
THE INSTITUTE FOR SUSTAINABLE COMMUNITIES(ISC) is an independent, nonprofit
organisation that provides training, technical assistance, and financial support to
communities. The mission of ISC is to promote environmental protection and economic and
social well-being through integrated strategies at the local level. ISC projects emphasise
participating actively in civic life, developing stronger democratic institutions, and engaging
diverse interests in decision-making. Since its incorporation in February of 1991, ISC has
managed more than 30 international projects designed to promote sustainability in 14
countries with support from private foundations and the U.S. Government. ISC is based in
Montpelier, Vermont with offices in Russia, FYR Macedonia and Bulgaria. ISC strengthens
communities by developing future-oriented solutions to pressing local problems in the
following core areas: community action, education for sustainability, strengthening the
institutions of civil society, and improving policy and practice.

THE REGIONAL ENVIRONMENTAL CENTER FOR CENTRAL AND EASTERN EUROPE
(REC) is a non-partisan, non-advocacy, not-for-profit organisation with a mission to assist
in solving environmental problems in Central and Eastern Europe (CEE). The Center fulfils
this mission by encouraging cooperation among non-governmental organisations, govern-
ments, businesses and other environmental stakeholders, by supporting the free exchange
of information and by promoting public participation in environmental decision-making. 

The REC was established in 1990 by the United States, the European Commission and
Hungary. Today, the REC is legally based on a Charter signed by the governments of 27
countries and the European Commission, and on an International Agreement with the
Government of Hungary. The REC has its headquarters in Szentendre, Hungary, and local
offices in each of its 15 beneficiary CEE countries which are: Albania, Bosnia and
Herzegovina, Bulgaria, Croatia, Czech Republic, Estonia, Hungary, Latvia, Lithuania, FYR
Macedonia, Poland, Romania, Slovakia, Slovenia and Yugoslavia.

Recent donors are the European Commission and the governments of Albania, Belgium,
Bosnia and Herzegovina, Bulgaria, Canada, the Czech Republic, Denmark, Estonia,
Finland, Germany, Italy, Japan, Latvia, Lithuania, the Netherlands, Norway, Poland,
Slovakia, Slovenia, Sweden, Switzerland, the United Kingdom, the United States and
Yugoslavia, as well as other inter-governmental and private institutions.
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This Trainers’ Handbook is designed to accompany the Guide to Implementing Local
Environmental Action Programmes in Central and Eastern Europe, prepared by the Institute
for Sustainable Communities in cooperation with the Regional Environmental Center for
Central and Eastern Europe (REC) and funded by the United States Environmental
Protection Agency (U.S. EPA) in cooperation with the United States Agency for International
Development (USAID). The guide was prepared to assist municipal government officials,
representatives from non-governmental organisations, and ordinary citizens to better manage
environmental issues at the local level. It is intended as a preliminary and introductory refer-
ence on basic planning methods and tools that have been used by some local governments and
citizens’ groups in Central and Eastern Europe, and is designed to provide a step-by-step
“how-to” approach to developing and implementing Local Environmental Action
Programmes (LEAPs). This Trainers’ Handbook is geared toward individuals who will train
people at the local level to implement LEAPs. 

This handbook includes a suggested set of workshop goals and agendas. The bulk of the
handbook is devoted to providing guidance to trainers on each component of a LEAP,
including a summary of basic talking points, suggested activities for small-group work
sessions, and slides for presentation purposes. 

While we recommend that you consider each of the steps described here, this handbook is
not intended as a strict “cookbook” that must be adhered to precisely. Rather, your training
team will need to design a LEAP to meet local circumstances, needs and priorities. You will
need to define your own process. This means adapting materials from this handbook and the
guide as well as other relevant guidance documents to create a process that works for the
specific situation in your country. 

Preface
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A C R O N Y M S  A N D  A B B R E V I A T I O N S

CEE Central and Eastern Europe

EAP Environmental Action Plan

EIA Environmental Impact Assessment 

ISC Institute for Sustainable Communities 

LA21 Local Agenda 21

LEAP Local Environmental Action Programme

MET Monitoring and Evaluation Team 

MOA Memorandum of Agreement 

NEAP National Environmental Action Programme

NGO Non-governmental organisation

RFP Request for proposal

SWOT Strengths, weaknesses, opportunities and threats analysis

TAC Technical Advisory Committee

USAID United States Agency for International Development

U.S. EPA United States Environmental Protection Agency



This course is composed of five workshops and is designed to assist individuals working at
the community level on how to implement LEAPs. LEAPs involve setting environmental
priorities and selecting the most appropriate actions for addressing priority environmental
issues in the community. LEAPs are founded upon meaningful public input in local govern-
mental decision-making. They provide a forum for bringing together a diverse group of
individuals with different interests, values and perspectives. These individuals work together
over a 12 to 24 month period — in partnership with the local government — to forge a
consensus on recommended priorities and actions for addressing environmental concerns in
the community. These recommended priorities and actions are compiled in an environmental
action plan that serves as a blueprint for future environmental investments in the commu-
nity. Recommendations from the environmental action plan are then incorporated into the
decisions of the municipal council and other implementing bodies.

We are inviting individuals from communities throughout the country (region) to participate
in a series of workshops over an 18-month period. These teams will consist of four or five indi-
viduals from each community composed of representatives from the municipality, local
environmental NGOs, the scientific/academic community and industry/business. After partici-
pating in the workshops, each team will then be responsible for helping to guide the LEAP in
their community. Four or five communities will be invited to participate in each course. 

These workshops will provide an opportunity for participants to learn the LEAP method-
ology, obtain first-hand knowledge about previously implemented LEAPs, share experiences
and design a strategy for implementing LEAPs in their own communities. Participants will
work on environmental issues facing their own communities. At the conclusion of each
workshop, participants will receive “assignments” or a list of activities to undertake until the
next workshop.

This course will consist of five distinct workshop sessions that will cover the following topics: 

Workshop 1 — LEAP Overview and Getting Started 
Benefits of undertaking a LEAP, overview of LEAP process, conducting a public outreach
campaign (and selling the LEAP to your community), forming a stakeholder group, organ-
ising a kick-off conference and developing a community vision.

Workshop 2 — Assessing Issues and Setting Priorities 
Overview of conducting an environmental issues assessment, using risk as a foundation for
setting environmental priorities, collecting and assembling the data, characterising environ-
mental issues, and setting environmental priorities.

Sample Course Description 
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Workshop 3 — Developing an Environmental Action Plan 
Function of an action plan, defining environmental goals and targets, choosing indicators,
identifying and selecting actions, establishing decision-making criteria, and preparing the
action plan.

Workshop 4 — Implementing Actions
Identifying and securing the participation of implementing institutions, preparing project
financing plans, integrating plan recommendations into municipal planning processes,
collecting data on baseline conditions, using different evaluation techniques and utilising
evaluation results. 

Workshop 5 — Monitoring and Evaluating Results
Collecting data on baseline conditions, using different evaluation techniques, utilising evalu-
ation results and communicating results to the community. 

Workshop participants will practice group process and team-building skills with other
members of their team through small-group interaction. These small-group sessions will
provide an opportunity for participants to apply the knowledge and approaches learned
during the workshop to their own community.
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1.  To strengthen the ability of workshop participants to undertake LEAPs 
in their own communities by:

• providing information on the basic components of a LEAP, including organising a
citizens’ stakeholder group, assessing a community’s environmental issues and setting
priorities, involving the public, developing an action plan, implementing actions, and
monitoring and evaluating results;

• sharing experiences from previous LEAPs from which participants can draw ideas and
techniques applicable to their own communities; and

• facilitating a process through which participants practice the application of the LEAP
methodology for their community.

2.  To increase individual and group skills that will enable participants to work
as team members and in community organising and leadership roles.

3.  To foster coordination and communication among the diverse sectors within
each participating community by: 

• bringing together a diverse group of individuals including municipal officials, NGO
representatives and business and academic leaders; and

• explaining specific techniques that local organisers can use to identify the various
stakeholders, increase public involvement and input and encourage cooperation
among different organisations and interest groups.
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Workshop Goals and Objectives 
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Workshop 1
LEAP OVERVIEW AND GETTING STARTED  

8:30 Registration and refreshments

9:00 Welcome and introductions

•  Workshop goals and overview 

•  Introductions and expectations of participants 

•  Overview of the day 

9:30 Icebreaker activity 

9:45 LEAP overview 

•  Why undertake a LEAP? 

•  LEAP goals, scope and major phases 

•  Discussion

10:15 LEAP case study

•  Presentation by representative(s) from community with LEAP experience  

•  Discussion

11:00 Break
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Sample Workshop Agendas
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11:15 LEAP context 

•  Country-specific context for conducting LEAPs

•  Local government environmental responsibilities 

•  Legal context for environmental decision-making 

•  Discussion

12:30 Lunch

1:30 How to start a LEAP in your community

•  Collaboration: a new model for local decision-making

•  What is a stakeholder group? How to get stakeholders involved? 
Who are the stakeholders in a LEAP? 

•  Proposed LEAP organisational structure 

•  Small-group work session during which participants either:

a) define LEAP scope and goals; 

b) inform and reach out to potential stakeholders; or 

c) develop start-up work plan and budget

•  Groups report back

3:00 Break

3:15 Community vision

•  What is a community vision and why create one? 

•  Elements of a community vision 

•  How do you create a community vision?

•  Small-group work session: Create a vision for your community

•  Groups report back

4:45 Wrap-up

5:00 Adjourn



Workshop 2 
ASSESSING ENVIRONMENTAL ISSUES AND SETTING PRIORITIES  

9:00 Welcome and preview of the day

9:15 Environmental issues assessment and priority setting

•  What is an environmental issues assessment? 

•  Why set environmental priorities? 

•  Factors to consider in deciding whether to set priorities

•  Small-group work session: Issue assessment methodology and determine
scope of issue assessment

•  Groups report back

10:45 Break

11:00 Assessing environmental issues

•  Select appropriate methodology

•  Determine scope of issue assessment

•  Characterise environmental issues

•  Comparative risk analysis using risk as a foundation for priority setting

•  Small-group work session: Identify and characterise environmental issues in the
community

•  Groups report back 

12:45 Lunch

1:45 Nuts and bolts of data collection 

•  How much data is enough?

•  What data do you need to collect? 

•  What actions can be taken when there is a lack of data? 

•  What are some data challenges and obstacles? 

•  Small-group work session: Determine data needs and address data obstacles

•  Groups report back
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3:15 Break

3:30 Finalising assessments and setting environmental priorities 

•  What comprises a good environmental assessment? 

•  Ranking issues versus setting priorities for action 

•  Proposed procedure for setting priorities for action 

•  Small-group work session: Prepare environmental issue assessment

•  Groups report back

5:00 Wrap-up 

5:15 Adjourn
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Workshop 3
DEVELOPING AN ENVIRONMENTAL ACTION PLAN  

9:00 Welcome and preview of the day 

9:15 Overview of basic steps in developing an environmental action plan

9:30 Setting goals and targets, and selecting indicators 

•  What are goals?

•  How do you establish measurable targets? 

•  Role of indicators; what are measures of good indicators? 

•  Small-group work session: Set goals and objectives, and select indicators

•  Groups report back

11:00 Break

11:15 Assessing community management practices 

•  Why assess your community’s management practices? 
What are the community’s capabilities to address environmental issues? 

•  Conduct a SWOT (strengths, weaknesses, opportunities and threats)
analysis

•  Small-group work session: Conduct a SWOT analysis for your selected
environmental issue

•  Groups report back

12:30 Lunch

1:30 Identifying actions and evaluation criteria

•  What are basic types of actions that a community can undertake, 
e.g. education, economic incentives? 

•  What is pollution prevention? 

•  Role of evaluation criteria, selecting relevant criteria 
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•  Small-group work session: Identify potential environmental actions 
and select evaluation criteria

•  Groups report back

3:00 Break

3:15 Selecting actions and preparing the action plan

•  Evaluating and selecting strategies

•  Exploring “win-win” opportunities 

•  Basic components of the Environmental Action Plan

•  Small-group work session: Select environmental actions

•  Groups report back

4:45 Wrap-up 

5:00 Adjourn
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Workshop 4 
IMPLEMENTING ACTIONS  

9:00 Welcome and preview of the day 

9:15 Overview of basic steps in implementing actions 

9:30 Identifying and evaluating implementing institutions 

•  Who should be involved in implementing actions?

•  What are appropriate roles for the private sector? 
What are the advantages and disadvantages? 

•  What are appropriate roles for NGOs? 
What are the advantages and disadvantages?

•  Small-group work session #1:  Identify potential implementing institutions
and evaluate opportunities for working with private sector and NGOs

•  Groups report back

11:00 Break

11:15 Reviewing organisational structures for implementation 

•  What are the existing organisational structures in place to manage each
priority environmental issue? What new structures are needed to 
effectively manage/address each issue?

•  What role should the stakeholder group play in ensuring effective 
implementation? 

•  What is an implementation group? What role can it play in 
implementation? 

•  Small-group work session #2: Review existing organisational 
structures, determine future role of stakeholder group, and establish 
implementation groups

•  Groups report back

12:00 Lunch
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1:30 Preparing project implementation plans and budgets

•  What is a project implementation plan? What is the value of preparing
one? How is it prepared?

•  What is the relationship between a project implementation plan 
and a budget? 

•  How do you prepare a budget? 

•  Small-group work session #3: Prepare project implementation plan 
and budget 

•  Groups report back

3:00 Break

3:15 Preparing a project financing plan 

•  What is a project financing plan? 

•  What are the major components of a project financing plan 
and how do you prepare one? 

•  What are sources of capital funding for environmental investments? 

•  Small-group work session: Address key questions in preparing 
a project financing plan

•  Groups report back

4:45 Wrap-up

5:00 Adjourn
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Workshop 5 
MONITORING AND EVALUATING RESULTS

9:00 Welcome and preview of the day 

9:15 Overview of basic steps in monitoring and evaluating results 

9:30 First steps: Review targets and indicators, establish reporting 
procedures and collect baseline data

•  Taking a second look at targets and indicators 

•  What is involved in establishing a reporting framework?

•  Some guidance in collecting data 

•  Small-group work session: Review targets and indicators, 
establish reporting procedures, and collect baseline data

•  Groups report back

11:00 Break

11:15 Evaluate results, utilise evaluation results and report results to 
the community 

•  What comprises an effective evaluation? 

•  What are some considerations in developing an evaluation approach? 

•  Small-group work session: Develop an evaluation approach 
for implementation

•  Groups report back

12:30 Training evaluation 

1:00 Lunch

2:00 Adjourn
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