
REQUIREMENTS FOR ONLINE COLLABORATIVE SPACE
CREATION ON LEARNING LAB 

This guidance document explains the minimum requirements that USAID’s Bureau for Policy, Planning, and Learning considers 
necessary for a sustainable online collaborative space to be created on Learning Lab. Please refer to the guidance documents 
available on the Learning Lab site for additional recommendations and tips on online facilitation, subgroup creation, and other 
topics that we hope will prove valuable as you start and develop your collaborative space. Thank you for your interest in 
USAID’s Learning Lab website. 

1. A clear and well articulated objective

To create an online collaborative space on Learning Lab, the group, including the facilitator and core members, must 
have a clear understanding and articulation of the group’s purpose, objectives, and desired outputs, along with a 
timeline. This will help guarantee that outreach efforts to attract members truly respond to the question: What is this 
group about? This will make your membership richer as expectations will be clear and only truly interested people will 
join and actively participate.  

2. An online facilitator

The online facilitator of a collaborative space on Learning Lab is responsible for requesting the group’s creation, 
providing information regarding the group’s objectives and goals, gathering resources to share in the group space, and 
indicating whether the group will be open or closed (moderated). The facilitator is also responsible for conducting 
outreach about upcoming events and group activities and managing membership requests.  

In addition, the facilitator is a critical stakeholder for the success of the group, particularly in its start-up phase while 
member buy-in is still in progress. Ideally, the facilitator should have prior experience facilitating online discussions or 
in-person groups. At a minimum, the facilitator should be committed to advancing the objectives of the group and 
encouraging members’ involvement from the start through smart outreach mechanisms that they knows members will 
respond to.  

Once a facilitator has been identified, they must complete their profile on Learning Lab, including a picture and brief 
bio, and provide the Learning Lab team with their name, site username, and email address. If a group has multiple 
facilitators, one “main” facilitator must be selected to directly receive emails regarding membership requests.  

*The existence of a designated “main” facilitator does not prevent other facilitators from managing memberships; it
only means that they will not be notified via email of incoming requests but will need to log into the group site to 
manage group membership requests.  

3. Type of group and objectives

Before you request a group, you need to have a conversation with your core members and discuss whether the group’s 
information, updates, events, resources, and discussions should be open to any visitor to Learning Lab, which is 



known as having an “open group”, or if you want the content and activity of your collaborative space to be visible only 
to approved members, which is known as a “closed or moderated group”. The decision must align with the core 
objectives and values of your desired collaborative space.  

Learning Lab online collaborative spaces may also include subgroups, which are smaller components of the larger 
group created for specialized topical areas. When requesting creation of a group, it is important to consider if your 
group requires subgroups. Do not rush into subgroup creation—this can be done at a later time as your group evolves. 
Instead, think about whether compartmentalizing your membership though subgroups will bring you closer to 
achieving your group’s most fundamental objectives or would it hinder collaboration on cross-cutting topics. If you 
would like to request subgroups, each subgroup must have a facilitator whose role will be analogous to that of the 
group facilitator. The requirements for creating a subgroup are the same as those for a group.  

4. Content ready for the online collaborative space

A working group is a space for knowledge sharing and creating. The facilitator should model good behavior by having 
content ready in advance of creating the group. The resources include, but are not limited to: 

• Group FAQ section—This section can answer questions about what the group’s objectives are, who to contact
for specific questions, and what activities the group intends to implement, along with other information
members may need.

• Research papers, links to websites, manuals, toolkits, etc.—Written materials in PDF format, screencasts of
previous events, videos, etc. are all important for engaging members and prompting them to share in turn.

*When you decide to launch a group, outreach is a key element to the group’s success during the start-up phase.
Having a space that is populated with resources and interesting content, as well as upcoming events, is more inviting 
to potential members than a bare space “in progress.” While the space will evolve through the input of members, 
facilitators should think about posting interesting information from the outset and encouraging key members to join 
the group immediately after creation and start providing input.  

5. Core membership involved in the decision to create an online group on Learning Lab

Working groups are meant to be member-driven; only then can they be sustainable. When the group is being 
conceived, there must be discussion about whether an online collaborative space on Learning Lab is the best strategy 
to help advance the most fundamental objectives of core members. If the answer is yes, core members should discuss 
roles and expectations of users of the online space. Consider questions like: How often do you want to communicate on 
the space? What kind of activities will take place and how regularly? Who will be responsible for specific tasks? What outputs 
are expected and by when? Involving the core members in the decision is a requirement for groups to be created on 
Learning Lab as it symbolizes a commitment to make active use of the space as an interactive learning tool.  

Additional guidance resources are available on the group resources page on Learning Lab 
(usaidlearninglab.org/working-groups-faq). Please contact groups@usaidlearninglab.org with any questions. 
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