BASICS – Conclusions

	 Key take away messages

What will happen to the outcomes?

·  

	BASICS - Skippables, Squashables & Supplements

	· 


Overview Workshop Plan – adapt to suit
	Overview Workshop Plan                  2 hours

	
	Stage of Workshop
	Adjustment
	Time
	Duration

	1
	Introductions 
	
	> Insert start time here <
	5

	
	· aims of the day, overview of process, bell (if used)
· Ketso – hands on kit for creative group work
	

	2
	Warm up exercise (e.g. What would  success look like?)
	
	
	5

	
	· Brief warm up exercise, 3 leaves each, back of Ketso Planner / or on a mini Ketso if you have them (and are using them to hide the branches)  
· 
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	3
	What is / has been working well?
	
	
	10

	
	· Ketsos on the table, pre-prepared and folded over – or with mini Ketsos on top – see Ketso & Workshop Checklist on pg. 7 for branch themes and legend
· remove the mini Ketso after giving people a brief time to write ideas on their own, start to place  leaves near the branches where they seem to fit, add more as go along 
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	4
	Creative possibilities for the future
	
	
	10

	
	· start with time on own to develop ideas, then share them with the group
· 
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	5
	Table swap – what is important?
	Skippable
	
	10

	
	· 5 icons per group, comments cards - questions/comments/why important
· after a several minutes to review the other table’s work (if there are more than 2 tables, go do a different table than last exercise)
· participants go back to their own table to see what other group thought
· you can skip this if there is just one team
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	6
	Break
	
	
	10

	7
	What are the key challenges?
	
	
	10

	
	· what areas could be improved on? What are the key challenges we face? 

· 
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	8
	Solutions to challenges
	Squashable
	
	10

	
	· 
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	9
	Identifying priorities
	
	
	5

	
	· start with 1-2 icons per person, placed without discussion (if enough time)
· then as a group re-arrange the icons and decide on priorities 
· warning triangles can show areas of disagreement
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	10
	Developing goals
	
	
	10

	
	· go back to early ‘visions of success’ – see where these fit

· what goals are suggested by the icons (priorities)? Use yellow leaves
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	11
	What do you need to do to achieve the goals?
	Skippable
	
	5

	
	· how can you achieve your vision?
· 
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	12
	Action planning
	Skippable
	
	20

	
	· Use Ketso Grid, comments cards for time frame across the top

· Locate goals along time frame, green leaves for actions
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	13
	Next steps
	
	
	5

	
	· Each person writes names on comments cards, place on workspace next to relevant actions to show their next steps. 

· Also use an icon if there are already a lot of cards on the plan. 
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	14
	Sharing ideas
	
	
	5

	
	· ask for feedback on a key idea per table in plenary, or have a general discussion of ideas that have developed, questions, etc. if there is just one table.
	


