PREPARING AN INCLUSIVE
WORKSHOP

@ CHECKLIST
IDEA

Date and place: identify the location and date for the workshop

Define objectives: clarify the challenge and what you want to achieve with the workshop.

Select participants: include people with disabilities, educators, and stakeholders with diverse skills.
Identify and map every stakeholder.

Accessibility check: ensure the venue, tools, and materials are accessible (physical access,
communication, easy-read materials, sign language if needed).

Set ground rules: respect, listening, confidentiality, equal participation.
Plan icebreakers: storytelling circle, simple drawing exercise, or empathy game to create trust.

Shadowing: If necessary, get ready for a shadowing session with PWDs

‘Warm-up: short activity to energize the group and establish openness.
Introductory Call: explain the purpose of the workshop and align expectations

Shadowing & needfinding: bring field research or sharing of lived experiences by people with
disabilities.

Workshop activities: co-design exercises (brainstorming, mapping, prototyping).

Show-off: present results to the group, highlight both successes and learnings.

Documentation: photos, notes, or visual maps to record outputs.
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