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PRACTICAL INFORMATION ABOUT THIS GUIDE

The reader will be guided through the catalogue. You do not need to read it
from the first to the last page. We have built the catalogue to help different
kinds of readers to find the specific information that they are looking for.
Information is provided for science, technology and innovation experts as well
as for participation experts and practitioners looking for detailed methods to
support them in organising similar processes. We also wrote it so a person with no
knowledge about participation will have sufficient information to understand
what is at stake.

WARNING

We have detailed the methods in an operational way. These descriptions and
the overall guide provides the reader with all the key elements needed in order
to organise your own process. Nevertheless, if you are not familiar with
organising such participatory processes, we advise you to work with persons with
experience in undertaking similar processes to help organise your own
consultation.
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1. INTRODUCTION TO THE GUIDE,
PARTICIPATION AND CIMULACT

The objective of CIMULACT is to add to the relevance and accountability of
European research and innovation by engaging citizens and stakeholders in the
co-creation of research agendas.

Citizens are often invited to conftribute to data collection and analysis with the
aim of bringing science closer to society, extracting traditional local knowledge
and compensating for missing computing power or the lack of scientific staff.
Here, their local knowledge is often used, for instance as lay-ornithologists
contribute data by reporting bird sightings or mapping the distribution of bird
species.

But what if non-expert citizens were invited to contribute towards the design of
research agendas and the design of research programmes? Research experts
could be challenged by day-to-day citizens. They could be supported in the
design stage of the research programme. Lay citizens are better placed than
anyone else to identify the way the research results can become meaningful for
them. Research needs to inform society, but it also needs to be informed about
society in order to respond adequately.

This guide "“The Inspiration Catalogue” presents methods for conducting such
work with citizens and stakeholders. These methods have been created or
adapted during the CIMULACT project. It should be noted that there are several
ways of engaging citizens into science and innovation. In this document, we
showcase methods we experimented with for one aspect of public participation
in science: the design of research programmes. However, the methods
presented in this catalogue can also be used in completely different contexts,
such as for public participation in general.

CIMULACT's objective is based on the conviction — once again justified by the
project’s experience — that anyone can contribute to science, and no subject
matter is too complex to be addressed through a participatory process.
Nevertheless, simply asking someone direct questions such as “What are your
ideas for future research programmes?” or “What are the challenges research
should overcome?” may be unproductive. Public participation requires
methods and experience. Another objective of this process was to identify



challenges that need to be addressed and identify potential research scenari-
scenarios. The essence of the overall process is based on “desirable and
sustainable futures” expressed by citizens. For this, we invited panels of citizens as
diverse as possible to a one-day citizens’ visioning workshop across 30 European
counftries, and asked them to imagine visions of how they would like the world to
be in 30-40 years' time. These visions were a starting point and the basis of a
complex process concerting several other engagement activities with different
actor groups, leading to research topics that would inform decision makers
involved in building the European research agenda for Horizon 2020 and
beyond, as well as national research agendas.

Methods used during the CIMULACT process can also be used by researchers,
experts, stakeholders and/or decision makers.

For example, a researcher hoping to explore potential research ideas with a
diverse group of people, will find some helpful methods in this guide. These
methods can take between 3 hours to a full day to implement, depending on
the researcher’s needs. This work will enable the group to look further into a
research topic, its different aspects, and to argue on different issues before
deciding to start the research project. It also aims to connect a researcher or a
research team to other fields of research or stakeholders, build a common
understanding, facilitate collective work, and promote accountability in
research by making it more responsive to societal needs.

In short, CIMULACT demonstrated that:

« Citizens' visions, needs and concerns can be collected in a format that
allows for them to be transformed into genuine research topics and
tangible policy recommendations.

« Itis feasible to open up science and enhance mutual understanding and
collaboration between policy makers, researchers, stakeholders and
citizens.

o Citizens are capable of producing concrete and unique input for
research and innovation agendas.

* Up-stream engagement of citizens in research and policy agenda setting
confributes to capacity building and responsiveness, thereby showing a
way of implementing responsible research and innovation (RRI).
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1.1 Common arguments and questions about participation

As you are reading this document, you might be eager to design research
projects with citizens, stakeholders and/or decision makers. Nevertheless, you
might face some obstacles or even opposition when frying to organise it.

In the table below, we present a list of arguments and obstacles you might face,
but also some recommendations to answer most of them. These arguments will
also help you better understand what is at stake. Of course, many people will

also be enthusiastic about participation!

Common statements

Answers

Participation is not
taken into account in
the evaluation  of
research

It is generally the case but research programmes, for
instance European ones, infend to integrate citizens
throughout the participation processes more and more

How could citizens be

There might be some aspects of research for which it is

interested and | hard to associate citizens. Nevertheless, there is not

confribute to basic | necessarily a contradiction between the two. Our

researche experience and citizen consultations showed many
citizens called for both applied, and basic research to
investigate matters in their interest.

Research labs and | Many funding calls from the Commission include

teams do not have
the experience or the
resources

participation as a requirement. Moreover, regardless of
whether they are regional, national or European, most
of the calls include dissemination. In most cases, you
will be free to choose the kind of dissemination you find
appropriate.  Participation builds an interaction
between research and society, increasing the quality
of the dialogue, and producing useful information for
the persons in charge of the programme.

It can already be
hard fo work with
other researchers and
stakeholders, it might
even be harder with
the citizens

It can actually be quite easy and productive to work
with citizens, other researchers or stakeholders if you
use proper techniques, such as the ones described in
the present guide. Studies have shown that several
people working together are more intelligent than one
individual alone, but only when the group interact
through an organised process.

Research teams are
not familiar with

This guide will give you a lot of information to
understand what is at stake and what can be done.

11




participation

Nevertheless if you don’'t have any experience in
participation, we advise you to work with somebody
experienced in organising and leading a participatory
process.

When it comes to
talking about
science, researchers

and “lay” citizens are
like if they were from
two different worlds. It
may be impossible or

at least difficult for
them to discuss
research

This is actually an argument justifying the organisation
of participation processes. Participation processes are
an effective solution to connect research and society,
and also to teach researchers techniques for dialogue
with citizens. Moreover, these processes create a frame
for enabling researchers to start the discussion and to
contribute to citizens’ empowerment. In the methods
described here, we start by visioning a desirable future
rather than starting with the discussion addressing
potential research programmes.

It is a loss of money:

lay-citizens cannot
produce any
meaningful  content
for experienced
researchers that have
an extensive
education and have
investigated their

fields for many years
or even decades

As mentioned above, many fields already use local
knowledge as valuable source of information. In

agenda-sefting for research and innovation, the
knowledge of laypeople serves to elicit target
knowledge to bring science closer to society.

Researchers can use such farget knowledge as an
additional argument for why their research needs
funding. Compared to many research projects,
especially in the natural sciences, participatory
processes are not expensive. You do need any
experience of facilitation in order to organise a
valuable process. Many citizens are eager to
confribute and you do not need expensive equipment.

Why should we involve citizens, stakeholders and/or policy makers to elaborate
the next research programmes?¢ Here are a list of arguments:

« It strengthens both their relevance and coherence
« It gets new inputs from the user’s expertise & ensures that decisions and
policies incorporate knowledge and expertise that otherwise might be

overlooked

* It empowers citizens — especially for future parficipative processes
« It builds public confidence and frust in decisions and builds broader
support for programs and initiatives

12




It generates a greater understanding of public issues, concerns, priorities
and solutions

It increases mutual learning through the sharing of information, data and
experiences

It reflects a wider range of public concerns and values in decision-making
It rapidly identifies possible controversial aspects of an issue and help
bring together different points of view to achieve consensus in @
collaborative manner

It legitimises decisions taken on the basis of such processes.

It helps avoid costly investments in products, services, etc., that may not
be accepted by citizens

13



1.2 Open agenda setting for research and innovation

CIMULACT - Citizen and Multi-Actor Consultation on Horizon 2020 — is an EU
project run between 2015-2018 that developed, and implemented an open,
and hence participatory, agenda setting process for broadening the European
Commission’s science, technology and innovation (STl) policy. In an extensive
participatory process, CIMULACT produced 23 research topics by engaging
more than 4500 citizens, experts, policy makers and other stakeholders in order
to make the EU’'s framework programme for research and innovation (Horizon
2020) as well as national research agendas more responsive to societal needs.
Thereby, the project contributed to implementing responsible research and
innovation (RRI), by facilitating shared understanding between the different
actor groups around which way STl should develop to benefit the entire society,
and interlinked their different types of knowledge.

What is the CIMULACT process in shorte

1. Citizens build visions of desirable and sustainable futures

2. ldentify crosscutting and overarching societal needs within visions, extract
societal needs and demands

3. Building research programme scenarios to address cifizens' visions and
extracted societal needs

4. Prioritize & enrich research scenarios: choose one or several target
audiences to lead this work with; for instance, it can be done with citizens,
stakeholders and/or policy makers. Based on the target audience, and
availability of resources and time, choose a method to use.

5. Engage decision makers that are involved in building research agendas

3 FROM CITIZENS' VISIONS
~ TO FUTURE EU RESEARCH AND INNOVATION AGENDA

' | ]
|!.’ Sy 24 soclol needs
B, - identified from the 179 visions FUTURE EU
o | oo ol ra RESEARCH

L K\ % Policy op
= Resulfing in o catalogue of 179 visions PROCEARME 48 research \
e produced by mere than 1000 citizens R @ programme S
"? (¥isor coto-. ® ﬂ scenarios g
" - = Citizens and experls co-create research 3
— [ programme scenarios based on the 24
[ L 'j social needs. grouped in 12 clusters,
’ - ’ = and citizens' visions
| = . . rescrtisy o Iy Mg
i = = S ' = = ) Defining research fopics
= ' ) - . =D in a Pan Evropean
.‘c (- ' > - I"‘ conference
! . Discussing the 48 research Leading to
30 couniries” with programme scenarios enriched and
36 ct!l:ens‘euch producing through an open online prioritized
& nafional visions consultation and through research 4 '
HMational iion Woashaps o £ a serie of face to face programme CIMULACT
consultations scenarios PROJECT FLOW

| I s ¢ty o e
—
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to help develop topics that are applicable

1.3 CIMULACT within the context of public engagement in
research and innovation

Research and innovation processes have a number of different stages, and at
each of these stages, public engagement activities may be useful. This raises the
question of when, how and whom to engage; the answer depends on the aim
and expected outcomes. The stages of research and innovation processes are:
policy formation, programme development, project definition and the final
research activities (Engage 2020, 2015).

Policy formation refers to the process of framing and setting the basic conditions
for research and innovation, for instance the development and implementation
of rules for research and innovation activities, formulating funding policies or
developing financial instruments for research programmes. At this stage public
engagement activities are often consultation processes that result in
recommendations for research policies.

Programme development describes the process of defining the content of the
research programme - the research agenda. Besides setting the thematic
structure of the programme, calls are formulated which set the directions that
research and innovation activities need to take. On EU-level for example, these
calls are overarching issues and they are comprised of several research topics.
These research topics spell out in detail the challenges that need to be
addressed, the problems that need solutions, and what impact is expected. At
this stage, engagement activities can be aimed at setting concrete targets.
While activities at this stage are rare, CIMULACT is one of them, and shows not
only that it is possible, but also beneficial to involve a wide range of societal
actors in programme definition.

At the following stage of project definition, researchers looking for funding need
to create detailed proposals to the defined research topics, showing how and
what they want to achieve. Defining a research project includes formulating a
research question, and answering questions of implementation and budgeting.
Here, public engagement can be beneficial in terms of ensuring for instance
that a research question is tailored to a local communities’ needs or societal
values.

Finally, the stage of conducting the actual research and innovation activity
involves implementing the plan set out in the proposal, collecting, analysing and
discussing data and drawing conclusions. Here, public engagement can range
from classical awareness-raising campaigns for increasing public outreach to
co-creation, for instance where citizen engage in collecting data or co-

15



producing prototypes. Late stages in the research and innovation process also
allow for engagement activities such as the post evaluation of research
projects, or market research looking at acceptance issues.

Participatory processes on STl issues have a long fradition, especially in
technology assessment (TA) and foresight, spanning over at least the last five
decades (Carrol 1971, Hennen 1999, Joss and Bellucci 2002). In the last 30 years,
foresight on TA has increasingly contributed to priority setting and strategic
decision making in Europe (Cagnin et al. 2015, Grunwald 2011), and recently an
opening towards more complex issues such as how the grand societal
challenges can be observed (Gudowsky and Peissl 2016, Kénndla 2012).
Numerous participatory approaches have been developed and implemented
(List 2006) and stakeholder and expert engagement with future oriented
approaches have shown their ability to effectively support priority setting in
international research programme cooperation (Kénndlla Haegeman 2012,
Haegemann 2015). A vast catalogue of methods is available for consulting the
public on STI Issues (e.g. Engage 2020 Consortium, 2015), yet, forward looking
citizen engagement in this type of action has been overlooked for a long time.
However, it is increasingly recognized as viable way of enriching outcomes
(Jacobi 2010, Gudowsky et al. 2012, Heidingsfelder et al. 2015, Gudowsky et al.
2017).

In the 1990’s the participatory turn took place in science as public engagement
in STl issues became widely accepted (Jasanoff 2003). Along with widespread
enthusiasm for public participation, various critical arguments evolved in
scholarly and political debates, identifying shortcomings of public participation
such as failing to deliver gains in rationality, stimulating debate or actual impact
on strategy and policy-making (Irwin 2001, Wynne 2004, Bora and Hausendorf
2006, Godin and Dryzek 2006, Grunwald 2007, Abels 2007, Lengwiler 2008,
Saurugger 2010, Bogner 2012, Rask 2013, Irwin et al. 2013, Bagg 2015,
Boussaguet 2016). Especially the move from theory to practice seems to offer
many pitfalls (Chilvers 2008, Delgado et al. 2010). Nevertheless, many successful
cases of and theoretical arguments on public participation are accounted for
(e.g. Hennen 2002, Decker and Ladikas 2004, Goodin 2008, Stilgoe and Wilsdon
2014, Burgess 2014, in: Gudowsky and Sotoudeh 2017).

For many vyears, practitioners as well as scholars have demanded that
participatory processes should take place very early on in the innovation
process so that there are sfill opportunities for integrating the results of such
processes. If too late, so the argument goes, technical development will already
be consolidated. Recent concepts such as upstream engagement or RRI have
taken up on this demand (Hagendijk and Irwin 2006, Wilsdon and Willis 2004,
Pidgeon and Rogers-Hayden 2007, Escobar 2014). Yet, such early engagement

16



faces the challenge that most often there is no reliable knowledge and infor-
information available e.g. about an innovation in the making (Collingridge
1980), thereby hindering informed dialogue about desirable or undesirable
consequences of ifs implementation. Against this background, participatory
foresight studies offer resolve when applied in a setting for early upstream
engagement in strategy and policy programme development (Gudowsky and
Peissl 2016).

The deficit model of participation considers lay people as unfit to participate in
the definition of e.g. research topics, especially when not being informed prior
to the consultation. Participation processes - as the ones led during CIMULACT —
demonstrate that it is possible to engage laypeople in a meaningful way
without the need for ‘educating’ them beforehand. Laypeople are very well
equipped to create target knowledge on which way research and innovation
should be directed and what societal challenges it should help solving. Within
the CIMULACT method, citizens are regarded as experts of everyday-life.

The use of participatory processes — such as the ones described in the present
catalogue - break off with a descending relation between science and the rest
of the society. As much as they empower citizens, these methods also change
the involved scientific community, contributing to reshape the relationship with
citizens and open-up to society in general. It reconnects science and society in
the long term by creating shared common goals.

We also need to consider the impact of these processes on science as it is built
today, with different fields, foo often compartmented and hermetic to each
other. Participatory agenda setting processes —which take a starting point at
defining desirable futures — can lead actors in research and innovation to
consider real world problems and solutions with all their complexity and
uncertainties. This complexity cannot be handled by a single discipline alone,
but needs interdisciplinary settings that bring together the respective relevant
fields of science to face an issue.

By connecting citizens and stakeholders with research and innovation, and
different fields of science with each other, participatory settings can enhance
the usefulness of STl for society, therefore making it more responsible.
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2. ADVICES TO READ THE GUIDE

This grid will help you navigate in the guide “The Inspiration Catalogue™.

For example, if you want to start from a “blank page” — which is one of the
strong points of the CIMULACT process — you will start from step 1 “Build a citizen
vision".

2.1 Grid to read the guide

19



1. Build a citizen vision - page 29 to 45

This method enables the researcher to base their work on citizens’ visions for the future. This method will create visions
describing a desired future, but no research subject or policy recommendation will be written.

If your final objective is to produce research topics, you will need to go through the next step “Build research
scenarios and challenges from citizen visions”.

A one day workshop

2. Build research scenarios and challenges from citizen visions — page 46 to 72

In order to analyse the research scenarios, two workshops have been developed during the CIMULACT process.
These workshops enable the researcher to go from the citizens’ visions to challenges and short research scenarios

Vision clustering workshop (or cluster | Research agenda camp (or co-creation workshop) : based on the
workshop) : extract commonalities/underlying | needs or commonalities exiracted from the visions, imagine
needs from the visions (p. 46 to 54) potential research programme scenarios (p. 56 to 72)

One day workshop A two day workshop

Participants include your team/partners and a | Participants are some of the citizens (10 to 15) who participated to
variety of “challengers”, bringing together a | the visioning workshop, as well as experts and stakeholders (10 fo
diversity of experfise 15). It is possible to recruit more participants.

3. Enrich and detail research scenarios — page 73 to 168

If you have ideas of research scenarios you wish to investigate and develop, or you have exfracted potential
research scenarios from citizens’ visions, you may use one or several of the following methods.

The choice of the method will be influenced by the audience you want, or have to, work with:

Methods experimented with in national contexts CIMULACT standard methods
Students | Citizens Multi- Multi- Stakeholders/ Citizens Stakeholders | Citizens,
And actors | actors policy makers stakeholders  and
experts fo policy-makers
answer
questions
Who, Consensus | Enrich Prototyp | The caravan Group Facilitated World Café Tour
what & | workshop by co- | ing interview with | stakeholder
why designi | researc | Page 12210 132 | a co-design | working Page 96 to 110
method | Page 111 | ng h session group
to 121 progra
Page Page mme Page 73 t0 83 | Page 84 to 95
160 to 145 to | scenari
168 159 os
Page
133 to
144
The workshop will last...
1 day 2 days 1.5 1 day 3 hours (several | 1 day 1 day 1 day
days time in different
places)

Note that all of these methods, except the Caravan, are organised af one time in one place.

Online consultation about research scenarios
Page 169 to 173

It is possible to add an online step. This is only a complementary step to enrich results and give complementary
perspectives. Here are some considerations fo take info account.

Recruitment guidelines for citizens, page 174 to 181

Recruitment guidelines for stakeholders, page 182 to 186

Facilitation techniques, page 187 to 190

Ice breaking techniques, page 191

Information for logistics, page 193 to 198
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If you already have ideas of research projects and need to bring new
perspectives to develop it, you can start straight away from 3 “Enrich and detail
research scenarios” and select the most adequate method to fit both your
objectives and means.

2.2 Glossary to read before going through the methods

“Societal needs” and aspirations

The analysis of the citizens’ visions identifies commonalities, overarching and
cross-cutting as well as underlying issues. These express common needs and
aspirations that serve as a target for the future of STI. The CIMULACT consortium
chose the terms “needs” and “aspirations” to talk about these communalities.

Research topic

The CIMULACT project aimed at producing potential topics for research
programmes, following the same format used to write topics in the ones
produced by the European Commission!, which are structured in specific
challenge, scope and expected impact.

Research programme

On an EU-level many research topics are structured under a more general call
for proposals. Research programmes consist of several calls for proposals and
general directions for research for a certain timespan.

Desirable future and citizens’ visions

As it may be unproductive to start the work by asking citizens to write potential
research topics directly, the CIMULACT process has been initiated by projection
work. During a one-day workshop in a standardised setting, citizens were invited
to imagine visions of a desired future in small groups (5 to 8 persons). These
visions are the foundation, the bedrock, to all the CIMULACT material.

Participatory process/method

Experience shows we are more productive in groups than alone. Nevertheless,
collective work has to be organised in order to be productive. There are a
number of methods available which have proven their effectiveness in
facilitating collective production. The methods described in this guide are some
of them.

le.g.http://ec.europa.eu/research/participants/portal/desktop/en/opportunities/n2020/topics/s
wafs-23-2017.html
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Citizens, “day-to-day citizens” or “lay citizens”

One of the main added value of participatory processes such as the ones
described in this guide is to integrate the diverse reflections and expertise of
citizens. “Day-to-day citizens” are distinguished from other different categories
of actors concerned by the issues addressed. In the CIMULACT process we
distinguish *“citizens” from private and public stakeholders, experts, researchers
and decision makers. As it is described in the guide, participatory processes
bring specific attention to the recruitment of the citizens in order to ensure
diversity within the group.

Policy recommendation
General recommendation summing-up the knowledge on a given subject to
support a decision on a specific field.

Prototyping

Building prototypes means making ideas tangible, concrete and generating
learnings while building them and sharing them with others. Prototypes enable
people to share an idea with others and discuss how to further develop and
refine them. There are no limits for prototyping, everything is possible.

Co-creation, co-production

In  business, the terms originally mean participation of end-users in
product/service development. However, definitions are extending and blurring
in recent years, as do to use of the concepts in the public-sector and political
context, where citizens are engaged as end-users in the production of policies
for instance, or as in CIMULACT, in agenda setting for research and innovation.
A broad definition of co-creation is “any act of collective creativity, i.e.
creativity that is shared by two or more people”. 2

Co-design

It is “the act of collective creativity as it is applied across the whole span of a
design process”s. The notion of co-design4is narrower than co-creation: it is
conceived as a specific formulation of co-creation applied within the design
areq, a creative cooperation of people and designers working together in the
same process, in which ‘people’ may be considered as users/citizens.

2 Sanders, E.B.N. and Stappers, P. J. (2008). Co-creation and the new landscapes of design.
http://ec.europa.eu/research/participants/portal/desktop/en/opportunities/h2020/topics/swafs-
23-2017.html

3 Sanders, E.B.N. and Stappers, P. J. (2008). Co-creation and the new landscapes of design

4 CoDesign: International Journal of CoCreation in Design and the Arts, 4(1), 5-18, p. 2
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2.3 The methods in short

In the next 3 pages, you will read a brief presentation of the methods listed in
the previous grid. In the rest of the document, these methods are presented in
detail.

Citizens’ visions workshop

This is a qualitative method based on citizens’ visions. Visions are imaginations of
desirable futures in a standardized written form, answering to the overall
question of ‘what should the future be like?2'. Implicit knowledge is creatively
expressed as a narrative with a time horizon of 30 to 40 years. Around 30 to 40
citizens spend a day together, working individually in the beginning and later in
small groups of 5 or 7 people, led by a facilitator. All groups follow the same
process and each one produces a description of a desired future during the
day. Their purpose is to serve as a basis for co-creating research topics based on
real and validated societal needs and demands.

Vision clustering workshop: exitract commonalities/underlying needs

from the visions

The objective is to extract underlying common aspirations from the citizens’
visions that emerged from (a) previous workshop-s,. Looking through the visions
you will see common information in the different visions you will analyse. They
can emerge from one or several visions. This is done in order to provide a basis
for a programme with strong legitimacy and powered by the visions produced
by citizens.

The core methodology is to extract commonalities. Compared to pure
analytical desk research such interactive development increases reflexivity and
thereby the level of validity as the bias infroduced by individual researchers and
their organisational and cultural perspective is systematically counteracted
through the influence of the other participants. For this group of participants, we
stfrongly advise you to associate persons concerned/involved in leading your
project as well as persons we will call “challengers” (with very different expertise
and backgrounds).

Research agenda camp (co-creation workshop): from the needs or
commonalities exiracted from the visions, imagine potential

research programme scenarios

The process will lead the group from a need or aspiration expressed by citizens
to the description of a research programme answering what the citizens
originally expressed.

Based on the previous work, each need or aspiration is presented with a
description and related extracts of citizen visions to illustrate the needs. Then
parficipants formulate research programme scenarios or suggestions for
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research programmes addressing the underlying societal needs, aspirations and
commonalities developed in a previous phase (vision clustering workshop).

Note this is not a method on its own, it has to be integrated in a larger process.
This workshop (2 days) engages citizens involved in building the vision, experts
and also stakeholders.

Who, what & why method

The concept is to guide the target group (students) in a playful way in directions
where they can answer or provide ideas in order to enrich research
programmes. The work is organized in many small exercises and highly
moderated discussions. Each group has a flipchart paper, pens, scissors, glue
and the pictures illustrating very widely the topic and connected issues.

Consensus workshop

The consensus workshop refers to a group of citizens working to reach consensus
on how to address one or more challenges faced by society. It builds on the
same principles as the Consensus Conference where consensus is reached
through a mixture of informed discussions between citizens and dialogue with
an expert panel. However, where the fraditional Consensus Conference runs for
several weekends and goes in real depth, the Consensus Workshop is a two-day
event where citizens interact with experts in a more informal setting and
together brainstorm on what is the challenge and how it could be addressed.

Enrich by co-designing

This method will allow a project team to enrich research programme through a
design thinking and hands on approach based on co-design. Among the more
common participatory processes, this method includes a phase of prototyping,
where the participants will try to envision, represent and visually create solutions.
Initially created to be used with a group of designers, it can be used also with
those familiar with prototyping.

Prototyping research programme scenarios

This workshop aims at stimulating the participants’ creativity while keeping a
clear focus. The concept is to mix group discussions and prototyping.

The groups of 3-5 people involve a mix that brings together citizens, experts/
stakeholders and political decision makers. During these group discussions,
participants are asked to discuss different questions and fill out prepared
templates with five mandatory questions. Another session is dedicated to

prototyping.

The caravan

A “caravan” travelling for a certain period of time stops between 2 to 4 hours in
different places to meet various stakeholders and policy makers, in order to
progressively enrich and deepen content already developed, for example,
during a previous step of a participatory process. In each stop you will allow
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participants (it can be a few persons at each step — best 7 to 10) to enrich the
ideas created in the previous stops of the caravan. The so-called ‘caravan’ is a
mobile cumulative mapping of ideas, arguments, knowledge and/or opinions.

Group interview with a co-design session

The group interview with a co-design session will provide feedback about the
research scenarios presented. The proposed group interview can be one single
event or several smaller successive events. Overall, we recommend to engage
at least 35 people in such a consultation. 5-8 citizens are the minimum number
of participants for one event to fit around a table. Participants can be
participants who would have been involved at a previous step - if any - as well
as New ones.

Facilitated stakeholder working group

The method is designed as a é-hour workshop that enables focused discussions
between different groups of stakeholders. The method is very simple and consists
of five steps (information, selecting topic, discussion, deliberation, and vote) of
which some can be repeated if more than one research scenario is fo be
enriched by each group. It leads to the definition of potential research
programmes.

World Café Tour

This method can be used by anyone who wants to organize a one-day
consultation with mixed target groups: citizens, stakeholders, and policy-makers
together. You can also decide to use this method with a specific target group:
only citizens, only stakeholders...

The conceptis that the discussion is initiated at each table (6-8 persons). After 60
minutes, led by the table facilitator, the participants select a “host”, one person
staying at the table to summarize the results of the discussion for the next group,
and then to the rest of them (i.e. 6 people) move to a new table to work on and
discuss a different research scenario.

Please note, method descriptions are built on the basis of the template used in
the Engage2020 Action Catalogue - the most innovative methods (not already
included in the Action catalogue) will be added to the Action Catalogue
(www.actioncatalogue.eu).

2.4 When your process is almost ready, ask the following
questions in order to control its quality

This guide contains descriptions and recommendations of several methods, but
at each step of the work, we recommend to come back to this list and evaluate
the quality of you work.
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How many participants will attend the workshop? You do not need to
have a large number of participants as it would be the case for a survey,
but consider the importance of the group dynamic. As described in the
guide it is generally recommended to have 5 to 8 participants per table
and several tables.

What kind of participants should | invite to the workshop?2 Do they
represent a wide range of interestse Your participants should represent
as many points of view as possible.

What will participants discuss? It is crucial for the participants to have a
clear understanding of what is expected and what the workshop is
about.

Will they discuss and debate on important points? (e.g. the desirability
of the research scenarios, the challenges, scope and expected
impacts it represents, etc.) The understanding of what is at stake is very
motivating for the participants.

Do facilitators treat all participants equally? The facilitators’ role is to
create the frame of a balanced and equal discussion between the
participants.

Are they all aware of the previous and next steps? Participation
processes shall be transparent. For quality conftributions, participants
must understand how their work is arficulated within the overall process.
Moreover, lack of fransparency intends to create mistrust.

Will their ideas be taken into account once the workshop is over? It
should be clear for everyone what will be done with the work. You should
present the feedbacks agenda to the participants.

Do dll participants have the same information? Participants must start the
work with a common understanding of the process.

Are all points of view shared to all participants? Are they well explained?
In participation everyone must be able to share and explain his or her
point of view. Nevertheless, with the number of participants it is generally
not possible to hear everyone. This is why work is generally organised in
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small groups and with a facilitator.

Do participants have a chance to debate on the various arguments at
stake? Participants shall have reasonable time to discuss everything, but
also the organiser or/and the facilitator, must organise the time, and limit
the time for each argument in order to go through all of them.

What is expected from the participants at the end of the
process/workshop? It has to be clear to everyone what is expected at
the end of the process. Also, always keep some time for the participants
to finalise what is required at the end of the process and/or come to an
agreement for a collective answer.

Does my method lead to the expected outputs of the consultation?
Sometimes, while building a process we forget what we were looking for
in the first place. It is often useful fo come back to it.

How do you ensure the participants can develop new inputs without
losing the citizens’ visions? When you develop work - to produce
research scenarios for example - based on citizens’ visions, it is crucial to
connect the original work to it. Every production should refer to the
citizens’ visions (invite participants o name and quote them on each
document).

When dealing with research: do the outputs provide information on
challenges, scopes and expected impacts of the research scenarios?
The research scenarios produced with the methods described in the
guide shall be related to challenges, scopes and/or impacts. It will
guarantee a better understanding.
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CITIZENS' VISIONS WORKSHOP

SHORT DESCRIPTION

Aim of the method: the method is a qualitative method based on citizens’ visions.
Visions are imaginations of desirable futures in written form — implicit knowledge is
expressed as a narrative taking on the form of visions about the future with a time
horizon of 30 to 40 years. Their purpose is o serve a co-creation of research agendas
based on real and validated societal visions, needs and demands.

LONG DESCRIPTION

AIMS

The visions are built in a step-by-step process: they are the result of a reflective process
starting with individual wishes, hopes and fears leading to a creative discussion process.
To foster dialogue, debate and creativity, the panel’s heterogeneity is of utmost
importance.

PARTICIPANT SELECTION

It is important to invite ordinary citizen and not citizens with specific knowledge on
science, technology and innovation (or anything relying to your specific subject - see
also recruitment process).

The selection of citizens is based on participants’ heterogeneity with regard to their sex,
age and education. Other socio-demographic criteria (e.g. urban or rural residence,
occupation, minorities, etc.) may also be relevant in some national contexts and can
also be used to allow for a heterogeneous group.

For a visioning workshop it is recommended to have at least 40 registered citizens. This
number will be large enough to allow for a certain drop-out rate, guaranteeing that
about 36 participants are present at the event (this objective of 36 is arbitrary but
experience showed it is a good balance for group dynamic — not too small - and group
management — not too many). In order to achieve a mixed panel and to ensure
diversity we recommend to adhere to the following socio-demographic parameters
and the outlined timeframe:

SOCIO-DEMOGRAPHIC CRITERIA FOR THE SELECTION OF PANEL MEMBERS

» Age (18-25, 25-35, 35-50, 50-60, 60-75; 3-4 from each group)
* Gender (50% women and 50% men, or as balanced as possible)
* Educational level

(4 levels according to simplified ISCED scheme, see below)
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» Occupation (from a variety of occupations in the public and private sector: ap-
prox. 90%, including retired persons and students; approx. 10% unemployed
persons)

» Geographical zone (both city and country dwellers — depending on national
contexts)

IMPORTANT: the idea is not to aiming for a statistically representative panel — but we
want to achieve maximum diversity.

EDUCATIONAL LEVELS
We propose the following criteria for educational selection:

1.

Pre-primary or primary education: e.g. elementary school for basic
capabilities: reading, writing and mathematics along with an
elementary understanding of other subjects.

Lower secondary education: completed basic education, usually with
a more subject-oriented pattern. It builds upon the learning outcomes
from primary education.

Completed upper secondary education: more specialised education
typically beginning at the age of 15 or 16, and/or completed
secondary education in preparation for tertiary education, or
provision of skills relevant to employment, or both (e.g. high school
graduation). This category also includes apprenticeships.

Higher education: any kind of completed tertiary education
(e.g. university degree).

Hopefully, you can adjust these categories to something meaningful in relation to your
national education system. The above criteria will ensure that you obtain a diverse
panel reflecting the above-mentioned socio-demographic criteria.

For more information, go to the recruitment section of this guide.
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PROCESS

This process is designed for 36 to 40 participants, distributed around 6 tables. Below you
can find a sample agenda for the workshop.

Time Aim

9:00 - 9:20 Sefting the scene, introduction, overview of programme.

9:20 - 9:40 Infroducing each other at table (name), getting used to thinking in
large time spans/uncertainties (the past).

9:40-10:10 Inspiration through a set of pictures, thinking about desirable futures:
opening up the topic, collecting as many thoughts/ideas as possible
(prompting questions).

10:10-10:30  Presentation and clustering of ideas (on cards) is facilitated by table
moderators (cards will be mixed up and presented).

10:30-11:00 Presentation of results of looking into the future (plenary session).

11:00-11:20 Break and looking at other tables’ thoughts/selected ideas.

11:20-11:30 Setting the scene for visions (infroduction of the storyline templates).
Imaginary journey.
VISION CREATION BY CITIZENS

11:30-11:50 Creation of mini storylines (narratives, letters from the future) by each
participant.

11:50-12:15 Creation of 12 narratives (letters) from desirable futures/visions (2 per
table) part 1: combine mini stories.

12:15-13:00 Lunch and talking to other participants.

13:00-13:45 Creation of 12 narratives (letters from) desirable futures/visions (2 per
table) part 2: elaborating visions.

14:30-16:00 Elaborating the 6 chosen visions (at tables).

16:00-16:30 Semi-plenary presentation (each table presents its work to another
table and receives suggestions for improvement — enrichment).

16:30-17:15  Final elaboration of the chosen 6 visions (at tables).

17:15-17:45  Plenary presentation of all visions & feedback and final farewell.

1. Pre-primary or primary education: e.g. elementary school for basic capabilities:
reading, writing and mathematics along with an elementary understanding of
other subjects.

2. Lower secondary education: completed basic education, usually with a more
subject-oriented pattern. It builds upon the learning outcomes from primary
education.

3. Completed upper secondary education: more specialised education typically
beginning at the age of 15 or 16, and/or completed secondary education in
preparation for tertiary education, or provision of skills relevant to employment,
or both (e.g. high school graduation). This category also includes
apprenticeships.
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4. Higher education: any kind of completed tertiary education
(e.g. university degree).

Hopefully, you can adjust these categories to something meaningful in relation to your
national education system. The above criteria will ensure that you obtain a diverse
panel reflecting the above-mentioned socio-demographic criteria.

For more information, go to the recruitment section of this guide.

PROCESS
This process is designed for 36 to 40 participants, distributed around 6 tables.

STEP O — ARRIVAL (30 MINUTES)

Objectives: being welcomed and feel well at ease

Description: citizens arrive; get their package (including their table number) and some
light breakfast and coffee

Logistics: participants get infroductory package including: Agenda, table number, pen
and notepad, name badges (with name and assigned table group)

STEP 1 - WELCOME PARTICIPANTS (20 MINUTES)

Objective: introduce participants to the overall process and the consultation
purpose/agenda/ground rules

Description:

welcome from national organiser (5-10 min):

« Thank you for coming

* Infroduce the national organiser

*  What the consultation process will accomplish

* Importance of your project (what is at stake, global view)

* Importance of citizen involvement in Research and Innovation.
+ How we will be using the results

e Hopes for consultation

Welcome from main facilitator (titte and name) (5-10 min.):

« Goals/agenda for consultation

* Working process: key roles (citizens, lead facilitators, table moderators, support)
« Ground rules for discussion (dialogue)

+ How we have organised working groups

Logistics: citizens are seated in their assigned group.
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Equipment: ground rules for dialogue printed and on the tables.

STEP 2: WARM UP AT THE TABLES (20 MINUTES)

Objective: Infroduction at tables and thinking of the past

Description: Introduction of citizens and table moderators at tables/ talking about the
past (2 minutes for each citizen)
Citizens will be asked to think about the past 30-40 years. Younger people may think of
their parents or of what they know about the past.
Ask them to reflect on the following questions, and give them a minute to think about
their answer, before asking them one by one.
In the first round (when thinking about the first question) you ask them to tell the others
their name. If you have time repeat the process with all the questions.

* What were the challenges people faced in their daily life?

*  What hopes and dreams did they have for their future day-to-day life?

* What societal developments did people dream of?

(5 minutes at the end for reflection)

Logistics: the table facilitator introduces him/herself at the beginning, without telling a
story. Then each participant will be asked to infroduce him/herself and share thoughts
about the past.

Once all citizens have infroduced themselves and their examples and if there is still
time, there is a possibility for reflection and discussion.

STEP 3: LOOKING INTO FUTURE T (15 MINUTES)

Objective: inspiration and thinking about desirable futures

Description: thinking about desirable futures and inspiration by pictures on tables
Display all pictures on the tables (in any possible way — pictures of every possible aspect
of life, world, society... It can be pictures of forest, plane, seq, buildings, bees, books,
computer, tourists...).

Then citizens will be asked to select one or two pictures from the whole set (see set in
annex) and start to talk about them. They can change their first choices and take a
new picture. In this way, we integrate a step for a better overview and citizens help to
arrange the pictures on the table.

Questions citizens answer:
* Why did you pick that picture?
* What does it show about your hopes, dreams, fears, worries or what challenges
you see for the future?

One to two minutes for each person.
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STEP 4: LOOKING INTO FUTURE 2 (5 MINUTES)

Objective: explanation of brainstorming at tables.

Description: citizens will be asked by table moderators to write down their wishes, hopes
and fears for the future in 30 to 40 years on cards.

It will be explained that there will be two rounds:
* In the first round they will be asked to consider an individual point of view for
themselves and their family and friends.
* Inthe second round they will be asked to think about hopes, fears and wishes
that concern society and not themselves individually.

If the distinction is unclear, examples may be given: the first round concerns the person
her/himself and her/his family, whereas the second round concerns the community
(e.g. village, city they live in), county or nation — the wider society.

Two different colours of cards are used for the two levels of question (e.g. white for
individual and yellow for societal).

Some of the prepared prompting questions may help the table moderator to ensure that
the participants find their way into a mode of future thinking.

Logistics: the main facilitator will show a slide with the picture of coloured cards and
start explaining (if tables are not in the same room the table moderators take over the
explanation):

Citizens should write a part of a sentence or a sentence (please avoid single words).
They should be aware that also other citizens might select these ideas of hopes, wishes
and fears. So, if they write the idea readable and understandable, the idea has more
chance to be chosen by other participants, too.

Citizens will use the ideas later to write their storylines.

Equipment: cards of two colours

Option: Post-its

STEP 5: LOOKING INTO FUTURE 3 = 5 MINUTES

Objective: Brainstorming / individual work: wishes, hopes and fears for future
Description: Citizens work individually.

Option: the table moderators make use of selected prompting questions — just inspire
citizens if necessary. They are asked to answer these for themselves and their friends

and family; the questions are written on cards of different colours for the two levels,
individual and societal.
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Daily life/the personal (individual) perspective:
* Imagine yourself in the future, 30-40 years ahead: How do you think your daily life

will be?
«  What would your favourite food be in the future?2
*  What would your city or village look like in 20502
« How would social security look like for you and your family?2
 How would you communicate with your friends?
*  What would be the meaning of nature for you and your friends?

Logistics: see previous step

STEP 6: LOOKING INTO FUTURE 4 — 5 MINUTES

Objective: Brainstorming / individual work: wishes, hopes and fears for future

Description: Opftion: the table moderators make use of selected prompting questions —
just inspire citizens if necessary. They are asked to answer these for the societal level.

The societal level:
* Imagine society in 2050: What would people talk about?

What hopes do you have for kids in 20502

How would people travel?

*  What would freedom and security look like for citizens in Europe?
+ How would society deal with natural disasters?

What would be the meaning of equality?

What would be the best medical development?

*  What would be the coolest new jobs?

 How would people of different ages interact?

What would work mean for people?

Logistics: see previous step

STEP 7: LOOKING INTO FUTURE 5 — 20 MINUTES

Objective: speed clustering

Description: after step 6 the table moderator asks any citizen for the first idea and asks
the other citizen to hand in similar ideas regardless of the level (individual/societal). The
table moderator stands beside the pin board (or similar device) with a pin board paper
on it and groups the cards. If there are no similar cards anymore, she/he asks another
citizen for new idea. The next card will be read, and if it seems to be a similar topic the
group will be asked if the card can be added to the first card or if it is different a new
cluster is made. Clusters can be regrouped if necessary also single cards can be
moved. Some cards may stand alone. Finally the group starts to give headlines to the
clusters.
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Option: If necessary, also the table moderator can collect all cards and take over the
clustering but if the idea on a card is not clear, he or she will ask about the message.
The table moderator continues reading and putting similar cards close to each other,
until all cards are on the board and are clustered by topic.

Logistics: Remember to take photos of the results.

Watch the timel

STEP 8: PLENUM — WORKING COFFEE BREAK — 30 MINUTES

Objective: to combine a break and work. Exhibition of clustering results: inspiration by
wishes, hopes and fears of everyone.

Description: The pin boards (or similar device) and flipcharts will be put together. The
number of the table should be written on pin boards and flipcharts.

This is a working coffee break. Citizens can have something to eat or drink and start
looking at the exhibition.

Table moderators remain at the pin boards (at least the first 15 minutes) and they
summarise the results of their table to those who visit and answer questions.

Citizens will be asked to select one idea for a desirable future from the exhibition of
ideas, choosing the one they like best.

Citizens walk around and take notes whenever they find an idea they like. They must
not remove the cards. Citizens can choose their own favourite idea.

Each citizen is asked to pick two cards or topics from any table from pin boards which
they would like to work on with. They keep these cards/ideas.

Logistics: The results of all tables are visible for all citizens
Table moderators stay beside the pin-boards and answer questions.
The organisers have to take photos of the results from all results

STEP 9: SETTING THE SCENE FOR VISIONS: AN IMAGINARY JOURNEY — 10 MINUTES

Objective: introduction to the concept of visions and the idea and purpose of citizens’
vision-making in your global project.

Description: head facilitator presents the idea of a vision (10 minutes) and next steps.
He/she (or someone else) reads the text of an imaginary journey in order to prepare
citizens for writing stories.
The presentation of the head facilitator will include:

* What is a vision?

* What can visions be used for?

+ How do we make visions?

E.g. A vision is a picture or an imagination of a desirable future. A vision can be based

upon hopes and dreams - but also upon concerns and fears in relation to problems or
imagined threats, which we want not to become our future reality.
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If the latter is the case: be sure to help citizens to frame their fear or the threats in a posi-
tive way: e.g. too many older people in Europe make for ...
“The aging man/woman is a resource *

Short description:

Europe’s share of elderly people has increased. The elderly people have become a
resource rather than a “burden”, which was a concept generally used in years around
2000. Whether this resource benefits family, society or the individual elderly person,
society stands to gain from it economically. This benefits the reduced younger
generation and improves the quality of life for the aging human being.

Logistics: Head facilitator introduces concept of vision, reads imaginary journey, and
introduces the next step

STEP 10: CREATING MINI-STORYLINES — 20 MINUTES

Objective: The objective is to tfransform the ideas from the brainstorming into mini
storylines, which lay the foundation for the following sessions.

Description: Individual work of citizens

Two templates *MINI STORY-LINE" are handed to each participant and each
participant is asked to develop two narratives, relating to a desirable future of 2030-
2040.

As an inspiration, make use of the cards you picked and you might be inspired of what
you have seen on the journey. The table moderator reminds that fears or threats have
to be framed in a positive way.

Options: The table moderator can suggest to write the mini story-line in form of a letter
from the future or the description of a day in future.

Writing a short description of max 5 lines with a title
*  What is the story about?
e Why is it important and to whom?
+ Use pictures

Remark for table moderators: Ideal is 2 per person! Yet, if one person makes only one it
is not a problem. However, try to encourage and support your participants to make 2 (if
they run out of time - even only a title for the second one is a sufficient basis for the next
step).

Logistics: Head facilitator explains the steps, acts as a coordinator for any questions,
and reminds people of the time e.g. “ten minutes remaining”

Table moderators introduce, explain and take care of the process at the table
Head facilitator sees that the time slots are not exceeded.
Use the mini story-line templates (A4 see annexes)
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STEP 11: CREATING RAW-VISION-GROUP WORK (PART 1) 30 MINUTES

Objective: Building two raw-visions from all mini-stories from your table

Description: From all mini story-lines created in the previous step, citizens build 2 raw
visions of desirable futures at each table.

Deliberation, selection and/or integration of ideas:
Option for the table moderator to help:
« The first participant at the table starts to read his or her story for the group.
» The table moderator asks for similar stories that can be combined.
« Then he/she asks for a different story, and the next person reads his or her story.
« Allideas in the mini story-lines can be combined in whatever way it seems useful
to build two different raw-visions to the citizens.
« Templates for the raw-vision are available at tables — citizens shall start fill them in
when they have agreed on the scope of the two raw visons)
» They will continue this part after lunch.

Logistics: Table moderators introduce, explain and take care of the process at the
table.

Provide raw vision template templates (A3)

LUNCH BREAK — ABOUT 45 MINUTES (DEPENDING ON THE LOGISTIC)

STEP 12: CREATING RAW-VISIONS - GROUP WORK (PART 2) — 45 MINUTES

Objective: Continuing STEP-10

Description: Fill in and finalise the two raw vision templates (A3)
Be aware to find a good title — it makes it easier to present your ideas (there will be a
voting)

Logistics: Table moderators accompany their citizens (they can work all together or split
in two groups) at the table — they don’t actively take part in the discussion and work
process.

Make sure there is enough time to fill in and finalise the templates!

STEP 13: MARKET OF RAW VISIONS - 45 MINUTES

Objective: selection of six raw visions for further elaboration
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Description: All raw visions are numbered and they are hung up next to each other. It
must be clearly visible which two raw visions belong to one table:

T T2 T3 T4 T5 T6

Then each raw vision is shortly presented by one citizen table by table. The main
aspects are summarised in a few sentences. The plenary listens.

Choice and voting:

» Each participant has 6 glue dots (as there are 6 tables, if there are less/more
tables, please adjust number of glue dots)

« Time for the citizens to walk around, look at all raw visions again and make their
inner choice: which of the two raw visions at each table do you like better?

* The one you like better gets your glue dot. In the end you chose and dot your
favourite vision at each table.

« The final number of glue dots per vision serves as an advice from the plenary but
in the end each table chooses for themselves if they follow this advice.

* Moderators and citizens will generally remain at their tables. However, single
citizens, who are not satisfied with the group decision, are allowed to join
another table.

e But each group has to consist of 5-7 citizens.

Logistics: Main facilitator infroduces the goals of the raw vision market and explains the
procedure.
Remember:

« “Think of clearness, of uniqueness and creativity when you make your choice”

+ Head facilitators watches the table organisation:

e If this doesn’t work well (10 at one table, 3 at another) - try to find a solution. If
nothing works everyone goes back to their original table

STEP 14: ELABORATING THE 6 RAW VISIONS TO MAKE VISIONS _ 920 MINUTES

Objective: elaborating the chosen six raw visions and make visions

Description: use the two A2 templates (A1, if glued next to each other on a flip chart
paper) at tables, use the set of pictures, or add new drawings.

The raw vision that has not been selected can still be used as background source.

The table moderator starts and introduces the template for elaborated visions (5
minutes).
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Table moderator asks citizens to make suggestions for different questions of the tem-
plate. Citizens select pictures which are relevant for their story, and are invited to draw
and use pictures in whatever ways they want, sketches, etc.

Table moderators help citizens to specify what is written in the template by asking
specifying questions. Some examples here:

* What does that exactly mean for people?
 How exactly does that look like?
» Describe in detail...
+ How does it work?
* Whatis difficulte
Please give examples ...

Logistics: Use the template for elaborated visions
Set of pictures

Possibility to draw and add (parts of) pictures to the elaborated visions

STEP 15: HALF PLENARY PRESENTATION _ 30 MINUTES

Objective: the goal is improving visions, reflection and gathering suggestions

Description: each table presents its vision to two other tables. Citizens at other tables
asks questions like:

“What exactly do you mean by this and thate”
“Is it restricted to your community or also relevant to other communities?2”

They also give feedback on similarities or differences between the visions. This
information can be used for further elaboration of the visions. Table facilitators
document suggestions for facilitating the next step.

Logistics: the head moderator explains the new setting: half plenary and what
happens.

A separate place for one group of the half plenary may help (depends on the setting,
e.g. considering acoustics, space etc.)

STEP 16: FINAL ELABORATION OF VISIONS — 45 MINUTES
Objective: Final elaboration of the visions (at each tables)

Description: the final version of the vision will be generated and the feedback of half
plenary is discussed and included. More pictures can be added.
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Logistics: see step 14

STEP 17: PLENARY PRESENTATION OF ALL VISIONS — 30 MINUTES

Objective: plenary presentation of all visions

Description: Incentives may be provided

Questionnaire is filled (additional feed-back is possible)

Outlook and final farewell

Don’t forget to select citizens, when you need them, for a next workshop (example
workshop to go from visions to social needs)

Logistics: Head facilitator hosts the final presentation and ensures short presentation of
main highlights of the visions.

She/he infroduces feed-back questionnaire and gives an outlook at what happens in
your consultation.

OBJECTIVE OF APPLICATIONS OF THE METHOD
[IPolicy formulation

LIProgramme development
[IProject definition (basic idea for a project)
[IResearch activity

X Political empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS
+ Citizens’ visions written by the participants

INDIRECT RESULTS
» Get persons not generally concerned by such innovation & research to take part

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[IDialogue
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[IConsulting

X Involving
[ICollaborating
LIEmpowering

[IDirect decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant Beneficiaries

Civil Society X
Organization’s
Policy-makers
Researchers
Citizens
Affected
Consumers
Employees
Users

[
]
]
X
]
]
]
]
Industry L]

oogooogog o
X X X X X X X X

GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

LInternational
LIEUX

X National

X Regional

X Local

SOCIETAL CHALLENGES THE METHOD HAS BEEN USED TO ADDRESS

Potentially any societal challenge



SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

It enables to address the future as it is desired by citizens.

WEAKNESSES

The outputs are not yet potential research topics. Workshop production is a material to
use to define research topics.

TIMEFRAME FOR THE APPLICATION OF THE METHOD

Time Task
Month 1 Prepare citizen recruitment strategy
Month 2 Start the recruitment

Months 1 & 2 Find a venue for the workshop that meets
the technical and practical requirements
described in this manual (approx. 180-200
square meters for round tables, é round
tables in total, enough space for
pinboards, flip charts, a table for the
projector, etc., enough space for breaks).

Month 3 Send information booklets to citizens (deadline: two weeks before the
NCV workshop).

Month 3 or 4 Carry out the citizen consultation.
Write a report the meeting results (1 week after).

Months 4to 6  Dissemination of results to policymakers, stakeholders, media and other
relevant actors.

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Intermediate

If used IT skills: Basic
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Facilitation skills: Advanced
Event organisation skills: Intermediate

Project management skills: Intermediate

WHAT ARE THE ISSUES OF CONCERN THAT ORGANISERS NEED TO TAKE INTO
ACCOUNT WHEN APPLYING THE METHOD?

Clear definitions (needs etc.)

Do justice to the visions. The coordinator of the project has to guarantee the visions are
respected during the different phases of the process. It is important if the first step was
building citizens’ visions that during each workshop later organised, participants use
these visions for inspiration and can refer to the visions in each of their productions.

Establishment of commitment (Challengers) create responsibility to be respectful of the
visions. Make sure you “lock the door”

Back up for each vision so nothing gets lost (plan time for a table to go through the
visions with no identified needs and aspirations or go through it with a few
experimented persons after the workshop)

EXAMPLES OF USE OF THE METHOD

EXAMPLE 1
CIMULACT national visioning workshops

This method was applied as part of the CIMULACT project which aimed to engage
citizens and other stakeholders in the development of European research and
innovation agendas. More information on the website http://www.cimulact.eu/

The method described above is the first one in a sequence of methods to be applied in
order to develop R&l agendas, based on citizens' visions for the future. The other
methods are also described in the Action Catalogue and include Vision Clustering
Workshop, Research Agenda Camp and others.
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VISION CLUSTERING WORKSHOP

SHORT DESCRIPTION

Aim of the method: Extracting shared needs, aspirations, or recurrent commonalities from
visions

The objective is to extract from the citizens’ visions that emerged from (a) previous
workshop-s, underlying common aspirations. Looking through the visions you will see
common information in the different visions you will analyse. They can emerge from one or
several visions. This is done in order to provide a basis for a programme with the strong
legitimacy and power provided by the visions produced by citizens.

The core methodology to extract commonalities is mobilising collective intelligence of a
group of people with diverse perspectives through an interactive synthesis workshop.

To work on this, we strongly advise to associate all the persons concerned/involved in the
lead of your project and persons we will call “challengers”.

Advice: if available, use automated analysis as support then work with manual processing,
machine can also point to relations then recode the visions with the material from the
workshop.

LONG DESCRIPTION

AIMS

Extracting shared needs, aspirations, or recurrent commonalities from visions. Within a
vision there can be one or several expectation or need for the future expressed. The
workshop intends to list them and to look for common expectations in the different visions.

PARTICIPANT SELECTION

To mobilise collective intelligence with diverse perspectives present at the workshop, we
stfrongly advise to involve not only persons concerned/involved in the lead of your project
but also persons we will call “challengers”.

The “challengers” are selected to infroduce external generalist perspectives with the
highest possible diversity and least possible bias towards specific research domains. We
recommend to look for people with a background in design, journalism, future thinking,
art, social science, and education or innovation management. Compared to pure
analytical desk research such interactive development increases reflexivity and thereby
validity as the bias infroduced by individual researchers and their organisational and
cultural perspective is systematically counteracted through the influence of the other
parficipants.
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The challengers represent about a third of the participants. The rest may be persons from
your team or closely concerned by the project.

Describe very clearly the role of the challengers and communicate this role in advance to
the workshop and in the beginning. It is important o manage expectations and to be
fransparent about the process.

PROJECT MANAGEMENT

As a background information each participant is sent a set of the visions at least a few
days before the workshop so they have sufficient fime to go through it. It is important to
encourage them to read it. If you consider there are too many visions for one person to go
through, you can split them so the amount of work stays reasonable for each person.

If you have many visions to work on we recommend the following workshop programme
with about 20 participants (or adapt it when less). If you only have a few visions, we
recommend fo organise a meeting with 5 to 8 persons per group and 2 to 3 “challengers”
in each of these groups.

Better preparation of participants, urge them to take responsibility for the visions

Tip: if you can take more fime, do not hesitate as it will enhance the quality of your work.
Especially if you have more than 15 visions, you may feel you need more time. Optimum is
a two-day workshop, at least from lunch to lunch with a night in between, participants will
experience it better (less rush).

FACILITATION

Train facilitators beforehand (see facilitation chapter)

PROCESS

The agenda of the workshop is presented in the table below. It is designed to enable a
gradual synthesis of the visions involving as many participants as possible while at the
same fime keeping the amount of information to be processed manageable.

STEP O — DAY'S INTRODUCTION (30 MINUTES)

Objectives: getting started & to know each other.

Description: ice breaker followed by a joint review of the workshop's objectives and
agenda.

Logistics: the head facilitator leads the presentation and the ice-breaking sequence. The
table facilitator invites everyone to present briefly at his/her table.
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STEP 1 — INDIVIDUAL VISION REVIEW (30 MINUTES)

Objective: get to know a set of vision

Description: individual work on a set or all the visions to identify underlying needs.

Logistics: each table has the visions if there are only a few. If you have too many visions for
the participants to go through in the time given, split them between the groups.

STEP 2 — JOINT VISION REVIEW (40 MINUTES)

Objective: list the underlying needs for each vision

Description: several groups, each with 5 or 6 participants studying the same visions. They
discuss their suggestions of underlying needs and aspirations expressed in the visions and
agree on them (they may expect about 5 of them).

Logistics: the facilitator makes sure participants go through the set of visions in the given
time.

Many walls & boards are needed, we advise to use post its in order to be able to
rearrange them several times.

If you choose to use post its, ask each participant to individually write one need or
expectation. Going through a vision they may write what they consider relevant as needs
or expectations expressed in the visions. After going through a vision, participants may
share what they wrote and paste the post its on a wall. Other participants may paste
similar things they wrote next to the similar post its and share what has not been
mentioned yet.

STEP 3: JOINT CLUSTERING OF UNDERLYING NEEDS (60 MINUTES)

Objective: discover the work of the other groups and identify the needs and aspirations in
the visions, and then collectively look for what is in common (also called the
commonalities)

Description: groups present their underlying needs & aspirations in plenary. Similar needs
are clustered.

Logistics: the lead facilitator lists the needs on a paperboard as they are presented. When
similar needs are presented he proposes to join them, sometimes a rephrasing can be
necessary.

Rephrasing and choice of the commonalities may be discussed between the facilitator
and the participants.
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STEP 4: ASSIGNING ALL VISIONS TO THE UNDERLYING NEEDS (920 MINUTES)

Objective: needs listed may be related to several visions, participants connect each
needs to as many visions as pertinent.

Description: groups from the morning split up info new groups with as many persons per
group. It is important for the dynamic. Each group now covers all the visions and is asked
to discuss 5 to 7 needs by attaching all relevant visions.

All visions that are not assigned to at least one underlying need are collected. You can
give each vision to a new group to make sure nothing has been missed. It is also possible
to have a dedicated group to examine the visions not assigned.

STEP 5: FLESHING OUT THE UNDERLYING NEEDS

Objective: describing in details the needs

Description: groups split up into tfeams of 2-3 people who then describe the needs in more
detail.

For the fleshing out of the social needs, participants are asked to fill in a template with the
following aspects:

« Social need title & short description

Whatis needed?

Whyisit needed?

« Subneeds (if any): What is needed? How does it contribute to the overall need?

* Related Citizen Vision (keep track of the link with the visions). Quote the visions.

« Additional hints (to make sure you don't lose good ideas that do not fit to go in the
other boxes)

* You can also add a list of H2020 challenges or similar list from one of your national
programmes. Partficipants will list the challenges the described need is related to.

Logistics: the table facilitator uses a tfemplate or a document on a computer to sum up
and write down all the exchanges. The points above do not need to be filled in the
indicated order. The facilitator will make sure all the points are completed, but discussions
can eventually follow another track.

See in annex an example of the template used.

Make sure groups stick to the visions they worked on. Insist to relate all needs detailed in
the templates to the visions using quotes of what is written in the visions.

Needs exhibition (30 minutes): participants visit the needs and prepare their toasts for the
closing celebration.
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CONCLUSION AND FEEDBACK ON THE PROCESS

Objective: thanks, reminding of the objective of the process and planned feedback

Description:

Table 1: example of Workshop Agenda Time

9.00-9.30 Getting started Getting to know each other, joint review of the
workshop objectives and agenda.
9.30-10.00 | Step 1: Individual Individual work on a set or all the visions to
vision review identify underlying needs.
10.00-10.20 Coffee break
10.20 - 12.00 | Step 2: Joint vision | Several groups, each with 5 or 6 participants
review studying the same visions. They discuss their
suggestions of underlying needs and agree on
them (they may expect about 5 of them).
12.00 - 13.00 | Step 3: Joint Groups present their underlying needs in
clustering of plenary. Similar needs are clustered.
underlying needs
13.00 - 14.00 Lunch break
14.00 - 15.30 | Step 4: Assigning Groups from the morning split up into new
all visions to the groups with as many persons per group. It is
underlying needs important for the dynamic. Each group now
covers all the visions and is asked to discuss 5 to
7 needs by attaching all relevant visions.
All Visions that are not assigned to at least one
underlying need are put into a “paper-bin”. A
fifth group revisits it.
15.30 - 16.30 | Step 5: Fleshing out | Groups split up into teams of 2-3 people who
the underlying then describe the needs in more detail.
needs For the fleshing out of the social needs,
participants are asked to fill in a tfemplate with
the following aspects:
*  Whatis needed?
Whyisit needed?
« Subneeds (if any)
» Related Citizen Visions
You can also add a list of H2020 challenges or
similar list from one of your national programmes
16.30-17.00 | Needs exhibition Participants visit the needs and prepare their
toasts for the closing celebration.
17.00-17.30 | Closing & thanks Toasts from everybody in particular from the

challengers ... what to keep in mind for the next
steps?
Feedback on the process

*Note: you are free to adapt it if you have specific issues or a different number of

participants.

51



OBJECTIVE OF APPLICATIONS OF THE METHOD

[IPolicy formulation

X Programme development

[IProject definition (basic idea for a project)
X Research activity

[Political empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS
« Social needs

INDIRECT RESULTS

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[IDialogue
[LI1Consulting
UInvolving

X Collaborating
LIEmpowering

[IDirect decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

>

OO0O0Ox<x0O O
OO0
X X X X X

Civil Society
Organization’s
Policy-makers
Researchers
Cifizens
Affected
Consumers

X




Employees O] O] X
Users L] L] X
Industry (] (] X

GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

Lnternational
X EU

X National

X Regional

Local

SOCIETAL CHALLENGES THE METHOD HAS BEEN USED TO ADDRESS

All seven

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

The involvement of your team and of the challengers

WEAKNESSES

It takes time and attention to see all the commonalities. Moreover, some needs may be
not be explicit and not recurrent but of interest. It also takes time and attention to outline
“weak signals” (subjects orissues rare in the work but of great interest as they may point
new topics or surprises).

TIMEFRAME FOR THE APPLICATION OF THE METHOD

4 monthin advance recruit parficipants (challengers)
» 2 weeksin advance send the visions

e 0,5 day briefing of facilitators

e 11to 2 days for the workshop

+ Atleast a week to process the results
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Take time for the leftovers. If you have visions that have not been related to needs and
aspirations, it is crucial to have a close look at it and identify what needs or aspirations
may have been missed.

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

« Subject-matter expertise: Infermediate
o If used IT skills: Basic

» Facilitation skills: Advanced

« Event organisation skills: Intermediate

* Project management skills:Intermediate

WHAT ARE THE ISSUES OF CONCERN THAT ORGANISERS NEED TO TAKE INTO
ACCOUNT WHEN APPLYING THE METHOD?

» Clear definitions (needs etc.)

« Do justice to the visions (when the process starts with the production of citizens’
visions, always pay attention next workshops use the visions material as inspiration
and refer to it)

« Establishment of commitment (Challengers) create responsibility to be respectful of
the visions. Make sure you “lock the door”

» Back up for each vision so nothing gets lost (plan time for a table to go through the
visions with no identified needs and aspirations or go through it with a few
experimented persons after the workshop)

EXAMPLES OF USE OF THE METHOD

EXAMPLE 1
CIMULACT (Paris Workshop)

Additional information of relevance

This method was applied as part of the CIMULACT project (http://www.cimulact.eu/)
which aimed to engage citizens and other stakeholders in the development of European
research and innovation agendas. More information about the overall CIMULACT
methodology, you can find on the website www.cimulact.eu

The method described above is the second one in a sequence of methods to be applied
in order to develop R&l agendas, based on citizens’ visions for the future. The other
methods are also described in the Action Catalogue and include Citizens Visions
Workshop, Research Agenda Camp and others.

54



RESEARCH
AGENDA
CAMP (CO-
CREATION
WORKSHOP)




RESEARCH AGENDA CAMP (CO-CREATION WORKSHOP)

SHORT DESCRIPTION

Aim of the method: to develop “research programme scenarios” i.e. suggestions for
research programmes addressing the underlying societal needs, aspirations and
commonalities developed in a previous phase (See methods Citizens Visions Workshop
and Vision Clustering Workshop in the Action Catalogue).

Note: it is not a method on its own, it has to be integrated in a larger process. Based on
the previous work, each need or aspiration (as developed in the Vision Clustering
Workshop) is presented with a description and related extracts of citizen visions (from
Citizens Visions Workshop) to illustrate the needs.

The process will lead the group from a need or aspiration expressed by citizens to the
description of a research programme addressing these needs and aspirations.

This process is a 2-day co-creation workshop, with participants working in small groups
organized by tables.

This workshop engages participants from the following three groups:

* Some of the citizens involved in building the visions (See Citizens Visions Workshop)

* Experts

* And also stakeholders

LONG DESCRIPTION

AIMS

The process will lead the group from a need or aspiration expressed by citizens to the
description of a research programme addressing these needs and aspirations.

PARTICIPANT SELECTION

The selection of participants from the following two groups is made as follows:

For the citizens if you organised several workshops to build visions (created the needs),
select participants from every workshop. Ensure a good balance between key criteria
such as gender, age, rural/urban, and educational level.

The experts’ as well as stakeholders’ field of expertise shall be as broad as possible to open
up as many options as possible for the research programme development. Nevertheless,
make sure you have some experts with area of expertise related to each of the social
needs. Also here, a balance in terms of gender, age and cultural context is relevant.

We recommend to recruit 10 to 15 citizens and 10 to 15 experts. The roles of the different
groups of participants are defined as follows:

» Therole of the citizens is to reinforce the authenticity of the messages coming from
the original visions elaborated in the workshops, and, in addition, to bring their
everyday experience and insights at the table.

* The role of the experts & stakeholders is to bring their scientific knowledge and to
conftribute especially if there are several key-steps, such as ‘Finding Influencing
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Factors’, ‘Formulating Research Questions’ and ‘Building the Research Agenda
Scenario’.

« Therole of your team members is double: from one side they participate by
bringing their knowledge and experience, on the other side they act as ‘hidden’
connectors among experts and citizens, as they are highly committed to the
project and interested in high quality results.

« The role of the facilitator is to supervise the whole process, to organize the group
work, to fill templates (or supervise this activity, always checking that each
template is properly filled with the reference to the social need and table number),
to offer valuable suggestions / solutions especially when the table is experiencing
some troubles in content defining.

FACILITATION

The group work is structured along the domains or groups of social needs. Each group is
facilitated by one of your team members with facilitation preparation. All working groups
are mixed with experts & citizens (ideally as many persons of each group at a table).
Whereas experts are assigned according to their background, citizens are free to choose
a group.

PROCESS

Before the workshop
Objectives: collecting all the input you need for the workshop

Description: the input info the research agenda camp is the set of social needs developed
in the previous phase (from citizen visions to social needs). To accommodate a
meaningful co-creation process we suggest to process these results in the following way:

« consider if you can save time when you have many social needs: needs with
substantial overlap are merged in order to avoid double work and waste of
precious face fime.

« and/or cluster social needs in general domains as shown in the table below when
you have many.

FIRST DAY
Step 0: Social Needs Presentation / Warm up (45 minutes)

Objectives: getfting to know the material and have a common comprehension of it at
each table

Description: participants individually read the social need-s addressed at the table. For
each need they discuss the following questions:

* Whatis your interpretation of this need?
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* Which suggestions from the citizens’ visions you find more relevant to satisfy this
need? Why?e
* Why there is an urgency to investigate on this need?

Logistics: put your questions on a template (see annex) so the facilitator takes notes to
keep memory of what is said at the table.

Template:

E Prompting Questions T ———

] 1. What s your inferpresation of this need?

2 Which suggesfions from fhe cilimens’ visions you find more relevant lo safisty this need? Why?

| 3 Why there is an urgency o investigale on this need?

s i i Mg - 1172 g Bt SOCTAL NI1D TOU AST ADDRILHING Tian
Step 1: FINDING INFLUENCING FACTORS (1 hour)

Objective: to determine what is important/relevant to satisfy these needs in the future. The
Influencing Factors are the cultural, social, economic and technological elements that will

influence the satisfaction of the need in the future, from now to a determined date in the
future.
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Logistics: Needs are distributed between the tables. Showcase the social needs (either on
a printed document or on posters). The presence of experts (especially the ones who
identified the social needs in a previous workshop) will support this work.

In small groups (3 to 5 persons), mix as much as possible experts with citizens. A member of
your team or a person very involved in the project is also important.

In order to investigate further each need - after a first round of work - you can ask the
experts to change table. After being presented the first influencing factors and opftions,
the table will pursue discussions to look for more.

Description: participants discuss the aspects guiding the future satisfaction of the need, to
identify everything that is of relevance and can have some influence. Each Influencing
Factor might have a number of options, depending on the way it could manifest.

Options are the diverse ways a factor can occur. They have to be anyway acceptable
and desirable and not necessarily opposite one another (but they have to be different).

This is a very crucial part of the entire workshop: a good identification of the Influencing
Factors is a pre-condition for a rich and on-the-edge debate around the future research
directions.

Some things to say:

« “Thisis a very crucial part of the work, where everybody must give the best of his
knowledge and experience, because it is the beginning of the process and lays the
fundamental of the future steps. Influencing Factors are the cultural, social,
economic and technological elements that will influence the satisfaction of the
need in the future, from now to 2050. ‘Good’ Influencing Factors are those that
pose high challenges in terms of future research and development of the whole
society”.

« "Once you have identified an Influencing Factor, start to articulate it in different
Options and make a list of them. The Options are the diverse ways a factor can
occur. They have to be anyway acceptable and desirable and not necessarily
opposite one another (but they have to be different).

This means that we do not want Options that we would not consider for a further
investigation and research, that's to say Options that we wiill finally reject. We would
exclude these Options because they do not point out a practicable path to a
sustainable innovation in the future.”

Example: Societal need “Holistic Health” (give some more content of the need)

« Influencing factor 1: Ageing population
Option 1: Community-based assistance
Option 2: Public assistance

+ Influencing factor 2: Health Technology

Option 1: Wearable technologies
Option 2: Self-diagnosis fechnologies
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Step 2: DEVELOPING FUTURE DIRECTIONS (1 hour and a hailf)

Objective: define the future directions. The future directions of some “Influencing factors +
related options” are articulated, in order to provide an orientation for the research. This
helps to define, per each need, where we want to go, a set of “Future Directions”.

Description: from the previous step, select some of the factors and develop FUTURE
DIRECTIONS with a title and a short description. You can prioritize the factors using sticking
dots (2 to 3 per person - select for example 4 influencing factors per table).

Articulate a description of the Future Direction that the combination of the Influencing
Factor and the Option actually points out. For each of the Future Directions, find a fitle
and a short description. The Future Direction can be formulated also in a provocative way,
so to stimulate the debate in the group.

Logistics: the team selects the combination of Influencing Factors & Options in the first 20
minutes. The team works on at least 2 Future Directions for the next 40 minutes (20 minutes
each) and then to share/integrate the work done.

60



If you have enough people to do 2 sub-teams of experts, partners and citizens (at least

one person per category and per sub-group), you may split the group to go through more

Future Directions.

The Table Coordinator stimulates the debate and makes sure that there is a good level of

specificity and depth in the debate.
Everybody, included the Table Coordinator, brings its own knowledge.

Some things to say:

“We are now defining where we want to go and how a certain Influencing Factor &
Options can impact the future life. We quickly select the 4 combinations of Influencing
Factor & Options that challenge the most our imagination. Then, we have to deeply
debate them and try to depict the Future Direction that they point out.”

Example:

» Influencing factor: Digitization of education

« Option 1: Remote education

« Title for Future Direction: School everywhere

» Short Description of how this option can impact the future: School everywhere is
based on the concept of e-learning. It means that, in future, classrooms will be on
the cloud, always available in time and space, efc...

Template:
From the previous sfep, selec? 4 OPTIONS
and develop FUTURE DIRECTIONS »ith o
title and a thort description
4 Developing Future Direcfions
Cl ACT Stop 2 of & / Co-Creation Workshop
MBan “Co-Creafon Wolshop™ - 21/22Apd 2014
e asss—— e s——

Tablen

Step 3: DESCRIBING THE STATE OF THE ART (1 hour 45)

Objective: synthesize all the related knowledge & practice available today you have
related to the future directions. The State of the Art defines the highest level of general
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development achieved at a particular fime. Same is in everyday life, that is what actually
people experience on an available solution in a given field.

Description: discuss every future direction with experts and citizens. In this step we want to
look for what is possible to do with today’s existing solutions, tools, knowledge,
technology...

We look here to detail it for each Future Direction, including visual material, and both from
the citizens’ and the experts’ perspectives. This phase of the work will define the States of
the Art in both research and everyday life, according to the experience of the experts on
one side, and the citizens on the other side.

The same exercise of understanding the State of the Art will be done with reference to
each one of the Future Directions defined by the group in the previous step.

Logistics: the table facilitator will distinguish in his/her notes the expert’s views and the
citizen’s views.

Since the verbal/rational knowledge is only a part of our knowledge, in parallel to the
verbal reflection some visual material can be researched, on the input of the team. A
“Task force” of visual researchers (a mobile group moving around in the different tables)
can create dedicated Pinterest Boards for each table.

Examples State of the Art in scientific research (expert view):
Here below some quotes from the State of the Art coming from CIMULACT.

“We know that pricing is not the only limiting criteria to good food access. Education and
culture levels are also sources of limitations. There is limited research on the global
consequences of unequal access to food. The export of EU overproduction to developing
countries has perturbed local producers’ businesses. There is policy research on the validity
of using unsold products to give to the poor. There is too little research on good practices
on dealing with food excess or availability of food."”>

Examples State of the Art in everyday life (citizen view):

Here below some quotes from the State of the Art coming from CIMULACT.

“- We know that there is a diversity of standards for quality among countries.

- We know about the socio-economic disparities in food choices.

- We know that there are discrepancies in food quality and quantity.

- We know we need more information to make sustainable + healthy choices.
- We know there are price differences between organic and non — organic.”¢

Some things to say:

> Good quality food for all, 5 Sustainable food, CIMULACT Deliverable 2.1
6 idem
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“This part of the workshop asks everybody to bring the own very specific experi-
ence, so to have two perspectives (the expert and the citizen’s one) that can be
discussed and compared. We have to ask ourselves where we are now in compari-
son with the directions pointed out in the previous step?2”

“It might be that we have different perceptions of the State of the Art in the
research and in the everyday life availability in a certain field, in different Countries.
This is part of the discussion. What is the State of the Art in the scientific research we
can finally agree on2 What is the State of the Art in the everyday life we can finally
agree ong”
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Step 4: DEFINING GAPS AND CONCERNS (1 hour)

Objective: identify what is missing in foday’s society and knowledge to reach the future
direction identified.

Description: make a comparison between each FUTURE DIRECTION and the STATE OF ART,
in order to identify the GAPS and CONCERNS in knowledge/practice that should be
overcome.

What do we miss today? What do we need to know in order to go in the direction that we
have identified for the future?2

Gaps may arise from the comparison of both the State of the Art in the scientific research
and in the everyday life. They have the same level of importance and must be valued.

Logistics: the table facilitator writes down for each research direction the gaps and
concerns and articulate them in short descriptions.

Some things to say:
“In this step we have to understand what is missing to go in the directions that we have
pointed out in the previous work.
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What do we need to know in order to go in the direction that we have identified for the
future? In other words: what is the gap between the present time and the future we have
depicted?

Are there things that scare us and raise our concernse What may occur unexpectedly?
There might be side-effects that we have to consider?”

Examples of Gaps:
Here below some quotes from “"Gaps” coming from CIMULACT

“Bridging the gap between developed and underdeveloped regions and promote social
and economic cohesion’’

Example of Concerns:
Here below some quotes from “Concerns” coming from CIMULACT
“It is important not to make value judgments on cultural diversity questions.”s

Template:

7 Good quality food for all, 5 Sustainable food, CIMULACT Deliverable 2.1
8 Evolving food culture in growing cities, 5 Sustainable food, CIMULACT Deliverable 2.1
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Step 5: FORMULATING RESEARCH QUESTIONS (1 hour)

Objective: formulate the questions. Answers to the question lead to overpass concerns
and gaps.

Research Questions are queries with a question mark that summarise the lack of
knowledge identified with the gaps.

Description: starting from the CONCERNS, formulate the RESEARCH QUESTIONS. They can
have different syntaxes but they have to be articulated and specific. They can be

organised in small interconnected clusters. There could be more than one for each FUTURE
DIRECTION.

Logistics: for each of the future directions, the facilitator lists the research questions.

The whole team reviews, under the guidance of the Table Coordinator, all the Gaps and
formulate the research questions. It is a collective work where everybody confributes.
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Template:

" Formulating Research Questions
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Step 6: BUILDING THE RESEARCH AGENDA (2 hours)

Objective: finalise a template for every future direction addressed. The document is a
rational completion and summary of the work done in the previous steps.

Description: The RESEARCH QUESTIONS are turned info RESEARCH DIRECTIONS? and
articulated with regards of the IMPACT that the research projects are expected to
achieve. The state of the art is briefly described.

Pay special attention to the redaction of the scenarios. They must not be too broad and
address too many different issues and possible solutions. Scenario content / language
must be clear to avoid misinterpretation.

In order to create the final Research Agenda Scenario, the Research Directions will be
integrated with reflections about the impact of the prospective research agendas to the
original needs and visions. On the template, in the room dedicated to the “Expected
Impacts on the original needs and visions "the Table coordinator also inserts the
references to the original citizens’ visions coming from visioning workshop-s, building upon
the Social Needs descriptions provided at the beginning, where all the references are
reported.

? The direction is where we would like to go, what we would like to achieve with
the research
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Finally, Concerns will be presented and motivated, building upon the Concerns
developed in the previous steps. This same process of articulation and development will
be repeated for the Future Directions, in order to produce comprehensive documents. The
final result of this last phase will be, in fact, the production of 4 big sheets (for example you
could use an A2 templates) summarising the work done.

Logistics: the facilitator fills a femplate synthesizing the day’s work (see template
thereafter).

The final template is synthesis done with the work for each Future Direction, but all the
previous material MUST BE KEPT.

Example of research directions from CIMULACT:

“Unequal access to food has a strong local and global impact in both urban and rural
areas. This is expected to become even worse in a changing climate. It is therefore
important to take an interdisciplinary approach to understand and assess the processes
generating food inequalities and examine how this affects social and economic cohesion
locally and globally.”10

Some things to say:

“For this last step of the work, we have a longer time than for the others, because here we
have to go in depth and be very accurate in developing and connecting all the parts of
the description.

This is actually the document that will feed the work of the European Commission. The
Research Directions are what we have to research if we want to go into the defined
Future Directions. A Research Direction can include more Questions clustered together
and connected. Everybody can participate to the writing of these final documents, but
citizens, in particular, have the responsibility to challenge the experts about the impact of
the prospective research programmes to everyday life.”

10 Good quality food for all, 5 Sustainable food, CIMULACT Deliverable 2.1
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Template:

u Building the Research Agenda Scenario

STATE OF ANT - EXPERTS VIEW [Scieniic ressarch) RELLARCH QuEEENO|

STATE OF AT . CITIZENS VIEW {Everyday Be)

EXPECTED IMPACT ON THE ORPGIMAL NEEDS. AND VIBOMNS CONCLENS.

Step 7: Research directions presentation (1 hour)

At the end of the day, each group presents its research directions. If there are too many to
present, each group selects 2 or 3 (they can prioritize).

OBJECTIVE OF APPLICATIONS OF THE METHOD

[Policy formulation
XProgramme development
XProject definition
XResearch activity

[ Political empowerment of people
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RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS
Potential research topics (still to develop)

INDIRECT RESULTS

Gather researchers, policy makers, and day-to-day citizens who have been working on
visions of a desired future. It may change the perspective of each group on the others
and on research.

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, I.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[ Dialogue

[ Consulting
XInvolving
XCollaborating
LEmpowering

[ Direct decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society (] ]
Organization’s

Policy-makers L]
Researchers
Citizens ]
Affected ] ]
Consumers L] L]
Employees L] L]
Users L] L]
Industry [] []




GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

Lnternational
XEU
XNational
XRegional

[local

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

It produces potential research topics based on experience and perspective of the
different categories of actors involved.

WEAKNESSES

Devotion is necessary to keep all the research topics connected to the original visions
(crucial to mention and quote the original work from the visions)

TIMEFRAME FOR THE APPLICATION OF THE METHOD

Back office work not to underestimate, duration of event for the collective work.

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

« Subject-matter expertise: Infermediate

o T skills: Basic

» Facilitation skills: Advanced

« Event organisation skills: Intermediate

* Project management skills: Intfermediate

EXAMPLES OF USE OF THE METHOD

EXAMPLE 1
CIMULACT (Milan Workshop)
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Additional information of relevance

This method was applied as part of the CIMULACT project (http://www.cimulact.eu/)
which aimed to engage citizens and other stakeholders in the development of European
research and innovation agendas. More information about the overall CIMULACT
methodology, you can find at: <provide link to the description of CIMULACT methodology
in the Action Catalogue).

The method described above is the third one in a sequence of methods to be applied in
order to develop R&l agendas, based on citizens’ visions for the future. The other methods
are also described in the Action Catalogue and include Citizens Visions Workshop, Vision
Clustering Workshop and others.
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CIMULACT METHOD: GROUP INTERVIEW WITH A CO-DESIGN SESSION

SHORT DESCRIPTION

The group interview with a co-design session will provide feedback about the research
scenarios presented.

The proposed group interview can be held within one single event or several smaller
successive events. Overall, we recommend to engage at least 35 people in this
consultation round. 5-8 citizens is the minimum number of participants for one event (if
several ones), and to fit around one table.

Participants can be participants who would have been involved at a previous step - if any
- and new ones, we suggest a balanced setting, in which at least half of the participants
are original citizens. We recommend to over-recruit and plan for more than 30 participants
to be there, if you are looking to engage at least 30 (in order to consider the no-shows).

Itis a 6 hours process.

You can do an alternative process, which last only for 3 hours. This method requires to
have some steps of the process online instead of offline.

LONG DESCRIPTION

AIMS

« Stimulating the discourse and prompting citizens towards enriching the following
parts of the Scenarios: state of the art, research questions/direction and expected
impact.

« Shaping and enriching this content with regard to the call format you are aiming for
a policy consultations: specific challenge, scope and expected impact.

« Capturing the citizens’ views on the scenarios in the most authentic way possible.

PARTICIPANT SELECTION (SEE RECRUITEMENT ADVICES)

Participants can be citizens who participated to a previous step of the consultation (when
any) and new ones, we propose a balanced setting when it is possible, in which at least
half of the participants were involved in the previous step.

The original participants will guarantee the respect for the original visions. A mix will also
support the deliberation because the new participants will bring new ideas and dynamic.
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FACILITATION (SEE FACILITATION GUIDELINES)

PROCESS

WELCOME

Objectives:

+ Create a nice and relaxed atmosphere and register all participants
» Presentation of your project
* Presentation of the work done so far

Logistics:

* Prepare a list with the names of the participants who confirmed their arrival: tick
their names when they are showing up. Inform the participants where the restroom
is, where they can get fresh air, and the wifi code for internet.

» Breakfast: think about a self-service where people can help themselves with some
hot drinks, some water, and pastries.

+  We suggest participants choose their seating place freely for the initial presentation
and then move to the tables with their chosen topics after the exhibition (step 2).

ICE BREAKER

DISTRIBUTION OF SCENARIOS (40 MIN):

Objectives
Description
Option 1

1 - Two weeks before the event, the translaoted research scenarios are sent to the
participants and the table facilitators by e-mail and they were asked to choose 2 or 3
scenarios that they feel are more interesting

2 - After the selection is made, rate a list with the 5 most popular research scenarios and
these are the ones to enrich during the workshop

3 - At the beginning of the workshop, each table has on top its own research scenario and
the participants walk around and read all 5 and sit at the table with the scenario they like

4 - If several people arrive after the participants have already chosen the scenarios to
work on, they should be distributed according to their wishes and even redistribute tables
a bit, otherwise they will feel uncomfortable and will not put all their energies on the work.
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Option 2

Most preferably, posters of Scenarios are exhibited in one place, e.g. one wall with
enough space for the whole group to walk and look at it.

There is a number of places available for each table. People will choose independently
where they want to sit. Tables with less people will be asked to join more numerous tables.
At this point at least 5 tables of approximately 7 people are formed. In any case make sure
there are a minimum of 4 people per table. When groups are stable, they take their poster
and choose a table.

NOTE: Only allow as many table as table facilitators are present
Logistics:

- Posters of scenarios
Stickers & markers

ENRICHING EXPECTED IMPACT
Objectives:

- Make citizens think about how this research scenarios could have impact on the
future they want
- Start the enrichment process with personal-life related thoughts

Description:

Participants will have to answer this question during this phase: How would this change
the future2 Give some examples (this refers to question: What should be the main
goals/impacts of the research activity2). What changes should a research/innovation
project bring aboute For example, who should have learned something afterwards, or
have changed behaviore What new solutions should be implemented or be available for
userse Consider if the research/innovation can solve the problem in one step or if it can
contribute with important steps towards a solution (it is offen too much to demand from
research that they can solve the whole problem with one project). Define what kind of
result/impact it should aim at. Be as concrete as possible.

In order to structure and stimulate the discussion, you can use a "“Storyboard” template
to enable the development of a short narrative in which citizens have to imagine set of
specific everyday actions in the future that exemplify the expected impacts, a
practical description of how simple daily actions can be improved.

Below you find a brief step to step guide of the tool:

* IMAGINING A DAY IN THE FUTURE: Participants should try to imagine their (or the
one of people close to them) everyday life in the specific scenario.

« SETTING KEY ACTIONS: They should define a set of key actions/situations that
will radically change due to the direction taken in the Scope
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SKETCHING: Then, they are asked to give a brief description of each of
those specific action/situation and illustrate them with a sketch (it doesn't
matter if it is not beautiful, it is a just a raw visualization!)

GROUP WORK A — ENRICHING THE SPECIFIC CHALLENGE (60 min)

Description:

Close reading of the entire Scenario + a short narrative (better if composed of texts +
pictures) that tells the story in a more understandable language. It also contains the cited
parts of the related visions. First collective reading time (5-10 min). Than table facilitator
poses two questions about the Specific Challenge:

What is this research scenario about? Please rephrase in 2-3 sentences.

This is the conversation starter aiming at finding a diverse, but common understanding
about the topic. It is not necessarily used for the final output.

What challenge(s) does this research direction addresses from your point of view?

1.

Is it important from your point of view to address this challenge? Why?

a. Can you specify your answer with some examples?

b. Please explain well which situation in society makes this important.

Which need is it that needs to be confronted?

c. Are there any other related challenges that for you are important fo
address?

Three steps for the three questions:

Collecting individual ideas on post its (one color/question),

Presentation, clustering and discussion/ deliberation

Writing (additive) group decision in final template. Always ask one question
and leave some time for thinking and writing. Collect and discuss all
questions.

Note: please mind that all tables use the same color code (post-its)

Logistics:

Respective Scenario in A4 for each participant
post-its (three colors)

Markers

Enough space for clustering (wall, pin board etc.)
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GROUP WORK B — ENRICHING THE SCOPE (60 MIN)

Description:

The table facilitator asks questions about the Scope:

3. How could it be approached?

Please describe which kind of research and innovation activity would be
needed in order to contribute to the solution.

Three steps:

Collecting individual ideas on post its,
Clustering and discussion/ deliberation

Writing (additive) group decision in final template

Who should be involved in solving the problem?

a. Isthere a need for including others than the researchers in finding solutions
(stakeholders, NGO's, affected citizens, members of the general public,
politicians, civil servants ...)¢ Please consider which kind of knowledge,
values and judging skills these could bring to the research/innovation

process.

In order to structure and stimulate the discussion, you can use the “Actors Map”, a tool
that visualizes the strategic positioning of the different actors involved and thus their
possible contribution (see Figure 3). Below you find a brief step to step guide of the tool:

DEFINING ACTORS: You can either decide to provide some cards to the
participants with some already defined actors (e.g. the mayor, the University
administrative staff, the student...) and ask them to define the others or leave
them the freedom to define all the actors.

MOTIVATING CHOICES: Once the participants have defined the actors or while
defining them, they need to specify why they are involved in solving this
problem.

POSITIONING ACTORS: Then, participants need to place the actors on the map
according to their level of engagement (higher to the center, lower to the
border).

They can even enrich their analysis considering also the actors who are not actively
involved but that are affected by the consequences. This kind of actors should be
placed outside the circle (see “actors impacted” on the figure).

Logistics:

Post-its (three colors)
Markers
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- Actors map
WRAP UP, PRIORITIZATION AND THANK YOU (40 min)

Description:

Presentation of the final product to other tables (if more than one): One participant shortly
(1 min) describes highlights of the respective tables’ scenario.

VOTING: Af this stage then, each participants will vote for 2 Scenarios, considering
which are: the ones tackling the specific challenge best, most important and having
the best impact on society from their personal point of view.

In the case of different meetings for each Scenario, the voting will be done offline after
all the meetings are closed (via mail, felephone etc.)

Please prompt citizens to also seriously consider other tables’ Scenarios

OBJECTIVE OF APPLICATIONS OF THE METHOD

XPolicy formulation
XProgramme development
[ Project definition
XResearch activity

XPolitical empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS

» Enriched research scenarios (or potential research subjects)

» Verified method for enriching research scenarios

» Prioritization

» Feedback to the research scenarios from the citizens and the opportunity to
deepen it through the discussion

« Easy understandable actors’ map, which helped to identify and prioritize
stakeholders

INDIRECT RESULTS
» contextualization of topics
» For project partners: returning to the full process once more (visions etc.)
« Disseminatfion of knowledge about future studies in the society (participants
stressed that thanks to the meeting they understood the importance to think
about the future and discuss it with others)
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Widening the knowledge of new methods and approaches in scenario building
(benefit for researchers and trainers)

Improvement of skills in working with citizens (benefit for researchers and trainers)
Chance to act in a different way (benefit for citizens parficipating in the
meeting) - even not being experts in a particular field citizens used their
expertise from other fields, shown different approaches to problems and
“forced” others to change their typical way of thinking. They saw the added
value as other participants had different background, different experience and
it was enriching to have the possibility to share your ideas with others and gain
from their experience.

Widening the scope of applying participatory methods (benefit for researchers
and trainers) — plans to apply methods in other projects in the future.

The method, by itself, makes the process active and interesting for citizens.

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

XDialogue

[ Consulting

Xnvolving

XCollaborating

LEmpowering

[ Direct decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society (] ]
Organization’s

Policy-makers L]
Researchers
Citizens L]
Affected ] ]
Consumers ] ]
Employees L] L]
Users L] L]
Industry L] L]
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GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

Xnternational

XEU

XNational

XRegional

[local

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

Relative simplicity of the method

The idea of combining participants, who have already participated at an earlier
stage of scenario building with new ones on the other hand brings the feeling of
confinuity and on the other hand — freshness and new ideas

People feel comfortable and work with big interest in their preferred and chosen
scenarios

It is not an exhausting activity

The results were generated by different groups, so we could see the real picture of
what is really interesting for our citizens and what opinion they have.

The method by itself makes the process active, so it was more interesting for citizens.

WEAKNESSES

A workshop will be a lot of work for your team and for participants: it needs to be as
interesting as it can be.

Limited interactions among the tables: thus participants at the last stage tend to
choose the scenario they worked on plus another one, hardly ever considering to
choose 2 scenarios they did not worked on.

Results of the prioritization of enriched scenarios are influenced at least by two
factors: 1) the presentation skills of a person describing the enriched scenario (not
surprising), 2) the fact that some selected scenarios could cover covered similar
topics

Difficult to make sure that unpopular scenarios are not left behind by the
participants and that every scenarios as a good chance to go through the entire
process.
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SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Intermediate
IT skills: Basic

Facilitation skills: Advanced

Event organisation skills: Intermediate

Project management skills: Intermediate

WHAT ARE THE ISSUES OF CONCERN THAT ORGANISERS NEED TO TAKE INTO
ACCOUNT WHEN APPLYING THE METHOD?

When translations are necessary to do, please do not underestimate required time and
skills. If possible, hire a professional tfranslator. Not only must he do a quality translation but
also one adapted to the public participating in the workshop. Reserve some time for
reviewing closely the texts.

Late arrivals can be quite upsetting and disturb the course of the workshop. To prevent
this, recommend to call for the meeting at least half an hour before the “real” start and

provide breakfast meanwhile, which is also perfect for the early attendees to know each
other and interact.

EXAMPLES OF USE OF THE METHOD

EXAMPLE 1
CIMULACT workshop in Norway

Additional information of relevance

This method was applied as part of the CIMULACT project (http://www.cimulact.eu/)
which aimed to engage citizens and other stakeholders in the development of European
research and innovation agendas. More information about the overall CIMULACT
methodology, you can find at: http://www.cimulact.eu/

The method described above was used as the fourth stage in an engagement process,
which consisted of the application of a series of methods (see also Citizens Visions
Workshop, Vision Clustering Workshop, Research Agenda Camp in the Action Catalogue)
applied for the purpose of developing R&l agendas, based on citizens’ visions for the
future.
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This specific method presents one of the optional methods for enriching the research sce-
narios, as developed in the previous steps of the engagement process. Alternatively and
depending on your organisational resources and objectives, you can instead apply one of
the other methods used in CIMULACT for enriching research scenarios, also included in the
present guide.
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CIMULACT METHOD: FACILITATED STAKEHOLDER WORKING GROUPS

SHORT DESCRIPTION

The method is designed as a workshop that enables focused discussions between different
groups of stakeholders.

The method consists of five steps (information, selecting topic, discussion, deliberation, and
vote) of which some can be repeated if more than one research scenario is to be

enriched by each group.

Duration of the workshop is 6 hours.

LONG DESCRIPTION

AIMS

» Bring together stakeholders with different points of views on the selected research
scenarios and prompt them to answer a series of questions in order to generate rich
group discussions that can feed into the process of producing a final research
programme.

+ To have stakeholders to react to each other and bring up questions, knowledge
and insights into a specific research scenario for each group.

» To help prioritizing the most promising enriched research scenarios.

PARTICIPANTS SELECTION
See Part 3 / Recruitment of stakeholders

PROJECT MANAGEMENT:
Do not forget to buy drinks and food. An informal moment is very important.

PROCESS

Because of the fact, that it can be difficult to gather different stakeholder groups, to
participate in a single event, you may wish to consider, to do the following:

 Break down the events, in 2 or more and offer the opportunity for each one to
choose when to participate. This will most probably increase the costs (logistics &
personnel) but you ensure that many of them will attend. You may also consider to
organize these multiple events in different locations in order to facilitate
participation & geographical diversity when relevant.

+ Host one event for each Research Scenario. With this scenario it is not possible to
give the opportunity to the participants what Research Scenario exactly the wish to

85



enrich. Each hosted event must facilitate relevant stakeholders (e.g. People con-
concerned/interested in the field of Energy, will participate in Research Scenarios
relevant with their field of expertise).

BEFORE THE WORKSHOP

Before the workshop, you need to identify actors that could participate. You need to
create a careful stakeholder map with the relevant stakeholders. To do so, you need to
search which actors connected to the research scenarios you want to enrich. You should
identify enough stakeholders to end up with 35 participants. Stakeholders shall represent
different spheres (policymakers, academia, business, CSOs, media and/or other parties at
stake).

In doing your recruitment you also need to choose between one of those two options:

- You can decide to do one consultation per group of research scenario — that is to
say that you will regroup research scenarios that enter the same area of work. This
method will take more time, because you will need to repeat the process as many
as the number of your research scenario. In that case, you can decide to work only
with stakeholders and experts from this area. But you can also decide to add
stakeholders from other areas, in order to have external point of view regarding this
subject. You can define the composition of each group. In order to help you
compose the groups, it is a good option to consult participants on their wish
(manyn stakeholders and researchers can be interested by several areas). It can
be done by answering an email indicating in the list of areas and research
scenarios their interest.

- You can decide to do one consultation in order to work on all/or several of your
research scenarios. In that case, you need to recruit stakeholders from different
working/expertise areas. You need to have a diverse group, in order to fully enrich
your scenarios.

Before the actual workshop you should send to all the participating stakeholders a few
pages with a short infroduction to your project, the research scenarios they are expected
to work on and an explanation of the scope of the workshop. It will make the intfroduction
phase easier during the workshop.

DURING THE WORKSHOP

The workshop design consists of five steps:
I. Welcome and infroduction

II. Warmup

ll. Prioritization

IV. Enriching research scenarios

V. Exhibition, voting and wrap up
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Steps Il and IV can be repeated if you aim for enriching more than one research scenario
per group. For instance, during the morning, if you have 4 tables you will enrich 4 different
research scenarios. In the afternoon, you can do the same and enrich 4 other research
scenarios.

An option can be not to repeat the sequences in order to take more time to discuss, fill in
and finalize the template.

In case you break down to one consultation per group, most probably step lll and V do
not apply. You will give them a standard Research Scenario for them to enrich.

Exhibition and voting, is quite difficult to take place also. Especially during the consultation
that will take place in the beginning, you will not have anything to exhibit and also vote.

The ideal way for the participants to vote is to consolidate all results at the end of the
Consultations, forward them to all the participants, presented in a nice layout, alongside
with instruction on how to vote (Through telephone, via online services — e.g. Google
Forms, via SMS, whatever you prefer).
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Thus, the duration of the workshop will vary according to the number of repetitive rounds.
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REGISTRATION (30 minutes)

Objectives:
*  Welcoming participants
e registration

Description: Participants get nametags and are seated at their respective table
Logistics:

« Prepare a list of name tags to the participants with name and profession.
e Breakfast

In the case that you host one Consultation per Research Scenario, then most probably this
step would be much shorter. 10 minutes are more than enough for this part, even less
depending on the venue and how punctual the attendees will be.

WELCOMING AND INTRODUCTION (45 MINUTES) — STEP 1

The first step of the day is to welcome your participants. You need to pay attention to this
stage, and to create a nice atmosphere inside the group of participants.

Objectives:
* Introduce the previous work of your project
» Present the scope of the workshop
* Inform the participants of their role in the workshop. State that their input is
appreciated and valuable
« Give a presentation of the research scenarios

In case you organize one Consultation per Research Scenario (and you know what
people will be involved in each one), you should consider the possibility to send all the
necessary documents to them earlier. This will give them the possibility o come prepared
(based on experience, we know almost everybody will study the material) and with useful
ideas and topics to discuss.

Description:
=> Role of The Head Facilitator :

» The process of your project — what is the overall aim now in the process
« Theresearch scenarios that the participants can enrich
*  What kind of output is expected from the workshop
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Logistics:

Printed versions of the research scenarios

WARM-UP (25 minutes) — Step 2

Objectives:

Introduce the stakeholders to each other and they get a chance to tell why they have
stakes in this research scenario.

Description:

See the ice-breakers section.
The warm-up is simple and works for both introverts and extroverts. It can be done in the
groups — or in plenary but then the time for this session has to be expanded.

PRIORITIZATION (30 MINUTES) — STEP 3 (OPTIONAL)

Objectives:

To select the research scenarios each table will work on during the group work session. All
tables should work on different scenarios at the end, i.e. two groups cannot enrich the
same research scenario.

Description:

1)

2)

3)

All research scenarios are put on the wall

The Head Facilitator explains the job of selecting a scenario to work on at each
table: “Please be aware that this is a decision you need to take together. We give
you some time pressure — you only have around 20 minutes for this — because we
want you to get to a result fast, so that we can move on to the next phase in which
you will be really productive. The best is to decide in consensus — but if not possible,
then you should make a vote at the table.”

In the groups, participants make a short brainstorm of their immediate thoughts
about the research scenarios they are going to deal with. It may be words,
sentences, the current trends, future perspectives or whatever pops up in their
mind.

Participants write down on post-its one or two research scenarios they can see
perspectives in.
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5) Each participant gets the chance to give their point of view, which can help
finding 1-2 research scenarios the entire group can accept to work with.

6) When the group has decided which research scenario they prefer to work on in the
first round, they go and pick the scenario from the wall. If consensus cannot be
reached, the Table Moderator facilitates a vote.

After this, the Head Facilitator asks the groups to begin voting if they can see that they
cannot decide in consensus.

NB: If some of the participants strongly express a wish to work with a different research
scenario than decided at the table, the Table Moderator and the Head Facilitator should
fogether aim for placing this person(s) at another table. There should not be more than 7
participants at each table.

ENRICHING RESEARCH SCENARIOS (60 MINUTES) — STEP 4

Objectives: To enrich the selected research scenario by filing out the template

Description:

The Table Moderator prompts the group by asking the questions in the template.
Outcomes that will enrich the research scenarios will be written down in an A3 paper
template by the minute keeper.

It is a good idea to make variations in the way questions and answers are given:
Examples of question/answer rounds could be:

« Participants discuss in pairs

« The entire group stands up and write on a flip-chart

« Each participant put down their two best arguments on a post-it
e Brainstorm with post-its on the wall

Logistics: Paper template printed in A3, research scenarios, examples of research topics,
pens, flip-charts and post-its.

EXHIBITION, FINAL VOTING AND WRAP UP (40 MINUTES) — STEP 5

Objectives:
* Make a prioritized list of the best enriched research scenarios of the day.
+ Show the outcome of the workshop and allow networking between participants.
« Thank the participants for spending a day on the project.
* Inform them about the future work of the project.

Description:
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The A3 paper templates are placed on the wall. A person from each group briefly pre-
sents what their group has produced.

The Head Facilitator explains the prioritization rules, and prompts the participants to
consider other scenarios than their own: This is about giving priority to those products of
the day that really should end up as research topics.

Each participant gets two post-its/stickers and place these at the enriched research
scenarios they find the best and most important.

The Head Facilitator explains the next steps of the project and allows time for questions
and comments.

EXAMPLE OF PROGRAM

Step Title Action Duration
1 Registration « Breakfast and registration 30 min
« Parficipants are seated in
preformed aroups preferably

2 Step | « Infroduction of the project and the 45 min
Welcome and workshop.
infroduction « Explanation of the three
building blocks of a Horizon
2020 tobic
3 Step I « Participants get to know each 25 min
Warmup other and present their
backaround
4 Step Il « Brainstorm followed by structured 30 min
Selecting discussions of the research
research scenarios

« Each group select one

scenarios .
research scenario from the
S Step IV « Enriching one research 60 min
Group work scenario by addressing the 5
mandatory questions given in
the template.
« Outcomes that will enrich the
research scenario will be written
down in an A3 paper template
6 Break Lunch 35 min
/ Step i
repeafed 15 min
Selecting
research
scenarios
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8 Step IV

repeated .

Group work 60 min
9 Break Coffee/tea 15 min
10 Step V « Exhibition of the enriched

Exhibition, scenarios

voting and wrap « Vofting of the best enriched 40 min

up research scenarios

« The next steps of the project
« Questions and answers
« Thanks and good bye

OBJECTIVE OF THIS METHOD APPLICATION

[Policy formulation
XProgramme development
XProject definition
XResearch activity

[Political empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS
» Enriched and prioritized research scenarios (or alternatively policy options,
implementation steps etc.)
« Stakeholders were actively involved to the process of finalizing topics of the project
« Testing a new method — for us as well as for participants who are not used to on this
type of workshop

INDIRECT RESULTS
« Establish a partnership with participant on other working task / networking / project
results information
« Strengthen the overall contacts of your organization and familiarize yourself with
these organizations / stakeholder groups/public authorifies. It's always good to
establish good connections with them.

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION
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[ Dialogue
XConsulting
Xnvolving
XCollaborating
LEmpowering

[ Direct decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society (] ]
Organization’s

Policy-makers L]
Researchers
Citizens L] L]
Affected ] ]
Consumers ] ]
Employees L] L]
Users L] L]
Industry L] L]

GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

Lnternational
CEU
XNational
XRegional

XL.ocal

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

« The method is flexible (1 day/half day or repeat the consultations according to
number of research scenarios) which can be advantage for recruiting stakeholders,
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« The research scenarios can be (elaborately) enriched by the diverse views and
knowledge due to stakeholder’s expertise
« Stakeholders tend to be very productive

WEAKNESSES

« As any other method with stakeholders, it is more difficult to motivate them to
parficipate at the workshop

« |If table facilitators are not well prepared (familiar with the method/process) the
result does not have to be beneficial

« It's extremely difficult to convince a high number of stakeholders to attend in a
single day consultation. Even if they tell you that they will attend, there is a high
probability that they will not attend. You must be prepared for this, by inviting a
higher number of people than the minimum you wish to achieve.

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Intfermediate
IT skills: Basic

Facilitation skills: Advanced

Event organisation skills: Advanced

Project management skills: Advanced

WHAT ARE THE ISSUES OF CONCERN THAT ORGANISERS NEED TO TAKE INTO
ACCOUNT WHEN APPLYING THE METHOD?

Make sure people are motivated enough to stay fill the end to vote in prioritization, Make
sure you have enough rooms where you have the group discussions, facilitators / table
moderators have to be well prepared, informed about the method and project and
perfectly train to generate good discussion results but avoiding being involved or
influence the final product.

EXAMPLES OF USE OF THE METHOD

EXAMPLE 1
PACITA — Ageing Society National WS

CIMULACT second consultation phase — National WS

94



Additional information of relevance

This method was applied as part of the CIMULACT project (http://www.cimulact.eu/)
which aimed to engage citizens and other stakeholders in the development of European
research and innovation agendas. More information about the overall CIMULACT
methodology, you can find at: <provide link to the description of CIMULACT methodology
in the Action Catalogue).

The method described above was used as the fourth stage in an engagement process,
which consisted of the application of a series of methods (See also Citizens Visions
Workshop, Vision Clustering Workshop. Research Agenda Camp in the Action Catalogue)
applied for the purpose of developing R&l agendas, based on citizens’ visions for the
future.

This specific method presents one of the optional methods for enriching the research
scenarios, as developed in the previous steps of the engagement process. Alternatively
and depending on your organisational resources and objectives, you can instead apply
one of the other methods used in CIMULACT for enriching research scenarios.
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CIMULACT METHOD: WORLD CAFE TOUR

SHORT DESCRIPTION

This method can be used by anyone who wants to organize a consultation with mixed
target groups: citizens, stakeholders, and policy-makers together. You can decide to use
this method with a specific target group: only citizens, only stakeholders...

The concept is that the discussion is inifiated at each table (6-8 persons). After 60 minutes,
led by the table facilitator, the participants select a “host” to stay at the table and
summarize the results of the discussion for the next group, and then the rest of them (i.e. 6
people) move to a new table to work on and discuss a different research scenario.

Duration of the workshop is 1 day.

LONG DESCRIPTION

AIMS

This method can be used by organizations who want to lead a consultation with mixed
target groups: citizens, stakeholders and policy-makers together. However, this method
can also be suitable for only one target group: either citizens, stakeholders or policy
makers.

In case you would like to use it in such a way, you need to consider whether you need to
make any adjustments in the method, timing, etc. to fit the needs of the target group.

If you have less time, you can adapt the process by shortening it and making it suitable for
an half a day workshop.

The objective of the consultation is fo enrich and prioritize the research scenarios.

The method is planned for 35 participants, but can be easily adapted if more participants
are in the room.

In order to have a balanced and diverse group of participants in the room, the panel
should be composed of:

« 15 citizens (you can have a minority of them having already participate in a
previous step of your consultation — it can be a way to help the group to start
because some participants are already motivated)

15 stakeholders

« 5 policy-makers (local, regional, national and/or EC level). They can be either in
charge of research and innovation policies and/or in charge of specific areas,
connected to the research scenarios you have chosen.

Objectives of this method:
1) Prioritize research scenarios
2) Enrich research scenarios
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3) Vote for research scenarios

PROJECT MANAGEMENT

Facilitation:

- Training is important = organise simulations

- Prepare the guidelines for the facilitators
As an example for the number of person you need to involve in the facilitation process,
you can use the following numbers, and then adapt them to the number of participants
you will have during your event.

Example:

- Number of participants: 35

- Number of tables: 5

- Number of table facilitator : 5
- Number of head facilitator: 1

PROCESS

BEFORE THE DAY

Tips: you can send to the participants a presentation of your project ten days before your
event. It will help participants to discover what your goals are.

DURING THE DAY

9 - 9.30: WELCOME THE PARTICIPANTS

Objectives: Create a nice and relaxed atmosphere and register all participants

Logistics:
« Prepare a list with the names of the participants who confirmed their arrival: tick
their names when they are showing up. Inform the participants where the restroom
is, where they can get fresh air, and the wifi code for internet.

» Breakfast: think about a self-service where people can help themselves with some
hot drinks, some water, and pastries.
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Preparation of the room for the day:

« Schedules are stuck on some walls so everyone can see them anytime.

« S5tables (more or less depending on how many participants are registered) are
arranged with 8 chairs around them each (7 for participants and 1 for the table
facilitator).

« To achieve an appropriate mix of participants at each table, use colors for the
name tags as well as on the chairs. So, when you prepare the room, you need to
place colored stickers/dots on the chairs as well, in the following way: 1 color = 1
target group. For each table: 3 blue for citizens, 3 red for stakeholders and 1 green
for policy-makers.

« Theresearch scenarios (A3 or larger) are stuck on the wall or exhibited in some way,
€.g. on boards.

+ Templates with the 5 (you can adapt this regarding of your needs) questions for the
world café rounds (see description below, at the world café round 1) are exhibited
on the wall or on boards: 1 close to each table, and one more that everyone can
see. (Big sizes, preferably Al). NB: Parficipants will need to stick notes and/or write
on them, so their placement should make this comfortable.

« On one central table or on each table place the office supplies for the day: pens,
scissors, stickers, post-its, etc.

9.30 - 9.50: PRESENTATION OF THE PURPOSE AND OBJECTIVES OF THE CONSULTATION AND
THE EXPECTED OUTCOMES

Objectives:
« Ensure that each participant feels confident
* Make sure all participants understand the full project, make sure they understand
why they are in the room and what is expected from them during the workshop.

Description:
* The head moderator introduces the project and explains its overall objectives
* He/she explains the previous steps of the project

» He/She presents the overall program of the workshop and explains the expected
outcome of the workshop.

Logistics:
« A computer
« Video-projector releasing a PowerPoint.
e Microphone

9.50 - 10.10: GETTO KNOW EACH OTHER: ICEBREAKER

Objectives:
» Ensure participants get to know each other, and will later feel at ease to discuss the
research topics together.

« Give visibility fo each target group.
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Description:
Depends on the icebreaker activity (see the ice-breakers guide)

= Roles of the table facilitators / head moderator /project manager:

o Good coordination of the task and focusing on making everyone feel
relaxed

Logistics:
Depends on the icebreaker activity (see the ice-breakers guide)

Please note that with the ice breaker the idea is also to emphasize that participants are all
citizens, stakeholders and experts in different situations in their life, and it is just so that
today they are all assigned a specific role. The head facilitator should also help emphasize
this: all roles are of equal importance, and we could all adopt all, but today let's try and
observe our assigned roles of citizen, expert or stakeholder.

10.10 - 10.40: OVERVIEW OF THE RESEARCH SCENARIOS

Objectives: Make sure everyone is familiar with the research topics
Description:

« The team presents the research scenarios in an engaging way.

« Then participants select which research scenario want to work on first.

* While participants select which research scenario they first want to work with, it is
important that they observe the principle that each table should have an
appropriate mix of participants — indicated by the colored stickers/dots placed on
the chairs.

= Roles of the head moderator

o Acting as chairperson of the session, managing the presentation of the
research scenarios.

o The head moderator makes sure that participants do not start the
“enriching” process yet, and that if they have questions about the research
scenarios, they are for clarification.

o The head moderator also ensures that participants select where they want
to sit and work first, observing the rafio suggested by the colored
stickers/dots placed on the chairs.

o The head moderator is in charge of the clock: he/she says when the step is
over.
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= Roles of the table facilitators:

o Table facilitators help ensure that the seating of the participants for the next
stages of the work is done smoothly.

o They also ensure that the appropriate mix of participants is achieved at their
tables, using the colored stickers/dots on the chairs as guidelines.

= Roles of the participants:

o The participants are seated in the room and they are listening to the head
moderator. They can ask questions if they have some and if something is
unclear for them.

o Finally, they select which research scenario they want to work with first.

0o Mixed tables of participants: 3 stakeholders, 3 citizens and 1 policy-maker
per table: the participants need to make sure they are respecting this rule.

10.40 - 11.00: COFFEE BREAK

11.0 - 12.45: WORLD CAFE TOUR, ROUND 182

Objective: Each group (of 7 participants) is enriching a research scenario. They are
enriching the research scenarios by answering the 5 questions asked, as indicated on the

template.

Description:
The head moderator explains how participants can enrich the research scenarios: they
need to follow the 5 guiding questions below -

* 1) What challenge(s) does this research scenario address?

« 2)Is it important from your point of view to address this challenge? Why?

Please explain well which situation in society makes this important. Which need is it that

needs to be confronted?

* 3) How could it be approached?

Please describe which kind of research and innovation activity that would be needed
in order to contribute to the solution.

e 4) Who should be involved in solving the problem?

Is there a need for including others than the researchers in finding solufions
(stakeholders, NGQO's, affected citizens, members of the general public, politicians, civil
servants...)¢ Please consider which kind of knowledge, values and judging skills these
could bring to the research/innovation process.
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5) What should be the main goals/impacts of the research activity?

What changes should a research/innovation project bring about¢ For example, who
should have learned something afterwards, or have changed behaviour? What new
solutions should be Iimplemented or be available for users¢ Consider if the
research/innovation can solve the problem in one step or if it can contribute with
important steps towards a solution (it is often too much to demand from research that
they can solve the whole problem with one project). Define what kind of result/impact
it should aim at. Be as concrete as possible.

These 5 questions are a helpful framework to have suggestions to improve the research
scenarios. Participants at each table will be discussing together to answer these questions
for each research scenario.

Each table has one of the research scenarios.

First, each table (with 7 participants and a table facilitator) has one research topic to be
discussed by the participants. They take 60 minutes to do it:

First, participants are asked to spend 10 minutes to think individually about enriching
the research topic based on the 5 questions. They are asked to record their ideas
on post-its, 1 idea/post-it.

Then, participants share their ideas by pair (NB: at one table, they will be two pairs
and one frio). At this stage, the participants share their first impression, share if they
are questions or clarifications needed and enrich together their initial impressions.
They take notes on post-it about their discussions (10 min).

Participants share their answers collectively (one of the duo presents to the group
(Imin each), continue to discuss the ideas and record any additional thoughts and
issues around the post-its (20 min)

The last 20 min will be used to summarize all the work done and ensure that the next
group will be able to continue the discussion.

After 60 minutes, led by the table facilitator, the participants select a “host” to stay
at the table and summarize the results of the discussion for the next group, and
then the rest of them (i.e. 6 people) move to a new table to work on and discuss a
different research scenario.

Tips: If you have difficulty to motivate someone from each table to be a host, you
can decide to offer them something in return (sweets...). Do it in a funny way, it is
more to relax participants that this role is not complicated!

They can choose the research scenarios they want to discuss next, but the table
facilitators have to make sure the participants are proportionately distributed at
each table according to the final distribution of the people at the workshop (e.g. 3
citizens, 3 stakeholders and 1 policy-maker per table).
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« There are 2 rounds of this world café tour, so all participants are discussing a re-
search scenarios before lunch.

Discussion at the second table is a little bit different and-takes only 45 minutes:

« The "host” (i.e. person who was there for the first round of discussion) summarizes
the outcomes of the discussion so far for the new people relying on the notes and
post-its on the table.

« Participants can ask clarifying questions, but the table facilitator has to make sure
this part of the discussion is not too long.

e After this, the process is the same as before.

+ Atthe end, a new host (from among the participants) is selected, to ensure that the
first host can move on to discuss a new topic.

= Roles of the table facilitators / head moderator /project manager:

The table facilitators are guiding and helping the participants to understand
the task and to make proposals.

They also need to make sure all participants have a chance to give their
opinion, and that they are on an equal footing.

The table facilitators ensure the even distribution of participants for the
second round.

The head moderator is in charge of the clock: he/she says when a step is
over.

= Roles of the participants:

(0]

(0]

Participants are discussing the 5 questions. They are writing down their
impressions on post-its.

They take turns to act as hosts for summarizing the discussion for the next
group at the tables. NB: anyone can be a host!

12.45 - 13.45: LUNCH BREAK

13.45- 14.15: WORLD CAFE TOUR (ROUND 3)

Objective: (Same as previously) each group is enriching one more research scenario - one
of those they have not discussed previously.

= Roles of the table facilitators / head moderator /project manager:

(0]

The table facilitators are guiding and helping the participants to understand
the task and to make proposals.

They also need to make sure all participants have a chance to give their
opinion that they are on an equal footing.
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The table facilitators ensure the even distribution of participants for the third
round.

The head moderator is in charge of the clock: he/she says when the step is
over.

= Roles of the participants:

o

14.15 - 14.45:

Participants are discussing the 5 questions.

They are writing down their impressions on post-its.

Their post-its are stuck on the matrix so everyone can see them. The post-its
are divided into different categories.

They take turn to act as hosts for summarizing the discussion for the next
group at the tables.

SUMMARY OF THE RESULTS

Objectives:

Description:

After finishing the 3 rounds of World Cafés the result of the work is
summarized and presented to the whole group to create the basis for the
following template finalization step and collect valuable input from those not
working on the specific scenarios.

Another objective of this step is to make all the participants familiar with all
research scenarios so the final prioritization can proceed smoother and
faster.

After the third round of World Café participants stay at their tables.

The last *host” of each table makes a summary of what participants said
and wrote in the three world café sessions. The table facilitators are there to
help the host if needed.

The summary may not be longer than 5 minutes per table, then some
clarifying questions can be asked by the other participants.

= Table facilitators / head moderator /project manager:

o Table facilitators ensure that nothing is left out

o Head moderator ensures that all participants have an equal
opportunity to ask questions or add comments.

o Head moderator checks that the timing is kept.

= Roles of the participants:

o ‘Hosts’ present the thoughts they have collected at their tables for the
specific scenarios
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o Participants ask questions and add comments to the presenters of
other tables

14.45 - 15.45: FINALIZATION OF THE TEMPLATES

Objectives: The objective is to have filled in templates for the selected research scenarios
by the end of this task, also by including the relevant comments and questions the other
participants provided during the previous step.

Description:
« Explaining what is expected from participants in the last session of the
afternoon by explaining what a research topic looks like as the participants
have to fill in the final template based on this information.

The head moderator explains how they will need to use the results of the earlier discussions
for the template provided - template for a simulated research call with boxes for
challenge, scope and expected impacts.

« Participants are working at their mixed group tables where they were for the
last task or they can go back to their original tables they were in the morning

« Each group is working on a research scenario using the template provided
(A2 or Al format) and is taking into account the suggestions made by alll
participants in the three world café rounds. The table facilitator supports the
discussion. One participant is in charge of taking notes on the template.

The participants need to give their final suggestions according to the following framework:

« Specific challenge (20 minutes maximum), corresponding questions:

1. What challenge(s) does this research question address? (Specific challenge)
2. Why would it be important to address this challenge? (Specific challenge)

Scope (20 minutes maximum), corresponding questions:

w

. How could this challenge also be approached? (Scope)
. Who should be involved in solving the problem? (Scope)

N

Expected impacts of the research topic (20 minutes), corresponding
questions:

5. What should be the main goals of the research activity? (Expected impact)

= Roles of the table facilitators / head moderator /project manager:

o Table facilitators must ensure everyone can share his/her opinion and
that notes are taken at the table.

o The head moderatorisin charge of the clock: he/she says when the
step is over.

105



= Roles of the participants:

o Filing in and finalizing the template.
o Incorporate the inputs provided by the other participants during the
previous sessions.

Logistics:
* 5round tables
« 1research scenario per table
« 1 template with the 5 questions per table (A2 or Al format).

15.45 - 16.00: COFFEE BREAK

Logistics: During the coffee break the organizing team prepares the next step.

16.00 - 16.45: EXHIBITION OF THE 5 ENRICHED RESEARCH TOPICS AND THEN PRIORITIZATION

Objectives: Participants are invited to give priority to 2 research scenarios out of the
enriched ones.

Description:

« During the coffee break staff members arrange the final enriched research
scenarios with the filled in templates on boards or on the wall. Thus, all the
enriched scenarios are exhibited in the room in a way that everyone can
see and read them properly.

* Participants are asked to walk around in the room and read the exhibited
texts and choose the 2 research scenarios which they consider to be the
most important to deal with.

= Roles of the table facilitators / head moderator /project manager:

o Table facilitators can answer the participants’ questions if they don’t
understand the purpose of this step.

o Table facilitators stand by the research scenario that they facilitated
in the last round, and answer any questions, etc.

o The head moderatorisin charge of the clock: he/she says when the
step is over.

= Roles of the participants:

o Participants are invited to walk through the room and to put stickers on their
2 favourite research topics (they cannot put 2 stickers on the same topic!).
They need to read carefully the enrichment made by the other groups
during the day.
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Logistics:
« Boards where the enriched scenarios can be exhibited (or a proper sized
wall can be utilized too)
« Pins or blue tack to exhibit the scenarios and templates
» 2 stickers per participant (approx. 70-80)

16.45 - 17.00: FRIENDLY CLOSING SESSION: DRINKS AND FEEDBACK ON THE DAY

Objectives:
* Have the participants fill in the evaluation feedback form of the workshop

« Thank them for their participation (distribution of incentives)
* Inform participants about the next steps of your project

Description:

= Roles of the table facilitators / head moderator /project manager:

« Head moderator expresses the organizers’ gratitude towards the participants
for taking part in the workshop
The head moderator reminds the other steps of the project

Logistics:

Soft and alcoholic drinks and snacks
e Evaluation forms in min. 35 copies

OBJECTIVE OF APPLICATIONS OF THE METHOD

XPolicy formulation
XProgramme development
[ Project definition
XResearch activity

XPolitical empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS
« The participatory design of research scenarios is a challenging but rewarding
process which it delivers high quality outputs once properly facilitated and
organised.
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» Collection and discussion of opinion and feedback from different groups / people
that do not talk fo one another on a regular basis.

« Collection and discussion of diverse and sometimes contradicting opinions in a
supportive atmosphere

INDIRECT RESULTS

» Participants from very different backgrounds can each contribute novel and
inspiring ideas, regardless of whether they are a citizen, stakeholder, or expert.
However, facilitation is essential to break down boundaries and manage
constructive conflict.

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, I.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[ Dialogue
XConsulting
Xnvolving
XCollaborating
LEmpowering

[Direct decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society L]
Organization’s

Policy-makers ]
Researchers
Citizens ]
Affected L] L]
Consumers L] L]
Employees L] L]
Users ] ]
Industry [] []
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GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

Cnternational

XEU

XNational

XRegional

XL.ocal

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

The participatory process is very engaging for the participants, they infend to be
enthusiastic to be a part of the method and contribute to future research scenarios.

The mix of participants (i.e. “Experts”, “Citizens”, and “Stakeholders”) leads to
creative discussions and creates challenging and enriching dialogue throughout
the day.

Moving from table to table during the day inspires new ideas and dialogue around
the research subjects. It is a pollination process.

This method is a way fo bring together and engage in discussion people with
different backgrounds

Discuss and integrate different views in a creative and constructive way

WEAKNESSES — WHAT TO PREPARE FOR

It is challenging to have an equal representation and to find a proper calendar to
match with the schedule of the different type of participants (for instance citizens
are more available during the week-end and policy makers during the week.

It can be rather difficult to recruit stakeholders and policy-makers
Sometimes, it can be difficult fo move people from table to table

Citizens can have the impression that experts are taking too much space.
Moreover, labelling partficipants as “Experts”, "“Citizens”, and “Stakeholders”
created a hierarchy during discussions. Be careful during discussions to warn your
facilitators about this potential issue. Even though when it was avoided to introduce
everyone by their formal title, participants would still often reveal their identity while
speaking. Prepare your facilitators during their training to this issue. You can prepare
with them different arguments that they can use during the workshop to remind
everyone that during this exercise everyone voices as the same importance.
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- Facilitation is crucial to break boundaries between participants and different
categories

EXAMPLE OF A TIMEFRAME FOR THE APPLICATION OF THE METHOD

9.00-9.30 Welcoming participants

9.30-9.50 Presentation of the consultation purpose, objectives and
the expected outcomes

9.50-10.10 Get to know each other: ice breaker

10.10-10.40 Overview of the research scenarios and selecting for
more detailed discussion

10.40 - 11.00 Coffee break

11.00-12.45 World Café tour, round 1&2

12.45-13.45 Lunch break

13.45-14.15 World Café tour 3

14.15-14.45 Summary of the results

14.45-15.45 Finalization of the template

15.45-16.00 Coffee break

16.00-16.45 Exhibition of the 5 enriched research topics and then
prioritization

16.45-17.00 Friendly closing session: Drinks and feedback on the day

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Intermediate
IT skills:Basic

Facilitation skills: Advanced

Event organisation skills: Advanced

Project management skills:Advanced
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CONSENSUS WORKSHOP (DANISH BOARD OF TECHNOLOGY FOUNDATION,
DENMARK)

SHORT DESCRIPTION

The consensus workshop refers to a group of citizens reaching consensus on how to
address one or more challenges faced by society. It builds on the same principles as the
Consensus Conference where consensus is reached through a mixture of informed
discussions between citizens and dialogue with an expert panel. However, where the
Consensus Conference runs for several weekends and goes in real depth, the Consensus
Workshop is a two-day event where citizens interact with experts in a more informal setting
and together brainstorm on what is the challenge and how could it be addressed.

Duration of the workshop is 1 2 -2 days.

REQUIREMENTS

- ldentified societal challenges

- Information material describing the challenges
- 7-10 experts or stakeholders

- More than 25 citizens

LONG DESCRIPTION

AIM

The aim of the workshop is to envision and provide recommendations on how to address
specific societal challenges. The approach of the workshop is that the citizens get
scenarios illustrating a number of concrete challenges faced by society. Through six steps
the scenarios are validated, enriched and prioritized in a way that allows decision makers
to use them as concrete input in research or policy agenda settings by clarifying what is
needed and what is possible.

Half way through the first day of the workshop a number of relevant experts meet the
citizens, and for a few hours the citizens get a chance to ask clarifying questions to the
experts and obtain a wider perspective on the challenge(s). On day two, the citizens
meet again and form groups consisting of 5-8 participants. After a rich brainstorm and
moderated discussions the group tries to reach consensus on how to describe the
challenge from their perspective and define how it could be addressed by providing
policy or research recommendations.
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PARTICIPANT SELECTION

Citizens: The panel of citizens should be selected in a way that aims for a high diversity of
criteria as age, gender, level of education, geographic areaq, etc. The panel should reflect
as much as possible the diversity of your country. Certain types of persons can be harder
to reach as youngsters, elder people, low-educated people and male citizens. A specific
aftention needs to be addressed to these persons to ensure they will attend the
consultation and they will feel comfortable during the day.

Experts: The experts/stakeholders should be identified on the basis of the challenges to be
addressed during the workshop, but also in a way that allows for high diversity in the
composition of the panel based on criteria such as age, gender, geographical area and
types of organisations (e.g. industry, universities, NGOs, private companies, governmental
institutions and independent research institutions). The expert panel should represent
divergent perspectives hereby providing balanced information.

FACILITATION

Staff that you need to include in the workshop:

 Head facilitator: Welcome and present the different steps. Moderate the expert
discussions and assist if there are certain issues at the tables.

* Project manager: provide logistics and makes sure the time schedule is held.

» Expert/stakeholder panel: 7-12 experts/stakeholder to answer questions raised by
the citizens

+ Table facilitators (one per table is a good ideq)

PROCESS

PREPARING THE CONFERENCE

Before the conference, you need to:

- Recruit participants in regard to criteria your team has selected (age, gender,
profession...)

- Recruit a panel of experts that can give insights about the subjects addressed
during the conference to the participants.

- Organize practical issues such as catering and lodging

- Preparing the room with tables, chairs, projector etc.

- Provide information material for the participants with descriptions of the societal
challenges.

113



DURING THE CONFERENCE

DAY ONE
WELCOMING

Welcoming the participants is important as an inifial step in both days of the workshop in
order to facilitate contacts between the participants. The participants will work closely
together for two days and they need to act like one group as soon as possible.

The welcome during the first day of the workshop should include a clear presentation of
the reason for the workshop specifying “why” the participants have been invited. Shortly
hereafter it is important that the participants are infroduced to each other and get a few
minutes to present themselves. An icebreaker exercise is recommended to loosen up the
atmosphere and bring the participants together.

The welcome on the second day is just as important as the first day. The participants
should be acknowledged for their work. Maybe they are tired from the day before,
maybe they feel overwhelmed by the load of information of the previous day and have
lost the overview. The welcome should thus include a “pep-talk”, an overview of the
agenda and give the participants room to reflect on their impressions of the previous day.

CONSTRUCTING SUB-GROUPS

For this method, you need to create sub-groups consisting of 5-8 participants. An idea can
be to allow participants to choose freely which group to work in but this can lead to
create high heterogeneity among the groups. To avoid this, you can create more evenly
distributed groups with 4-6 participants in each group. If you choose this method, you
need to think about the conception of your sub-groups before the event.

PHASE 1: INFORMATION

The first phase aims at informing the citizens about the societal challenge(s).
To do so you can create different elements:

- An information catalogue containing the different societal challenges written as
scenarios. For each scenario create an info box, where the reader can find
additional information about the topic (e.g. explanations of technical terms).

- Videos

Information material needs to be sent to all participants before the workshop. In addition,
each research scenario will also be explained by your team in an oral presentation at the
beginning of the workshop.
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PHASE 2: FORMULATION OF QUESTIONS

The citizens gather in small groups where they will collectively discuss the different themes.
A brainstorm is initiated where the participants write down all the themes on a mind map.
They identify those themes they find most interesting and elaborate on these by identifying
questions. All questions are written down in a speed-writing exercise on post-its. All
questions are read out loud and clustered in order to identify if there is a specific patternin
the theme of the questions. The group decides on three clusters of questions and fries to
formulate one central question for each cluster. If this is not possible, the participants vote
for which three questions they find most interesting.

PHASE 3: CONSULTING EXPERTS

During this phase, the citizens ask questions (formulated during phase 2) to the experts in
plenary and get an opportunity to collect different views and arguments. The phase is
initiated with a speed-hearing where each expert presents themselves in a 3-5 min
presentation. Hereafter, a Q&A round is initiated where the participants ask questions to
the experts.

The experts are crucial because they enrich the discussion by adding more information to
the discussion and expand the view on the challenge. It is expected that the experts try to
be informative rather than convincing the citizens to take a certain position. Despite this,
the experts will influence the final outcome of the consultation. The most charismatic or
the most convincing experts may thus have an advantage in getting their own
recommendations implemented in the final outcome.

To reduce the risk of dominating experts, it is an important task for the head facilitator to
brief the experts on their ethical responsibility and moderate the discussions ensuring that
as many arguments and positions as possible are being addressed during the discussion.
The best way to get as varied a discussion as possible is to be rather narrow in the overall
societal challenge in order to keep the ratio of experts per societal challenge as high as
possible.

The experts are allowed to:

- Answer directly to the citizens

- Enter discussions with the other experts

- Give examples

- Provide background information or give small lectures
- Refuse to answer a specific question

DAY TWO
PHASE 4: BRAINSTORM

Participants are seated in groups consisting of 5-8 participants, like they did during the first
day. Groups can be the same or they can be different.
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In each group a discussion is initiated by a brainstorm. The brainstorm can proceed as
follows:

1) Since it can be quit “scary” for many people to participate in participatory processes it
is important to initiate the brainstorm session with an exercise that shows that all input is
valuable. This can be done e.g. by asking the group to come up with all the bad ideas to
begin with. This can be both fun and a good way to start thinking more creatively.

2) Now it is fime to bring some concrete ideas on the table. All ideas are now allowed and
even the bad ones may inspire to get in new directions.

3) The best ideas are selected and broken down or built up. The participants take one
idea at a time and elaborate on them from one of the five mandatory questions. It is a
good idea to allow some time to reflect in silence and write down sentences before the
idea is rotated to another person who can elaborate it even further or break it down to
sub-ideas.

The brainstorm sessions may also benefit by using games such as creating “mind maps” or
“mood boards”.

The brainstorm session is facilitated by table facilitators. Besides ensuring that the rules for
good dialogue'! are kept the facilitator should keep a record of participant’s discussions.
Flipchart and post-its are great ways to keep track of the discussions. A good idea is also
to have a participant in each group who plays the role of rapporteur.

PHASE 5: DELIBERATION

In this phase 5 mandatory questions are brought to the table (e.g. written in a femplate).
The questions should ensure that the answers will enrich the scenario in a sufficient way.
The questions could be:

* What challenge(s) does the scenario address?

« Isitimportant from your point of view to address this challenge? Why?

« How could it be approached?

*  Who should be involved in solving the problem?

*  What should be the main goals/impacts of the research activitye

When all participants’ points of views are presented, the group agrees on how to
formulate an answer to the mandatory questions in the template. If there are
disagreements, the table facilitator helps to moderate the discussions and preferably one
answer per question is made. One template is filled out per table. In some cases (e.g.
groups with many participants), two templates are filled out.

At the end of this exercise, the key point from the discussions should be in the template in
a way so all questions are answered.

1T Rules for good dialogue : 1. Speak open —raise your opinion; 2. Listen to other people, 3. Show respect —do not interrupt;
4. Make short and precise contributions; 5. Focus on the theme.
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PHASE 6: PRIORITIZATION

By the end of day two, each group will present their output in a 5 minutes’ oral
presentation where they read up the text in the template.

The templates are placed on the wall, and the participants receive two stickers each. The
stickers represent two votes. The citizens place the stickers on the two scenarios they
personally found most relevant. If you have 7 or more propositions we advise to give 3

stickers to vote.

PROGRAM

DAY ONE

10.00-10.30

10.30-11.00
11:00-11:45

11:45-12:30

12:30-13:00
13:00-13:20

13:20-13:40
13:40-13:45
13:45-14:30
14:30-15:30
15:30-15:45

15:45-16:45
16:45-17:00

17:00-17:30
18:00-20:15

DAY TWO

9:00-9:30

Arrival

Coffee/tea + light breakfast

Welcome and intfroduction to the workshop
Explanation of the project

Plenum + groups (15 min)

Presentation of the research scenarios

Group work (part )

Further knowledge of the research scenarios
Lunch

Group work (part Il)

Questions for the experts

Recapitulation of the questions for the experts (plenum)
Break

Overview from the experts

Questions for the experts (part |)

Break

(Coffee/tea + cake)

Questions for the experts (part )

Thanks to the experts

Selection of groups for day 2

Dinner

Arrival
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Breakfast

9:30-9:50 Infroduction to the day

9:50-11:00 Brainstorm (group work):

11:00-11:10 Break

11:00-11:30 Part one: Filling out the template: question 1 (group
work):

11:30-12:00 Part one: Filling out the template: question 2 (group
work):

11:30-12:30 Part one: Filling out the template: question 3 (group
work):

12:30-13:00 Lunch

13:00-13:30 Part one: Filling out the template: question 5 and 6
(group work):

13:30-14:00 Presentation of the results (plenum)

14:00-14:30 Closing, voting and evaluation

OBJECTIVE OF APPLICATIONS OF THE METHOD

XPolicy formulation
XProgram development
[Project definition

[ Research activity

XPolitical empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS

The results of the process include concrete input for research directions to be
implemented in national or international research agendas. The input is based on citizens’
everyday life experience but with connection to the current research in the field. Some of
the research recommendations are generic while some are unique and may provide
alternative ways to define research priorities.
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INDIRECT RESULTS

The workshop will contribute to the process of opening up research agenda settings so it
includes citizens. The results show that citizens are capable of fransforming societal
challenges into research directions and elaborate them from their everyday life
experience. It also shows that experts are beneficial in the way that they can help
directing unfrained citizens in bringing their ideas in a researchable direction and inspire
them to challenge the original ideas hereby making them more unique.

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, I.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[ Dialogue
[LConsulting
Xnvolving
XCollaborating
LEmpowering

[Direct decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society L]
Organization’s

Policy-makers ]
Researchers ]
Citizens ] [
Affected L] L] L]
Consumers L] L] L]
Employees O] O] ]
Users ] ] [
Industry [] []

GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

LInternational

LEU
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XNational
[ Regional

Local

SOCIETAL CHALLENGES THE METHOD HAS BEEN USED TO ADDRESS

1) Alternative economical models

2) Consumerism

3) Production awareness

4) Urban-rural symbiosis

5) Energy efficiency: less consumption by structural design and behaviour

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

The major advantage of the method is that citizens and experts co-create research
programmes without the experts dominate the discussions. Another advantage is that the
organisers of the workshop can stay neutral in relation to the topic(s) addressed in the
workshop since it essentially is the experts that bring the information and arguments to the
citizens. The mixture of experts and citizens brings energy to the process and creates
mutual understanding between citizens and experts, and even shifts the roles so that
experts act as citizens and vice versa.

WEAKNESSES

The disadvantage of the method is that it is difficult to avoid that the experts bring their
own agenda into the room. To deduce the risk it is important to pay attention to the
problem and to ensure that the panel of experts is diverse and that the experts also
remember to challenge each other’s views.

TIMEFRAME FOR THE APPLICATION OF THE METHOD

Allow three months to prepare the method and two days for the application.

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Advanced
IT skills:Basic

Facilitation skills: Advanced
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Event organisation skills: Intermediate

Project management skills: Intermediate

WHAT ARE THE ISSUES OF CONCERN THAT ORGANISERS NEED TO TAKE INTO
ACCOUNT WHEN APPLYING THE METHOD?

The organizers of the consensus workshop should be very careful what purpose the
outcome of the workshop has and be aware to have balanced information material and
expert views since these highly influence the outcome of the process. Thus, the method
should primarily be used to enrich and broaden the perspective on certain challenges
since it is not a truly democratic process.

EXAMPLES OF USE OF THE METHOD

EXAMPLE

Project name : CIMULACT

Organisation : Danish Board of Technology Foundation
Contact persons : Danish Board of Technology Foundation
Timeframe : 2016

Web address : Project report can be found at:
http://www.cimulact.eu/publications-2/

O O 0O o o
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THE CARAVAN (STRATEGIC DESIGN SCENARIOS, BELGIUM)

SHORT DESCRIPTION

A “caravan” travelling for a certain period of time stops between 2 to 4 hours in different
places to meet various stakeholders and policy makers, in order to progressively enrich
and deepen content already developed, for example, during a previous step of a
participatory process.

In each stop you will allow participants to enrich the ideas created in the previous stops of
the caravan. The so-called caravan is a mobile cumulative mapping of ideas, arguments,
knowledge and/or opinions.

oL

A caravan to visit stake-
holders at their own place

CIMULACT Belgium

LONG DESCRIPTION

AIMS

- Continuous and progressive enrichment: each iteration (each stop of the caravan)
goes deeper into the research programmes as it builds upon the previous
enrichments. Therefore no input is a duplicate of the previous one unless it is a new
enrichment or a deeper one.
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- Inclusion: by going directly in various stakeholders institutions, the caravan enlarges
and diversifies participation

- Equity: more stakeholders have a chance to participate. It's not always the same
spokesperson that will be sent to represent the institution

- Confidence: your team enters in the context of the participants and gets more
insight from this immersion posture. It can lead to create a peaceful and reloxed
pProcess.

- Institutions hosting the caravan are encouraged to enrich the variety of
participants by including pertinent stakeholder’s you did not know.

- Disrupting the setting of the classic meeting room and offer an original participant
experience

A caravan carrying feedbdck .

from one place to an other

PARTICIPANT SELECTION

1) Choose and contact the panel of institutions that you consider to be relevant to
enrich the research programme scenarios. Explain your contact there the purpose
of your workshop and motivate them to invite whom in their institution and its closed
network they think could be relevant to invite for this step. You control the panel of
institutions and stakeholders you want to visit but you let it go to them to invite the
participants following your instructions but also leaving a certain level of freedom.

2) Start the process 2-3 weeks in advance to leave your contact enough time to send
invitations around. To help your contact, you may give them informational
leaflets/emails — designed by your team previously — that explains the project and
the participatory process. This material needs to show in particular the benefits of
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participation for them (i.e. host a creative workshop and experience new interac-
inferaction tools; engage their colleagues and partners info a European
participative process; etc.). This leaflet will also help them infroduce and explain the
project and the process to possible participants. Keep regular contact with them to
make sure they reach the expected 7 to 10 participants for each stop.

3) According to the results the first step of the participant selection (1), you can start
planning your caravan road map. While planning, you have to take info account
that you need at least 3h with each group. According to the time you have and
the number of stops you want to make, adjust the number of days needed. You
may have to adjust your trip according to the availability of the different institutions
and stakeholders you decided to visit.

4) Conduct a profile check at the end to be sure that the balanced criteria is fulfilled

Some recommendations:

- As for the recruitment, we recommend:

o to give a clear statement to the host about the profiles of participants you're
precisely looking for.

o fo request confirmation of participation (some time before and a few days
before the stop) and to ask the host to secure the participation of the
persons he/she has invited

o fo do a bit of overbooking in order to make sure that if you encounter last
minute drop-off, parficipation remains reasonable (recruiting 10 people to
ensure the presence of 6-8 people...)

FACILITATION
See facilitation guidelines

PROCESS
How to organize your road map?

Setting up an itinerant caravan workshop may be an exhausting methodology for the
organisers by: the complexity of the logistics and the planning of the itinerary, the multiple
stops throughout the country in a very short period of time giving a "marathon-feeling"”,
and the difficulty of managing the recruitment for each specific session. We therefore
recommend you to conduct only one stop per day (instead of one in the morning and
another one in the afternoon) and only 2-3 days a week over a longer period of a couple
of weeks or a month (instead of packing all the stops in one week).

You do not need to plan 20 different stops. From our experience, after 6 to 8 stops with 8
people in each, most of the enrichments have been added. The extra stops may be quite
frustrating for the participants as most of the inputs have already been given and that
they block finding extra ones.
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You could consider, depending on the enrichments you receive in each stop, to decide
to create adhoc stops. Those stops would then be based on new profiles of hosts you
would look for based on the enrichments that came out.

THE ROAD

We will now describe the participation method that you will use during the stops you will
make during your travel around the road. They are all similar.

General Logistics: What material do you need for the caravan process?

The participatory process take place around a “panel” in card board composed of 6
different pieces (each of them is 21 cm large and 84 cm high = 2 A3):

- A cenftral one explaining the research programme that will be discussed

- 5 others infroducing each one question that participants need to answer

- customized post-its with the logo of the hosts of each stop in order to frace where
the enrichments were made and for participants to identify the contribution of
every stakeholder

SCENARIO
QUESTION | QUESTION | PRESENT- | QUESTION | QUESTION | QUESTION
] 2 ATION 3 4 5

FOR EACH STOP ON THE ROAD

1) PRESENTATION OF YOUR PROJECT AND CARAVAN PRINCIPLE (15 MIN)

Objectives:

- Present your research project

Present the participatory process
Present the caravan principle
- Explain the impact of the participants' contributions
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Description:

It is to be noted that the arrival of the caravan (in our case a workshop-trolley that cross
the building through elevator and corridors to deliver the workshop material) is a great ice-
breaker. You may also ask participants to help you to unpack and install the workshop
material.

2) PRESENTATION OF THE RESEARCH SCENARIOS (15 MIN)

Objectives:

- To make the participants discover the research scenarios

Description:

- Presentation of the different booths and the general content of the scenarios by
the head moderator
- Then, silently, participants are all asked to read through the scenarios

3) DISCOVERING THE ENRICHMENTS MADE BY THE PREVIOUS GROUPS (15 MIN)

Objectives:

- Discovering how the other caravan stops’ participants have enriched the research
scenarios

- Go further with the already built ideas or to create new ones. Participants are not
starting from the scratch.

- See what are the enrichments that emerged from the different hosting institutions
(recognizable from the logo)

Description:

Each participant receives "enrichment card". Participants answer the questions on those
cards and place them on the right piece of the panel. They may answer the questions
freely in no strict order. They just need to be all covered.

Thanks to the caravan process, the propositions made for each question and each
subject sediment stop after stop. The cards are printed with the logo of the hosting
institution. They will remain on the panels all along the caravan process so that at each
new stop participants can see what are the various enrichment cards posted before and
by which institution (except for the first stop where there is no enrichment yet).

Logistics:

» Role of the facilitators (one per "discussion booth") : re-explains the rules if
necessary, ensures the good participation of every participant, moderates
conversation
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4) DISCUSSION AND NEW LAYER OF ENRICHMENT (1H30)

Objectives:
Enrich the research scenarios

Description:

Participants start with the research scenario they prefer. Then they will rotate 2 times and
enrich 2 other research scenarios (in total 3 x 30 min.)

Need more information:

- Participants gather in subgroups by joining the first booth they are the most
interested to start with. In case too many people join the same booth, the head
moderator redistributes extra people (voluntary) on the other tables to ensure an

128



equal distribution. In any case, every participant will see and contribute to all 3 re-
research scenarios.

- Participants are then given custom post-its (with the logo of the host institution) and
start adding arguments/comments which build upon the previous ones.

- The session stops after all 5 questions have been discussed and commented. In
case an argument or a comment has already been given, we do not rewrite it. We
only add new elements.

Logistics:

* Roles : similar to previous steps

5) PRIORITIZATION PROCESS (5 MIN)

Objectives:

- Getting the top 3 selection of the research programmes

Description:

- Ask all the participants to vote for their preferred research programme
Attention: this is a limitation with this caravan process as it is extremely difficult to get the
priorities after the stop. Sending back, by emails, all the enriched research programmes to
all participants is ideal but resulted in a very low level of response. You need to keep in
mind that you need to exploit the engagement of the participants on the spot and that it
is rather difficult to keep it after the event takes place (by sending an email afterward for
example).

6) WRAP-UP AND EXPLANATION OF THE FOLLOWING STEPS OF YOUR PROJECT (15 MIN)

OBJECTIVES:
- Explaining the following steps of the project

- Conclusion of the day

Logistics:

+ Role of the head moderator : closing and thanking everyone

AFTER THE END OF THE ROAD
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Objectives:

- Give a feedback to participants

Description:

Do not forget to report the results of the caravan participatory process to your
participants. The easiest way is to send them an email or a letter explaining the results and
the following steps of your project.

OBJECTIVE OF APPLICATIONS OF THE METHOD

[Policy formulation
XProgramme development
XProject definition
XResearch activity

[Political empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS

- Enriched versions of the research scenarios already built
- Implication of stakeholders and policy makers

INDIRECT RESULTS

- Emulation within visited institutions
- Indirect contact between institutions

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[ Dialogue
[Consulting
Xnvolving
XCollaborating
LEmpowering

[ Direct decision
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ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society (] ]
Organization’s

Policy-makers L]
Researchers
Citizens ] ]
Affected ] ]
Consumers ] ]
Employees L]
Users L] L]
Industry [] []

GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

LInternational
LEU
XNational
XRegional

Local

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

- Stakeholders do not need to move and you can adapt to their own work schedules

- Geftting a higher level of positive answers from the contacted stakeholders since
the participation burden is lowered for them (quick workshop directly organised in
their place);

- Involving participants that are usually not present in classic workshops in which
organizations are invited (usually organizations send the same "representatives” but
not their secretary, assistant, intern, or colleagues from "lower" positions);

- getting a progressively enriched content in which each new stop of the caravan
builds upon the previous stop giving a chance for stakeholders to discover what the
previous ones have produced and deepening the content at each iteration.

WEAKNESSES
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- Time consuming method

- No mixing of stakeholders from different places

- Limited conftrol over participation

- Not aiming at a very precise and controlled composition of the panel but rather at
a diversified and creative mix of contributors.

TIMEFRAME FOR THE APPLICATION OF THE METHOD

- 4 weeks (from starting recruitment to completing the caravan tour)
SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Intfermediate
IT skills: Basic

Facilitation skills: Advanced

Event organisation skills: Advanced

Project management skills: Advanced

EXAMPLES OF USE OF THE METHOD

EXAMPLE 1

Project name : CIMULACT

Organisation : Strategic Design Scenarios - Belgium
Contact persons : Strategic Design Scenarios
Timeframe : 2016

Webaddress : Project report can be found at:
http://www.cimulact.eu/publications-2/

O O O O O
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PROTOTYPING RESEARCH PROGRAMME SCENARIOS (4MOTION, LUXEMBOURG)

SMALL DESCRIPTION

Aim of the method - Simulate an experience

Taking inspiration from design thinking and group interviews this workshop aims at
stimulating the participants’ creativity while keeping a clear focus. The concept is fo mix
group discussions and prototyping.

The groups of 3-5 people involve a mix that brings together citizens, experts/ stakeholders
and political decision makers. During these group discussions, participants are asked to
discuss different questions and fill out prepared templates with five mandatory questions.

Another session is dedicated to prototyping.

LONG DESCRIPTION

AIMS

- The aim of this method is to bring citizens, experts/ stakeholders and political
decision makers together. Participants are motivated by opportunities to
exchange, creativity and mutual learning.

- To enrich and draft research questions thanks to design thinking, the idea is that a
participatory process that is more concrete and takes into account personal
experiences is more likely to be enjoyed by parficipants and to produce interesting
results.

FACILITATION

One facilitator per table and one head facilitator. Per group of 8 maximum one table
facilitator, and one head facilitator for a group of maximum 100 people.

PROCESS
In short, the method consists of:

- Group discussions during which people (about 5 people per table) are asked to
discuss different questions and fill out prepared templates,
- Plenary and half-plenary sessions during which presentations, interviews or votes
take place.
- Different interaction such as:
o Individual work: at the beginning participants are asked to work on the
research scenarios by answering to the "how might we" question. This work
had to be done individually.
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o Group work: after looking individually at research scenarios participants can
choose the scenario they want to work on (max. 5). This is done in small
groups.

o Inferaction: in order to get a better understanding of the research scenarios
participants are asked (during empathizing phase) to interview other
participants

Creative sessions such as prototyping a research programme scenario.

Prototypes can have different forms and formats:

Storyboards: visualize the complete experience of an idea over time through series
of images, sketches, cartoons or even just a text block. Everything is allowed, no
need to be an artist.

Diagrams: map out the structure, network, journey or process of an idea.

Story: tell the story from an idea from the future. The best is to be as precise as
possible in describing the experience and how it should be. It can be in the shape
of a newspaper article, a job description, a letter or anything else.

Mock-up: create a model or replica of the idea with simple sketches of screens on
paper. At the end paste the paper mock-up to an actual computer screen or
mobile device (phone, tablet) for demonstration.

Model: put together simple three-dimensional representations of the idea. One can
use different kinds of materials such as paper, cardboard, pipe cleaners, fabric and
anything else.

Role-plays: act out the experience of the idea. At the end the aim is to try out the
roles of the people that are part of the situation.

Choose the format that suits best the idea. In short prototyping means: being in the
concrete and getting the conceptual idea to a concrete idea in form of a product.

In addition the workshop had plenary and half-plenary sessions during which
presentations, interviews, or votes took place.

WARNING: This method needs some pre-required skills. If it is the first fime you organise
participatory process, it might be risky!

INTRODUCTION: WELCOME THE PARTICIPANTS - STEP 0

Objectives: Create a nice and relaxed atmosphere and register all participants

Logistics:

Prepare a list with the names of the participants who confirmed their arrival: tick
their names when they are showing up. Inform the participants where the restroom
is, where they can get fresh air, and the WIFI code for internet.

Breakfast: think about a self-service where people can help themselves with some
hot drinks, some water, and pastries.

Preparation of the room for the day
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PRESENTATION — STEP 1

Objectives:

- Present the programme of the day

- Present your project

- Ensure that each participant feels confident

- Make sure all participants understand the full project, make sure they understand
why they are in the room and what is expected from them during the workshop.

Description:

- The head moderator infroduces the project and explains its overall objectives
- He/she explains the previous steps of the project

- He/she presents the overall program of the workshop and explains the expected
outcome of the workshop.

= Role of the head moderator
o During the introduction the head facilitator gives information about the
project and what is the objective of the day.

Logistics:
= A computer
= Video-projector releasing a PowerPoint.
= Microphone

ICEBREAKER AND SELECTION OF RESEARCH PROGRAMME SCENARIOS - STEP 2

Objectives:

- Let participants discover the research scenarios that they need to enrich

- Make your project as tangible as possible

- Open process for intuitive solutions and hints

- If you have many research scenarios, make the participants select the ones they
are going to work on

Description:

lcebreaker: we recommend to use an 'icebreaker" at the beginning. Invite people to
present themselves and say one positive thing they had experienced in the morning
before the workshop.

The research programme scenarios are hanged on separated pin boards and the
scenarios formulated as "how might we" questions.
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For example if the scenario is "Community building development’, during the workshop
participants are asked to find answers to the question "How might we support community
building developmentg"

The participants are invited to walk around and look at the boards with the research
scenarios, read them and reflect about possible ideas. Each idea should be written down
on a post-it and stuck to the pin-board. It is important to mention at this stage by the head
facilitator that the ideas do not have to be realistic. The workshop is an open space for
intuitive solution or hints and they should definitely be noted down.

If you want to prioritize research scenarios: after 20minutes the participants receive 4 sticky
dots per person and are asked to vote for the scenarios that they find mostly interesting. At
the end select the first ones (accordingly to the number of research scenarios you
decided to keep for the workshop).

Logistics:

= Role of the head moderator: time keeping of the day, infroducing the next steps
and taking care that participants feel comfortable. During the introduction the
head facilitator gives information about the project and what is the objective of
the day.

= Role of the table facilitation : ensure that all the needed material is on the table or
at their disposal, ensure that discussions are going well and that participants can
follow the process, and that there is facilitation of the discussions;

= Role of the participants: have fun and be creative.

GROUP WORK - STEP 3

Objective: enrich research scenarios

Description: The participants are divided to work in small groups, each group selects one
scenario. Each group is asked to work on the following questions:

- What challenge(s) does this research scenario address?

- Isitimportant from your point of view to address this challenge? Why?2
-  How could it be approached?

- Who should be involved in solving the problem?

- What should be the main goals/impacts of the research activitye

Logistics:

=» Role of the head moderator : give instructions and explain the objective of the task,
keep the time

= Role of table facilitators: be at the table and facilitate the process; explain
participants the tasks/ questions they have to answer and how to achieve it
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= Role of the participants: getting to know each other at the tables; familiarize with
the questions, project

EMPATHIZING PHASE AND INSIGHTS FROM EMPATHIZING — STEP 4

Objectives:

- Breaking down the complexity as it allows not only to "challenge" the research
scenario but make it more real and understandable for everyday life purposes

- Make it more concrete for participants

- Get deeperinsights on the research approaches of the participants

Description:

Participants are asked to interview members of other groups about their ideas. Therefore
parficipants move in the room, approaching others and asking them the opinion about
the selected approaches.

Here are some example of questions they could ask about a research on more free time:

- Could you imagine a system where people would only work 5 hours a day@
- Would you like to do that¢ What would you do in your free time?

- Would that enrich your life¢ In what way?e

- What are you currently missing?

After empathising, groups get back together and write down the main insights on
moderation cards: here it is important to use different colours than the ones of post-its
used until now, so that it is visible that it is a different stage of the process. The insights
could be the most interesting findings they have heard during the interviews, quotes,
observations (for instance people do not know what they would do when having more
free time because they would only work 5hours a day). The insights are discussed by the
group and sorted out, the main conclusions are dragged.

For this phase, you can use different methods. Decide the one you want to use
accordingly to the time you have and what the participants feel more confident to do.
Here are different possibilities:

- Interviewing other participants of the workshop
- Interviewing people on the street
- Phoning friends or family members, using social media etc.

Logistics:

=» Role of the head moderator : give instruction of the task, the objective and the time
frame; time keeper
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= Role of table facilitators : ensure that material, drinks, food is at the disposal of par-
ticipants, give instructions, help when needed

= Role of the participants : get involved with other participants, getting organized in
the work who does what; gathering information

PROTOTYPING — STEP §

Objectives:

- toputinto “real” the research scenario

- A doing phase after thinking one

- Show the potential solutions to the ideas without talking about them but rather by
doing them

Description:

For the prototyping phase there are no limits. It must although be ensured that there are
enough materials to actually build the prototype. All kind of materials can be used.
Cardboards, pencils, straws, markers, wool, cords and all different kind of crafts material.

While using all the information they've gathered during the discussions participants are
asked to actually prototype the ideas that have emerged from the discussions. It allows to
show the potential solutions to the ideas without talking about them.

The prototype can be the role play that will present some interaction, the mock-up, the
simulation in the space, the idea of the programme, etc. Participants are free to chose
the kind of prototype they want to create.

Logistics:

= Role of the head moderator: gives instructions and also examples of what a
prototype is; keep the time, give information about the objective.

= Role of the table facilitators: supports the participants in the process of prototyping
when needed, ensure that there's enough material

= Role of the participants : create prototypes in relation to their research scenario; be
concrete and precise

MARKET PLACE — STEP 6

Objectives:

- Get to know the other prototypes
Participants give feedback about the prototypes. Enrich the prototypes
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Description:

During the
market place
people
circulate
around with 2
post-it
colours.  The
goal of this is to get to know the other prototypes and to give feedback by using the post-
its. At the end the groups get back together and cluster the ideas / the feedback and
integrate it on the prototypes in order to finalize them.

Logistics:

= Role of the head moderator: give information about the objective and general
instructions; keep the time

= Role of the table facilitators: be at the pinboards in order to give information when
needed

= Role of the participants : interact, ask questions, adjust their own prototypes

FINAL PRESENTATIONS — STEP 7

Objectives:

-  Expose the prototype
- Expose other type of presentation (role play...)
- Prioritize the enriched research scenarios

Description:

While at the marketplace participants have the possibility to stroll around and discover
other prototypes, during the presentation phase they will have to present (and somehow
also "sell") their unique prototype in order to present the research scenario and the
enriched idea. After the presentations participants will get sticking dots and have to
choose two prototypes which they like best.

Logistics:

= Role of the head moderator: explain the objective of the activity and keep the
time.

= Role of the table facilitators: support participants where needed

= Role of the participants : present prototypes; answer questions and vote

EXAMPLE OF PROGRAM
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9.00
9.30
9.30

10.00
10.00

10:45
10.45

11.05
11.05

12.00
12.00

13.00
13.00

14.00
14.00

14.30
14.30

15.30
15.30

16.15
16.15

16.45

Intfroduction & Ice-breaking

We used a small "icebreaker" at the beginning by inviting people
to present themselves and saying one positive thing they had
experienced in the morning before the workshop
Presentation of the Research programme scenarios

Selection of research programme scenarios

Group work on the different research programme scenarios
Coffee break

Empathizing phase & Insights from empathizing

Prototyping

Lunch Break

Finishing Prototype

Market place

Finalization of research programme scenarios

Final presentations & Voting

OBJECTIVE OF APPLICATIONS OF THE METHOD

[Policy formulation

XProgramme development

[Project definition

[ Research activity

[Political empowerment of people
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RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS
- Enriched versions of the research scenarios already built
- Due to group discussions and the construction of prototypes the research scenarios
will be enriched
- Concrete examples of the research scenarios in the shape of prototypes

INDIRECT RESULTS

- New ideas are emerging due o the construction of the prototypes
- Networking: experts may see an impact, interest for their field of work

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[ Dialogue
[Consulting
XInvolving
XCollaborating
LEmpowering

[ Direct decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society [ ]
Organization’s

Policy-makers L]
Researchers
Citizens [
Affected [ ]
Consumers [ ]
Employees L]
Users L] L]
Industry [] []
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GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

Lnternational
CEU
XNational
XRegional

[local

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS
The strengths of this method is that it:

- Allows to make complex topics tangible by breaking down step by step the
complexity

- A creative way where people can find themselves the best way that works for
them. We experienced that some people feel very comfortable with creating
prototypes using craft materials where other preferred to do a role play. There exist
many possibilities, and this is another strength of the methods; it allow multiple ways
of finding solutions.

- Different ways of inferaction constitute an important strength from my professional
point of view; at different moments people have different degrees of interaction:
individual work at the beginning which seem to suit people especially when they
don't know each other, small group work and plenary session.

WEAKNESSES

- The main weakness of the method is the time issue: many activities are planed
during this day

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Infermediatelntermediate
IT skills: Advanced

Facilitation skills: Advanced

Event organisation skills: Advanced

Project management skills:Advanced
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EXAMPLES OF USE OF THE METHOD

EXAMPLE 1

O O O O O

Project name: CIMULACT
Organisation: 4Motion - Luxemburg
Contact persons: 4Motion
TIMEFRAME: 2016

WEBADDRESS: Project report can be found at:

http://www.cimulact.eu/publications-2/
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ENRICH BY CO-DESIGNING (POLIMI, ITALY)

SHORT DESCRIPTION

This method will allow a project team to enrich research programme through a design
thinking and doing approach based on co-design. Among more usual participatory
processes, this method includes a phase of prototyping, where the participants will fry to
envision, represent and visually create solutions.

Initially created to be used with a group of designers (students or experienced designers),
it can be used also if:

- participants are familiar with prototyping
- a facilitation processes is done previously in order to help people to learn to
conceive ideas and to prototype

Designers have the ability of envisioning concepts in a concrete way, turning challenges
into ideas, giving a shape to something abstract (as research programme can be).

LONG DESCRIPTION

AIMS

This process aims at turning research programme into solutions and prototyping them with
designers during a workshop, in order to exiract research priorities. Working with this
specific target group enables to experiment a design thinking and doing approach
applied to research programme. The method taps on the ability of designers to envision
and visualize complex concepts and find creative & concrete solutions, in so doing turning
abstract programmes into something concrete.

PARTICIPANT SELECTION

The method targets professional designers and design students advanced in the career:
mailing list, personalized invitations and direct contact with the target are the way to
engage them.

The participant can be also non-designers but they need to be trained in design thinking
and at least one designer is needed per group.

For practitioners and researchers the method can be a way to discover new tools and a
new approaches, as well as networking and being part of a research activity.

PROJECT MANAGEMENT:
- Need of preparing several materials before the activity: templates, mockups, a
dedicated space
- Need of recruiting at least part of the participants within design professionals or
experts.
- Need of having design experts within the team of organizers.
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- The average number of participants is 20-25
- The average time for the workshop is half a day.

FACILITATION

Facilitators must be trained beforehand. The role of the facilitator is to carry the group
throughout the process. He explains each step, fosters and coordinates the discussion
during each exercise. Moreover, one person must check the time and that all the groups
are proceeding with the right schedule.

PROCESS

STEP O - BEFORE THE DAY STARTS: ORGANIZING YOUR WORK AREA

Objectives:

Prepare the logistics for the day and select the research programme to address in the co-
design workshop.

Description:

before the workshop, select the research programme according to the topics more
interesting for the participants and more compelling to be envisioned. To do this,
participants when recruited, are asked to express preferences among the different topics.

The space has to be organized in areas, each one set for a group of 4 persons. Groups are
formed beforehand trying to keep them heterogeneous in terms of expertise, gender and
age. They are created taking in consideration the personal choices as much as possible.

Provide a huge and varied selection of materials such as paper, cardboards, stickers,
tapes, small stickers, and any kind of component for model building. They have to be
provided to the participants in a dedicated area.

Logistics:
Each area is set with:

- A poster showing the research challenge, including the state of the art and the
connected research questions

- A3 dimensional mockup conceptually representing the research challenge, making
visible the main issues, actors, interactions through a tangible and event interactive
material artifact

- A table big enough to host the mockup and the for participant

- An area dedicated to the model building material.

Each table has to be endowed with pens, pencils, colored markers, scissors, tapes, post-its
and any material to create models and texts.
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Representation of the setting of each area:

THE BICGER (CITIES)
THE BETTER
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STEPS DURING THE DAY

STEP 1. WHAT CHALLENGE(S) DOES THIS RESEARCH PROGRAMME ADDRESS?

Objectives: reading the research programme provided and listing the challenges that
they rise.

Logistics: printed detailed research programme for each participant; templates for the
group work. (template 1).

Description: each parficipant go through the research programme and complementary
information afttached to it.

While going through the document, each participant is asked to answer the question
“What challenge(s) does this research programme addresse” with a sentence written in a
post-it and stuck on a group paper (tfemplate # ...).

BALANCED WORK-LIFE MODEL
DESCRIZIONE DELLO SCENARIO:
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Once everyone has answered, each

group . .
formulates a collective challenge, building upon the n PR
different opinions and inputs provided in the post-it.

(template 2 ...).

DESCRIZIONE DELLA SFIDA:

STEP 2. IS IT IMPORTANT FROM YOUR POINT OF VIEW TO ADDRESS THIS CHALLENGE? WHY?

TITOLO DELLA SFIDA:

2. PERCHE E IMPORTANTE
QUESTA SFIDA?
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Objective: detailing the impact and
relevance of the topic & project it in
everyday life.

Logistics: tfemplates for the group work.
(template 3 ...).

Description:

The participants of each group answer the
question "Why is it important from your
point of view to address this challenge?”
thinking about a real person they
personally know who is affected by the
challenge and the context in which this
person lives, taking into consideration
different areas, such as My city, My
community, My job, My income, My career
and personal development, My family, My
healthcare etc. All  together the
suggestions of the participants are
combined in a common paper (template
4).



STEP 3. HOW COULD IT BE APPROACHED?

Objective: creating and listing all the participants’ ideas to address the challenge
emerged from the research programme

Logistics: femplates for the group work. (template 5).
Description:

Participants, in each group, generate ideas one by one that may answer to the collective
challenge and write them in a common paper (femplate 5). At the end of this ‘round of
ideas’, each group chooses the best idea and briefly describes it as the collective idea.
The choice is made by voting in a democratic way: it is important to underline that this
step is infended as a selection not as a process of convergence into a new idea that
combines different inputs. The rationale behind this is that the originality and strength of
ideas have to be kept and the group has recognise and vote them.

IDEA IDEA:

IDEA: IDEA COLLETTIVA

tto formudate la vostra idea collettiva. Pud essere la

mighore Lra le idee che avetle scritlo oppure un mix tra pa idee

IDEA.:
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STEP 3BIS. PROTOTYPE
Objective: developing the idea and prototyping it

Description: at the end of the idea generation, the groups are invited to come up with a
raw physical prototype of their idea. This is a way to let them think concretely in solutions,
adopting a ‘hands-on’ approach.

Logistics: model building materials such as paper, cardboards, stickers, tapes, small sticks,
straws, pins, printed pictures, and any
kind of component for model building
like pieces of wood etc. Since the tfime is
relatively short and the aim is not fo
build a complete and detailed
prototype, but rather giving a shape to
the idea, rough materials is enough.

There are not strict guidelines on how to
build the prototype, the brief is to
represent the idea in the most
functional and clearest way. Some
groups may decide to build just a
touchpoint of the solution they think
about, some others to represent entire
systems or a conceptual representation
of them.

STEP 4. WHO SHOULD BE INVOLVED IN SOLVING THE PROBLEM?

Objective: listing the persons important to involve in the project.
Logistics: template for the group work. (template 6).

Description: at this stage, each group
is asked to identify the main actors
involved and impacted by the idea
and place them on the provided
“Actors Map” (template 6), which
provides a framework for
understanding and defining their level
of involvement.
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STEP 5. WHAT SHOULD BE THE MAIN GOALS/IMPACTS OF THE RESEARCH ACTIVITY?

Objective: defining the main research goals to be addressed through the research in
order to implement the idea developed by each group

Logistics: template for the group work. (template 7).

Description: at this final stage the groups answer the question “What should be the main
goals/impacts of the research activity? * and place each goal on a dedicated structure
(template 7) according to their level of importance.

IMPORTANT

MAIN GOALS

LESS IMPORTANT

{I&M'b‘hn_‘-
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STEP 6. PRESENTATION

Objective: sharing the ideas developed by each group

Description: Af the end of the day, each group presents the idea to the other participants
in a pitch of 3 minutes, showing the prototype.

STEP7. PRIORITIZATION

Objective: prioritizing the addressed research programme

Logistic: a list printed on a poster (template 8) or written on a paperboard and dot stickers
fo vote.

Description:, all participants have to go back to the research programme and prioritize
them considering the presentations and the debate of the previous step 6. Each
participant, finally, votes the 2 research programme that were most convincingly
developed by the groups through ideas and reflections. (2 dots are pasted on the poster).
The programmes are then prioritized according to the number of dofs.

o= VOTA!

Selerona i 2 sconari che pensi sano piy

sfidanti. piu importanti e pau impattanti
pet Lb soCiela

1. BALANCED WORK-LIFE MODEL

2, EMPOWERED CITIZENS

5. DESICGN LITERACY AND LIFE
SKILLS FOR ALL

4, THE BICGER (CITIES) THE BETTER

5. LEARNING FOR SOCIETY

S s oy B
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OBJECTIVE OF APPLICATIONS OF THE METHOD

[Policy formulation
XProgramme development
XProject definition
XResearch activity

[Political empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION
DIRECT RESULTS

- Prototypes

- Priorisation of the research programme
- Definition of future research goals

- Enrichment of research programmes

Activities are fun to do and the method implies a practice-based, solution-oriented
approach to very abstract issues, which finally results in pretty circumstantiated research
goals and inputs to the programmes, deeply digging into the different topics.

INDIRECT RESULTS

The engagement of the participant is “*hands on” and results are concrete solutions: this
gives value back to the participants. They experience a new approach to project
development, particularly, if not from the design field.

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[ Dialogue

[ Consulting
Xnvolving
XCollaborating
LEmpowering

[ Direct decision
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ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society ]
Organization’s

Policy-makers L] L]
Researchers
Citizens ]
Affected ]
Consumers L] L]
Employees L] L]
Users L] L]
Industry []

GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

LInternational
LEU

[ National
XRegional

XL.ocal

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS
Results come from the simulation of a practice-based, solution-oriented approach, which
provides very defined and circumstanced insights about the topic.

WEAKNESSES

Not all of the research programmes can be addressed with prototyping: need of having a
direct connection with people everyday life.

Too specific insights and reflections may emerge, which are difficult to be generalized.

Need of having experienced designers within the participants.
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TIMEFRAME FOR THE APPLICATION OF THE METHOD

14:00 — 14:45
14:45-15:15

15:15-15:45

15:45-16:20
16:20 - 16:30
16:30-17:15
17:15-17:45
17:45-18:15

18:15-19:00

Welcome & Infroduction

STEP 1 - What challenge(s) does this research programme
addresse

STEP 2 - Is it important from your point of view to address this
challenge¢ Why?¢

STEP 3 - How could it be approached?

Coffee break

STEP 3.a - Prototype

STEP 4 - Who should be involved in solving the problem?
STEP 5 - What should be the main goals/impacts of the
research activitye

STEP 6 - Presentation and 7.Prioritization

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Advanced

IT skills: Intermediate

Facilitation skills: Infermediate

Event organisation skills: Intermediate

Project management skills: Intermediate

WHAT ARE THE ISSUES OF CONCERN THAT ORGANISERS NEED TO TAKE INTO
ACCOUNT WHEN APPLYING THE METHOD?

- Time-consuming also in the preparation and post-production phases: need of
preparing visualizations, mockups and templates. Post production implies to
transcript comments and texts, and to take pictures.

- Participants have to be able to conceive ideas and to build prototypes, which
narrow down the target.

- This method requires people in the team of the organizers with design skills
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EXAMPLES OF USE OF THE METHOD

EXAMPLE 1

O O O O o

Project name : CIMULACT

Organisation : POLIMI — Politecnico di Milano
Contact persons : POLIMI

Timeframe : 2016

Webaddress : Project report can be found at:
http://www.cimulact.eu/publications-2/

CERAALT

EMPOWERED CITIZENS
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LEARNING FOR SOCIETY
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~ LEARNING FOR SOCIETY
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THE WHO, WHAT AND WHY METHOD (ASSOCIATION FOR SCIENCE AND
DISCOVERY CENTRES, UK)

SHORT DESCRIPTION

The concept is to guide the target group (students) in a playful way in directions where
they can answer or provide ideas in order to enrich research programmes.

The work is organized in many small exercises and highly moderated discussions. Each
group has a flipchart paper, pens, scissors, glue and the pictures illustrating very widely the
topic and connected issues.

Duration of the workshop is one day and the target group is students (pay attention to the
time, you do need a full day to go through it).

LONG DESCRIPTION

AIMS

Reinforce the participation of youngsters: school students have just as much as adults to
confribute to conversations around the future and societal needs. Often their voice is not
heard, and the method is a way to redress this balance.

PROCESS
The schedule proposed here corresponds to the minimum of time necessary for the
workshop. When possible, do not hesitate to give more time for the discussions.

STEP O — PARTICIPANTS ARRIVAL

Objective
- To welcome participants

Description

= Role of the head moderator
- The head moderator is welcoming participants as they enter the room, and telling
them they can sit wherever they like.

= Role of the table facilitators
- The table facilitators are at each table to welcome participants them and ask them

to write their name on a badge

=> Role of the citizens
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- The citizens sit at any table.
Logistics

- The students come in and the lead animator invites them to sit anywhere
- A moderator is already at each table to welcome them and ask them to write their
name on a badge.

STEP 1 - WELCOME AND INTRODUCTION TO THE PROJECT (15 MINUTES)

Objective:

- Welcome the participants

- Explain the roles of everyone

- Present your project

- Explain the possible outputs of this workshop

Description
The team for the day is infroduced.
Make a general overview of your project:

What has happened so far

*  What the aims of the project are

*  What the aims of this workshop are

* How they are helping and what their conftribution means: for students you can
highlight they bring a different, and yet, valid perspective (compared to other
adults). They may have a different life experience & relate very differently to some
issues such as fechnology.

At the end of this step, use one of the icebreaker from our guide — in order to make
partficipants more confident in their ability to work on this project.

= Role of the head moderator
- Give a presentation about the project

= Role of the table facilitators
- Listen to the presentation

= Role of the citizens
- Listen to the presentation

STEP 2 - WARM-UP: ‘YOUR VISIONS FOR THE FUTURE’ (15 TO 30 MINUTES)

Objectives:
use this time to give the students a better understanding of how the project started, and
to get them thinking in terms of ‘the future’.
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Description:

Participants go through the following individually and then share it at their own table.

Individually they are invited to think for a minute or two “What is your vision for a
sustainable and desirable future?2”

Quickly think about 3 ideas to describe it - ideas in their visions - and write it on 3
post-it notes. Then they stick them on a board at the table (or just next to the table
so everyone at the table can see it). When sticking it, students are invited to share
what they wrote.

Encourage to see what people wrote and ask questions, discuss it at the table

Role of the head moderator:
Introduces the activity. Makes sure that everything is running on time
Role of the table facilitators:

Explain the activity to the citizens and ensure they understand
Role of the citizens
Do the activity

STEP 3 - PRIORITISATION: PITCHES, AND DECIDING ON TOPICS (45 MINUTES)

Objective:

the table moderators each have a research programme (or similar) to pitch

Description:

the pitch includes all information from the research programme. After the pitch they can
go look at the display boards for each research programme. The students move and
stand with the display board of the research programme that they favour.

The students are invited to take notes as they listen.

After the pitches they have time to discuss what they had heard and ask questions.

They then vote for the research programme they want to work on by moving to the area
of the room that represent that topic.

Tips: Use visuals to catch and keep their attention. Perhaps give extreme examples of the
scenarios in action.

=> Role of the head moderator

Infroduce the activity. Make sure that everything is running on time. Infroduce each
facilitator before they speak

= Role of the table facilitators

Pitches their allocated research programme in a few minutes
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= Role of the citizens
- Listen, take notes, ask questions

Logistic: display boards within the room with the scenarios or printed version for everyone.

STEP 4 - WORKING ON THE QUESTIONS: “THE WHO, WHAT AND WHY...” (1H30)

Objective: enrich the research programme
Description: this section of the day is led by the table moderators
Each table has lots of flipchart paper, pens, scissors, glue and a large variety of photos.

The moderator guides them through each of the questions, and the students are asked to
discuss their ideas:

1) What challenge(s) does this research programme address-es?

2) Is it important from your point of view to address this challenge? Why?2
3) How could it be approached?

4) Who should be involved in solving the problem?

5) What should be the main goals/impacts of the research activity?2

The focus of this part of the day is to brainstorm initial ideas around the questions, rather
than answer them fully.

The students are encouraged to write, draw or illustrate their ideas using pictures (seen
citizens’ vision workshop).

= Role of the head moderator
- Infroduce the activity. Make sure that everything is running on time

= Role of the table facilitators
- Explain the activity and the questions, make sure that everyone understands what
they are meant to be doing.

= Role of the citizens
- Discuss and answer the questions

Logistics: paper pens, scissors and pictures (see annexes)

Moderators remind the questions when necessary and the objective but keep the
discussion as free as possible as long as it is focused on the subject. They take notes of the
conftributions for each of the questions.
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STEP 5 - FINISHING UP THE QUESTIONS, PREPARING PRESENTATIONS: PRESENTATION
PREP (40 MINUTES)

Objective: synthesize when necessary the work and prepare the presentation to all the
participants

Logistics: this section of the day is led by the table moderators. They lead the students to
produce a 5 minutes presentation (students have a lot of freedom for the form of the
presentation)

Description: the students finish summaries of all their ideas from before lunch into some
final answers to the questions.

They can also use this time to prepare their presentations.

The students can be told the aim of the presentations is to convince the other groups that
their research programme is the most important and need votes for funding.

The presentation can be a poster, a pitch, a sketch. Anything they want!
= Role of the head moderator

- Infroduce the activity. Make sure that everything is running on time

= Role of the table facilitators

- Explain the activity and the questions, make sure that everyone understands what
they are meant to be doing. Make sure that the answers to the questions are being
written down

= Role of the citizens
- Discuss and answer the questions

STEP 6 - PRESENTATIONS (30 MINUTES)

Description: Each group has 5 minutes to present everyone their ideas

Variation: You can also ask to the students to present a poster that was not produce by
they own group. By doing so, you will make sure that the other students have fully
understand the content.

= Role of the head moderator
- Infroduce the activity. Infroduce the presenters. Time-keeping

= Role of the table facilitators
- Listen to the presentations

= Role of the citizens

- Do their presentations/ or present the poster of another group (depend what
solution you choose)
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STEP 7 - VOTING (10 MINUTES)

Description: Each student is given 2 stickers each and has to vote for the most important
challenges that need to be solved

= Role of the head moderator
- Infroduce the activity. Time-keeping.

GREETINGS AND LUNCH

OBJECTIVE OF APPLICATIONS OF THE METHOD

[Policy formulation
XProgramme development
XProject definition
XResearch activity

[ Political empowerment of people

RESULTS AND PRODUCTS OF THE METHOD APPLICATION

DIRECT RESULTS

- Students prioritised and enriched the research programme

INDIRECT RESULTS

- Students gained discussion and presentation skills.

- Students become more aware of EU programme policy and some of the issues
within this.

- Teachers and school staff involved will learn about the method and participation
techniques.

- School study material if there is a grant for the school.

LEVEL OF STAKEHOLDER/PUBLIC INVOLVEMENT, |.E. OBJECTIVE OF PUBLIC
PARTICIPATION THROUGH THE METHOD'S APPLICATION

[ Dialogue
[LConsulting
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Xnvolving
XCollaborating
LEmpowering

[ Direct decision

ENGAGED ACTORS IN THE PROCESS OF METHOD APPLICATION

Organiser Direct Participant  Beneficiaries

Civil Society (] [
Organization’s

Policy-makers L]
Researchers
Citizens ] XStudents
Affected ] [
Consumers ] [
Employees L]
Users L] L]
Industry [] []

GEOGRAPHICAL SCOPE OF APPLICATION (ON WHAT LEVEL HAS THE METHOD
ALREADY BEEN USED?)

LInternational
LEU
XNational
XRegional

XL.ocal

SPECIFIC STRENGTHS AND WEAKNESSES OF THE METHOD VIS-A-VIS THE
CHALLENGE(S) ADDRESSED

STRENGTHS

« The participants are not required to do any preparation before the workshop
« The first prioritisation activity also works as an icebreaker

« The presentations allow the research programmes to be presented in a much more
accessible way

* The participants gain many skills
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« The activities are engaging and creative

WEAKNESSES

« Requires facilitators to be well-tfrained and confident in public speaking
« Requires facilitators to do preparatory work in advance of the workshop

* Requires enough room for participants to move around and do presentations

SKILLS REQUIRED IN ORDER TO PROPERLY APPLY THE METHOD

Subject-matter expertise: Intfermediate
IT skills:Basic

Facilitation skills: Advanced

Event organisation skills: Advanced

Project management skills:Advanced

EXAMPLES OF USE OF THE METHOD

EXAMPLE 1

Project name : CIMULACT

Organisation : The Association for Science and Discovery Centres (Science)
Contact persons : Madelon Foard madelon.foard@sciencecentres.org.uk
Timeframe : 2016

Webaddress : Project report can be found at:
http://www.cimulact.eu/publications-2/

O O O O O
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ONLINE PARTICIPATION

In this part of the guide, we address the online aspect of the consultation. As there are
many online tools available, we decided to present the purpose, the added value and
possibilities of an online consultation.

AN ONLINE TOOL TO:

Assess and prioritize citizens’ visions of a desirable future and/or research scenarios
Enrich research scenarios

Propose new topics/research programme scenarios

Sentiment mapping of a particular situation

Not only generate content, but also to provoke thoughts and engage a wider
range of persons (i.e. those who could not join the debate in-person)

EXPECTED IMPACTS OF THE ONLINE PARTICIPATION

Target diverse groups

Give an opportunity to those willing to contribute who weren’t able to join the
consultation

Making people feel they are part of process

Subsequent learning about the theme

Facilitate access to the debate (i.e. inclusion) and to reach to more people

DO YOU NEED AN ONLINE PARTICIPATION?

Added value of an online consultation:

Increases the number of participants (broader access)

Provides new inputs/perspectives to the process

More openness from individuals due to anonymous input

If you use a Delphi design, it makes it more likely that inputs will be grouped
(unpopular opinions weren't shut down due to pressure from the group to reach
consensus)

Less time consuming for participants compared to face-to-face consultations
Cheap to organise compared to face-to-face consultations at a national level
(with representative criteria which means bringing people from all over the
country). Nevertheless, it doesn’t produce the same type of results (no advanced
discussion between participants, a much lower control over the time spent to
explore the subject, learn about issues, read the documents...).
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Important channel of communication and dissemination of the project and some
of its results

Limitations/risks of an online consultation:

Arguments and questions added in the end might be very relevant but as they
were added last, they may not be voted on

It has more possibilities of fraud. For instance, some people might answer many
times with different email accounts, or provide fake information on their personal
data. There is also arisk of incomplete questionnaires...

Participants may not understand the content of the questionnaire, but will answer it
anyways

Certain groups are not digital literate

The dissemination may be biased towards some specific groups

Delphi shows the most voted arguments which creates a biased result
Cross-country (mainly because of translation) online consultations could be very
time-consuming

CHANNELS TO APPROACH POTENTIAL PARTICIPANTS

Through partners’ database, via email.

Through social media, dedicated and/or partner’s websites, other platforms
Mailing lists from previous activities and other related projects

Policy Brief/Newsletters

Conferences and workshops

Face-to-face meetings

Media

Telephone/SMS campaign

Payed adds

OPTIMIZE YOUR ONLINE PARTICIPATION TOOL SO THE PERSON CONNECTING WILL
GO THROUGH THE CONSULTATION PROCESS

Your platform should be clean and neat

Your online tool should be designed for citizens to use it quickly. Be aware that
citizens will not take more than a few minutes to use your online participation tool.
You need to have a clear vision of the aim of this tool and what you wish to get
from it, in order to have a tool that is efficient.

If you want them to enrich the research scenarios, you need to reshape the
research scenarios in order to be pedagogical, and with short text descriptions.
Citizens prefer drawings, pictures, graphics and videos to text whenever possible.
Providing different dynamics is important to keep the citizens attention (think about
the attractiveness aspect).

Also, there is a need to adjust it to the target group (don't be too ambitious of what
you think you can get from participants or you will limit the number of participants.
For example, for lay people use: short and simple questionnaires with accessible
language. Also make use of different elements that promote different dynamics to
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get answers). For transparency and understanding, we recommend to map the
overall process and link it to your messages, making it clear where the online
consultation is, so that people know where they are in the process and what they
are conftributing fowards (visualization of impact)

Avoid as much as possible asking for registration with email (this generates distrust
and leads some person to leave the website)

Optimize your questionnaire for access from all devices (computer, tablefts,
smartphones) and try it on different browsers (e.g. Internet Explorer, Firefox,
Chrome) to look for bugs

Test it (and ask other people to do it and send comments) before you implement it
in order to get rid of most of the bugs and improve design aspects that could help
make it easier for the participants

Develop a communication strategy for parficipation in the online consultation

ONLINE RECRUITMENT FOR THE PARTICIPATION TOOL

How to build your online campaign to attract citizens and stakeholders to your online
participation tool?

Pay for adverts on Facebook or any social media to improve your visibility

Hire someone specialized in social media and recruitment. If you can't hire
someone, make use of as many social media tools as possible: disseminate through
all the online groups you belong to, share on your personal and professional
account, create events...

Use trending keywords or hashtags on social media

Do not start your online consultation during a holyday period

Create a press release and disseminate it through the media

Ask for your dissemination to be included in existing newsletters

Make a banner to put on your institution’s welbsite

Plan different rounds of dissemination if the online consultation has a long
implementation period

When disseminating to different sectors, adapt the arguments you are using to
motivate people to participate

Encourage people from your network, and those receiving the information to also
share through their personal and professional networks (preferably, in multiple
channels)

Messages:

Giving your approach a touch of enthusiasm and highlighting the opportunity to
participate (presenting specific arguments for different groups) make action more
appealing.

Undertake comprehensive dissemination (promoting snowball effect) to various
types of entities and groups with probable and possible interest in the consultation
and send adequate emails to different sectors, inviting them to participate and
asking to disseminate internally and through their networks. Make intense use of
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social media from time to fime while it's happening. These are all important factors
for the successful participation in an online consultation.
- Don’'t forget to send participants a report with some highlight results

OFFLINE RECRUITMENT FOR THE PARTICIPATION TOOL

- Snowball sampling (described in a CIMULACT guide)

- Media: describe techniques you used to approach them

- Mobilising participants from previous steps of the consultation (asking online
participants fo relay the invitation)

- Use other events of the project/organisation to spread the word

- Offer areward

EXAMPLE: CIMULACT PROCESS

Firstly, the addressed respondents have to register (which means they enter their email)
and then they get a link with access to the online consultation. After they have entered
the online consultation, a screen with the 12 social needs then appeared. Everyone has to
choose 2 social needs. All social needs contain a short description.

The list of social needs used during CIMULACT:

« Citizenship Awareness and e Personal Development
Participation « Strengths — Based Education and

« Equality Experiential Learning

« Green Habitats « Sustainable Economy

¢ Harmony with Nature « Sustainable Energy

* Holistic Health » Sustainable Food

» Life-Long Processes ¢ Unity and Cohesion

Besides that, every social need contains several proposed research programmes with
research questions and arguments (every participant assessed 8 research programmes).
Some of the research questions and arguments are defaulted as the result of previous
steps of the project. The number of the initial research questions and arguments is always
between 2 and 3. Participants can also add their own research questions or an argument.

After the selection of needs, respondents choose from the initial research questions or
provide new ones and then tick them off. One by one they do it for all research
programmes. The same approach is also used for arguments. The overall numbers of votes
are monitored for each research question and argument.

At the end of the online consultation, respondents complete their profile with data to
provide an overview of the structure of respondents.
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RECRUITMENT GUIDELINES FOR CITIZENS

Engaging day-to-day citizens to participate in face-to-face events demands ef-
forts, especially getting a varied/representative group of people, for instance:
young parents (lack of time for attending such events), ethnic minorities, people
with low educational background (they feel they are “inferior” and their opinions
have no value).

GENERAL AIMS OF THE RECRUITMENT PHASE

Recruitment has to deliver a high level of diversity based on criteria as age, gender, level
of education, geographic area. The panel should reflect as much as possible the diversity
of your country, town, or region.

If you have sufficient time and resources, you may increase the level of diversity, and put
efforts info the recruitment until you reach the group composition you are looking for. If
you have limited time and/or resources, you may not be strict on the diversity and just se-
lect participants based on your diversity criteria.

What criteria do you need to take into consideration to have a diverse group?

Age (18-25, 25-35, 35-50, 50-60, 60-75; some from each group)

Gender (50% women and 50% men, or as balanced as possible)

Educational level

Occupation (from a variety of occupations in the public and private sector: ap-
prox. 90%, including retired persons and students; approx. 10% unemployed per-
sons)

Geographical zone (both city and country dwellers — depending on national con-
texts)

We are not aiming for a statistically representative panel — but we want to achieve maxi-
mum diversity and therefore need an unbiased tool to help us select a diverse panel.

Some general tips to select your group of participants

Do not hesitate to invite citizens that have already participated. They have a higher
commitment to the process and are likely to participate again. This increases inter-
nal legitimacy of the process, as they validate the work which was done on the ba-
sis of their visions. Keep a steady communication flow with this group during the en-
tire project. Depending on the target group chosen, try to get at least half of them
to sign up.

Certain types of people can be harder to reach such as youngsters, elder people,
low-educated people and male citizens. Specific attention needs to be directed to
these people to ensure they will attend the consultation and they will feel comfort-
able during the day.
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For geographical diversity, it is possible to organise consultations in different re-
gions of the country

COMPENSATION

This can either be financial or symbolic (i.e. a document certifying participation, an invita-
tion to a public event, or presentation of the results by participants to a public figure).

HOW CAN IT HELP YOU RECRUIT?

It motivates some people that would not have come otherwise. Financial
compensation often helps to bring more diversity within the group;

It engages more participants, during the process, and offer a guarantee

that participants will be eager to come back if it is a several day process.

WHAT DO YOU NEED TO PAY ATTENTION TO IF YOU OFFER COMPENSATION FOR
CITIZENS (LIMITS OF THE METHOD)?

Be careful to say “covering your expenses” because of administrative prob-
lems (depending on the country)

RECRUITMENT TIMEFRAME

If you are recruiting citizens on your own:

It is recommended that you allow at least 2 months to identify the participants and
connectors to reach the hard-to-reach citizens, and to use your professional and
personal network (consider how much time you need on the basis of your re-
sources).

It is recommended that you call back the citizens / send a reminder to confirm they
will attend the event and think about inviting more participants than needed.
Recruit more citizens than needed, some will confirm but will not come in the end.
Recruit about 25% more than you need (for a group of 32 citizens recruit 40)

Send confirmation of participation and several reminders up until a few days before
the debate. 4 messages in a 4 months period is not foo much!

A few things to pay special attention to:

The date you choose for your event (make sure no political events are at the same
time for instance)

It is never too early to start recruiting

Always send confirmation and reminders to the participants (crucial if there are
some holidays between the recruitment and the actual consultation)

It is easier to recruit if the event is during weekends

176



« Talking about research may frighten some people as they think they need special
knowledge

» Please note that not all citizens who have received letters of confirmation will show
up at the citizen consultation. This could be because of sudden iliness, loss of inter-
est, etc. In order to make sure that the number of citizens you want to have really
show up at the citizen consultation, you should send out letters of confirmation to
more citizens.

* Over-recruiting is a good thing

METHODS FOR RECRUITMENT

Information collected from evaluation questionnaire on national citizen consultation (WP5
in CIMULACT project)

Sending letters of invitation

Addresses may be obtained from a national (or regional) central registration office. The
office can draw out a large representative set of civil registration numbers and addresses
in line with the parameters mentioned above. It is very important to ensure that the ad-
dresses are random since this will be key to obtaining a sample as diverse as possible.

Furthermore, it is important to pay attention to the fact that only a small percentage of the
invited citizens will actually agree to participate in the end.

A sample of addresses matching as many of the listed recruitment parameters and criteria
as possible can be purchased from a market research company.

Recruit by telephone

You can contact citizens by telephone if a national telephone register is available. In or-
der to obtain a good sample, you should think carefully about which phone numbers you
pick. An efficient solution would be to pick numbers at random - you could, for instance,
pick 50 random pages in the phone book and then call 50 random citizens on each page.
Before calling them you should have thought out a good “speech” to gain their interest
(see the argumentative section below). You should also think through what could happen
if they say yes and whether they should register online. Also consider the fact that not all
citizens have access to the internet. Lastly, it is noteworthy to point out that this approach
is very time consuming.

If this is not the case it might be more economical to hire a private company to undertake
this task.

Through newspapers and other advertisements
Advertising in different media (newspapers, radio, etc.) is another way of recruiting. Citi-
zens would be encouraged to send their applications to the national partner and selec-
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tion could be made as described above in line with the recruitment criteria, ultimately fol-
lowed by short interviews. If choosing this recruitment strategy, pay special attention to the
fact that advertising is often expensive but that you can reach different target groups by
advertising in different kinds of media that covers different groups of the population.

Snowball sampling

This recruitment procedure could be used in a geographical area where you do not know
how to get in touch with target group citizens needed for the citizen consultation. You in-
vite three people and ask each person to make three copies of the invitation letter for
them to give to three people they know, who will then do the same (make three copies,
etc.). Using this method, the sample group appears to grow like a rolling snowball. The
snowball strategy has the disadvantage that citizens might only invite the same kind of
people, therefore you need to stress the importance that your participants should invite
citizens with backgrounds/characteristics different to their own.

e Using a recruitment company

« Involve an organisation, an institution, linked with citizens to use its network to
recruit

« To use already existing networks (schools, universities, clubs, student unions
...

e Using mailing lists

* Social medias and web pages

* Flyers/leaflets

« Using their own professional and personal network

« Do not hesitate to invite some of your organisation’s or personal contacts
(just make sure there's some diversity within the participants)

+ Face-to-face recruitment

Another way of inviting citizens is via face-to-face recruitment. If you choose this method,
you should again think very carefully about how you execute the recruitment process. It is
very important that you ensure diversity in your sample so that participants ultimately re-
flect the population in the best possible way. One example could be that you select 30
different recruitment areas around your country — you could for instance pick 5 different
geographical regions and within each region you pick 2 random schools, 2 random hospi-
tals, and 2 random shopping malls. For each setting you aim at getting as many people as
possible to sign up for the citizen consultation. Instead of aiming to maximize the amount
of citizens signing up for the consultation you could also aim more specifically for different
“types” of citizens. You could, for instance, create different profiles of whom to invite,
placing different “emphasis” on the parameters above. This could be coordinated and
calculated in advance so that when you undertake the recruitment in each geographical
area you would then know who you are looking for e.g. a male in his 50s with low educa-
tional level, an elderly female with mid-educational level and working in the public sector,
a female student etc.
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Again, in order to obtain the right distribution of citizens (to ensure a variety of citizens) you
will need to get around 100 citizens to sign up for the citizen consultation in order to be
able to confirm 42 citizens. This may, of course, again differ from country to country.

HOW TO CONVINCE CITIZENS TO PARTICIPATE?

When contacting people, the main challenge is to break down the complexity of the sub-
ject. Research can be something that seems very far away from "normal” or everyday life.
During the recruitment, discuss the process and explain why it is important to integrate the
different views into the topic.

Example of what we can write to motivate citizens to participate:

* Have an easy to understand message “Be an expert on your our life”

« Be aware not to have technical language - if you can try to use a communication
expert that will help you shape your message.

¢ You need to simplify your message as much as possible

For the second phase:

« To focus on the results and where they were going

+ To have some compensation

+ Keep the actual content simple and talk more about the participation

« State to participants that they have a real chance to influence their future

Here, we list arguments for a speech that can help you convince citizens to participate:

* Focus on the impact-s of the consultation

e You can make a difference

e Your opinion is important and the European Commission is interested in you, and
what you have to say

¢ You will get to meet new and interesting people

« Citizens are the heart of the project

+ To democratize science

* Toinfluence EU policies

* You are the end-user of research policies

« Exchange with others citizens, stakeholders and policy makers (if those are the tar-
get groups of your panel)

* Freelunch

«  When you have the budget, use vouchers for the participants

METHODS TO RECRUIT SPECIFIC CITIZENS
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HOW TO RECRUIT STUDENTS?

If you desire to work with students (college, high school, primary school...), here are some
ideas you might reproduce: Contact schools and universities and try to incorporate the
participatory process inside a class or a course. To do so, you need to convince a teacher
or those responsible for the establishment. Present the project, why you decided to add a
participatory aspect to your project and present to the interested students.

Best practice:

1)
2)

3)

Find a contact in a university or school — this person will be your key contact and
needs to fully understand the participatory process and your project

Your key contact will inquire among teachers and lecturers about their interests and
the possibility to include a participatory process in their educational programs
When someone seems interested, meet this teacher or lecturer in order to adjust
the educational program of the course. At the end, your participatory process must
fit into the course’s educational program. It could even become a minor of a study
university programme.

A few recommendations:

It is better to organize the consultation in the middle of the semester and not at the
beginning to be sure that the students had time to fully understand the process and
why they are involved.

When choosing the school or class that you will work with, have in mind the objec-
tives that you want to achieve and discuss those with your contact. Some students
will not be as comfortable as other regarding some exercises i.e. some may have
difficulty when working on abstract or conceptual exercises whereas others could
find it difficult to think in technical or practical ways.

To be sure of the participation of students, the best way is too incorporate it in a
mandatory class. Do not forget that participation, especially in scientific areas is not
common. Remember that if you are not used to organizing participatory processes,
others might also not be used to participating. To insert yourself in a mandatory
class or activities has other strengths. It is a way to ensure diversity and hear differ-
ent student voices. If not mandatory, the risk is that only motivated students or stu-
dents that are already familiar with the main themes of your project will participate.

Interests for student to participate & for schools and universities to organize it:

By parficipating in this work, students also learn about the conception of research
programmes and/or EU/national/regional politics

Trying a new experience, being given the opportunity to contribute to poli-
tics/research and discover new group work techniques is motivating.
Also, point out that students will be the ones who talk & lunch will be provided.

HOW TO RECRUIT THE MOST “DISTANT” CITIZENS FROM PARTICIPATORY PROCESSES?
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Leverages or fips for their participation:

To have some people who are known to help spread the message

Need to find gatekeepers from communities that you are not a part of (someone
who as an influence inside this group) — you need to have a good relationship with
this people.

Go through the union — or go directly inside the factory

Chambers of agriculture

“Your expertise is important for us — you're an expert in your job, in your life, in your family”.

Go directly to the place people are (public space, bus stop, university, public
event...)

See if you can get the workshop inside the place where your targeted audience is
(example: inside an employment center)

You need to frame what you are going to say to the people you want to reach
(framing the project in relation to the people you want to reach - farmers = more
technical)

Go to festival and fairs
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RECRUITMENT GUIDELINES FOR STAKEHOLDERS (EXPERTS, RESEARCHERS,
POLICYMAKERS...)

These guidelines are not a magic wand, they are unlikely to work if you have never orgao-
nized a participatory process before. In this case, we recommend you consult with a per-
son experienced in participatory processes.

HOW TO TARGET AND RECRUIT RELEVANT STAKEHOLDERS ¢

STEP 1: REGARDING WHAT YOU WANT TO ACHIEVE, SELECT ONE OF THE FOLLOWING
OPTIONS

1) Option 1: You want to recruit a diverse and large array of stakeholders. You want
to have a group where policy-makers, experts from different fields and private

stakeholders are regrouped.

2) Option 2: You want to recruit only one type of stakeholders (policymakers, re-
searchers, experts...)

3) Option 3: You want to recruit stakeholders specialized in one field

STEP 2: YOU CAN MAKE A MAPPING (IT HELPS TO GET THE APPROPRIATE
REPRESENTATION OF ALL INTERESTED AND AFFECTED AREAS). THANKS TO THIS
MAPPING, YOU WILL BE ABLE TO ORGANIZE THE RECRUITMENT AND LIST THE PERSONS
TO CONTACT

Method to do a stakeholder mapping:

« ..list all the different types of stakeholders that you want to invite, and then find
people/organizations in all categories

« ... askimportant/knowledgeable people in the field for their recommendations

e ...people and connections mapping

e ... social network analysis

STEP 3: RECRUITMENT
General tips:

o If it is not the first stage of your participatory process: Do not hesitate to recruit
stakeholders that have participated in other steps of your project, they will help
keep the group motivated and will help others to understand the previous stages of
your project better
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If you live in a large country, you can decide to organize different consultations, for
instance one in the North of your country and one in the South. This will facilitate the
recruitment of experts thanks to a diminution of fravel costs. It also allows you to visit
regions / communities with specific expertise relevant to the research scenarios.
Invite many people, you should expect a large percentage to have previous
commitments

Focus on the impact-s of the consultation

The more precise you are in the recruitment on why you want people to partici-
pate, the more likely people will participate

Assert that it is an opportunity to participate to European/national/regional project
And make future research agenda more practical and driven by your interests
Invite people well in advance of the event: if it is too close to the event, they won't
feel respected or important enough.

A few things to pay special attention to:

The date you choose for your event (no political events in the same time for in-
stance)

It is never too early to start recruiting

Easier to recruit if the event is during weekdays

The beginning of the academic year is not a good period for experts and re-
searchers

Think carefully about the timing of the workshop: for some, weekdays are better,
others, e.g. private business, weekend could work better (for them if the meeting is
on a weekday, they can only come for half a day)

METHODS FOR RECRUITMENT

GENERAL METHODS

Face to face meetings

Personal letters or/and emails

Phone calls

Emailing

Mention in a newsletter

Snowballing

Ask some participants to recruit others (specify the number, 1-3 people) to come
who they think would be relevant for the workshop

Work with an agency or an organization representing the specific field, e.g. cham-
ber of commerce

Invite people personally - not someone from a relevant organization (i.e. anyone
they send), or a specific person
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HOW TO CONVINCE STAKEHOLDERS TO PARTICIPATE?

Motivations:

* You can contribute to a future research agenda

« The organiser (you) shows interests in your thoughts and ideas

* Being part of an innovative and participatory process

» Enrich your expertise

+ Take partin a benchmarking exercise

« Take inspiration from next research topics to develop new products and services

* Impact the process of generating research topics

» Express the needs and concerns of your field sector

+ Take a day off to do something different from your usual daily work activities in a
setting where your opinions are important

* Network —itis a great opportunity to make new contacts with other stakeholders

« Itis away to discover new methods and ways to lead a collective work

e It can help you to submit a proposal

* You can discover and learn about new angles to look at challenges

Practicalities:

+ Good food provided
+ Travel expenses covered

You may also:

« Stress who is financing the programme (i.e. it is a public European project, and it is
not for private/business purposes)

* Make visible who are the other participants - already during the recruitment pro-
cess

Sensitive issues

* Insome cases, the invited stakeholders and experts will appreciate that their names
are mentioned as confributors/participants, whereas in other cases, some stake-
holders will only participate if their names are not mentioned. Consider this carefully
for your event.

TO CONVINCE EXPERTS (WORKING OR NOT WORKING IN THE SCIENTIFIC FIELD OF
YOUR PROJECT)?

you can come and express your thoughts on a specific topic / push your agenda (with no
guarantees that it will be taken up)
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TO CONVINCE POLICY-MAKERS?

« Organize meetings with the stakeholders and policy-makers, in order to explain the
project more intfo detail and fell them why it is important for them to participate

* As for political decision makers you can focus on decision makers at a local as a
well as at a national level.

« Policy makers may be more than willing to participate (e.g. Ministry Officers). How-
ever, since their recruitment is bureaucratic, you must ensure that you go through
the proper channels (e.g. contact the Ministry’s Secretary General directly and ask
their attendance. Most probably they will be too busy to participate, but they may
send someone to participate on their behalf) and send the invitation in advance to
give sufficient fime to answer (always send relevant documents up front, in order for
them to be prepared. They are more likely to engage that way. Do not expect
them to bring them up to speed at the last minute).

* The event may provide them a positive type of visibility

« It's a publicly funded initiative, and since you work for a public office, it would be
great if you came and support it.

*  You can find people who can support you in your efforts elsewhere.

« Through the participation of different stakeholders, it is possible to build alliances for
different issues.

« Come and see that others are also working on issues similar to yours - find echoes
for your work

TO CONVINCE PRIVATE STAKEHOLDERS?

« you can it around the table with public officials, stakeholders, etc. in your field

e you may be able to find new partners

¢ you can build a more positive image of your organization - really show what you do
and overcome negative things there may be out there about you

« you will get to know what researchers do in the field

« it may be a certain kind of benchmarking opportunity for you

Tips for organizers in convincing private stakeholders:

« they are the most difficult to get for a full day (they cannot afford to take a day off)
« if you cannot get senior managers, try to get their advisors
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FACILITATION

Facilitation is crucial as the results often depends on the quality of facilitation.

It is highly recommended to train your facilitation team as it will be a key factor of suc-
cess for the consultation.

The facilitators should be well informed about the project, their role and the different
steps during the consultation, the timing and the rules for a good dialogue. The facilita-
tors should receive all relevant info prior to the consultation (at least 2 weeks before) in
order for them to have a chance to become familiar with the topics.

Several methods can be used for the facilitators fraining: you can simulate the program
in a short version, use role play in order for everyone to understand the process well,
and exchange roles (i.e. if you play the role of a participant, you might more easily un-
derstand their needs and raise specific observations, and on the other hand, having
someone “playing” the citizen when you repeat the exercise might raise new questions
and points of awareness that will be useful to have in mind for D-Day).

FOCUS ON THE DIFFERENT ROLES

PROJECT MANAGER

The project manager’s main responsibility is to make sure that the consultation proceeds
according to the method described. She/he should have an overview of all tasks, and
make sure that everything is executed as planned. During the consultation, participants
may need to clarify certain facts in order to have a productive deliberation. To answer
these questions, the project manager should work as a point of contact: if a participant
has a question that cannot be answered by others in his/her group, the group facilitator
can contact the project manager. The project manager will then come to the table and
answer the question. He or she should be aware that they must base the answer on facts
(rather than opinion) as far as possible. The project manager should have read and under-
stood the toolkit and method and be able to answer questions relating directly to its con-
tent. Furthermore, the project manager should be part of the team and be familiar with
the project, its aims and objectives as well as what happened in the project prior to the
consultation workshop.

HEAD MODERATOR

The research and policy consultation is facilitated by the head moderator, whose main
responsibility is to make sure that everybody in the room feels welcome and that all partic-
ipants understand what to do and do it within the given timeframe. The head moderator
will instruct everyone in the room about what to do exactly every tfime a new session be-
gins. The head moderator is ideally someone from the national partner organization. It

188



could also be the project manager, but this is not recommended, since the project man-
ager needs to have a full overview, which can be difficult if you also have to facilitate. The
head moderator is neutral and does not influence the discussions.

TABLE FACILITATORS

Table facilitators (if your method includes table discussions) should act as neutral facilito-

tors of the discussions and deliberations at the table. The table facilitator’'s main role is to

make sure that the participants focus on the assigned tasks, that appropriate outputs are
produced, and that all participants at the table have a say. They should also keep track

of time.

It is crucial to have somebody actively facilitating the discussions as some participants in-
tend not to talk much whereas others will talk a lot and even impose themselves. The dif-
ference between participants tends to increase as the hours go on. When citizens and
experts are at a same table, the facilitator will make sure the discussion is balanced, all
types of expertise are important to the process.

As a table facilitator, it is your task to:
 Ensure participants tfreat one another withrespect
* Enable everyone to participate

» Encourage the shy and cautious participants not accustomed with deliberations
like this to express their views.

* Moderate eager participants and to limit their time to speak, so that everybody
can get a fair chance to speak.

* Make sure you stick to the timetable

 Explain the participants what the main objectives of the tasks are in case they are in
doubt

* Maintain neutrality
» Please make sure participants can ask you questions at any time
* Moderate the discussions without promoting your own view

« Listen and be aware of your authority as a facilitator. It is important that you do
not influence the discussion by telling about your own point of view or perspectives.
However, you are free to provide information if the exercise’s guidelines are not
clear enough for participants.

* Do not leave the participants totally free without being sure they all feel secure
enough to tell their opinions to others

* Table facilitators must decide when to initiate break in discussion, ask people to
walk around, get coffee, snacks, smoke or whatever they choose to do.
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Table facilitator will remind as many times as necessary:
» There are no right or wrong answers — there are many possible realities.

« None of us knows the truth about the future — Therefore we are equal and un-
prejudiced

» We listen and try to understand what the other person is saying

» We are ready to abandon our own convictions and find a common understand-
ing (different opinions do not mean we cannot reach a common understand-

ing)

Some tips for the facilitators
« Translate the material in your national language
« Training can be organised shortly before the consultation
+ Go through every step and a simulation during the training

« They must have areward: a “diploma” acknowledging they were frained and facil-
itated a table during the consultation. They may also receive a small gift / goodies

Some general tips about facilitation

« Give some prior information to the participants few days before the consultation —
it will save some time and is important for a better understanding. Information can
be about the process and/or the issues, topics discussed

Prior information

« Consider the level of information that your targeted public requires and share with
them what you consider is needed > experts will be familiar with some words. But
consider that even with this group, different people have a different understanding
of expressions such as “specific challenge” or “scope”. It is essential to define it, it
can be done both in the documents sent before the consultation and reminded
during the consultation.

« Explain what the results will be used for, this can be very motivating, especially if
you can point to the direct impact of your actions.

Other tools:

« Enrichment cards
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ICE BREAKERS

Here are two examples of icebreakers you could use to get people to know each
other and of course, break the ice!

ICE BREAKER 1:

The head moderator asks the participants to stand up and split in two groups. One group

is on the left side of the room, the other one on the right side of the room. The head mod-

erator asks questions to the participants that can be answered ‘'yes’ or ‘'no’, OR ‘I did’ or ‘I
did not’. The participants move from a corner to another, depending on their answer. The
head moderator has to explain to the two groups, who is the “yes” and who is the “no”.

Some inspirational questions:

* Have you ever taken part in a participatory event/consultation?2
«  Whois vegetariane

*  Who has a pet?e

*  Who had a good summere

«  Who wanted to be an astronaut when they were a child?

* Have you ever been to another European country?

+ Could you describe 5 European flags?

ICE BREAKER 2:

The head moderator asks the participants to form two parallel circles with the same
amount of people in each circle. One group moves to the left, the other to the right. The
head moderator counts to 10 and then the participants stop. Participants from circle 1
should each be in front of a participant from circle 2

These two people will be “buddies” during the consultation. You can leave 5 minutes for
them to get to know each other and ask them to answer these two questions: what kind
of support could | provide you todaye Why did you come here? NB: if you have different
types of key actors in the room (e.g. method 3) you can have a circle with experts and
one with citizens. They will form a pair.
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LOGISTICS

Time Task
Month 1 + Read the guide and select one method, target
group(s) and research scenarios you will address.
Month 2 « Develop your recruitment strategy and then start the
recruitment process.
« Select a date for your national consultation(s)
« Take care of practical arrangements (book a venue,
catering, etfc.)
Month 3 & 4 « Recruit participants
Month 5 « Consultation
Month 1 to 5 + Prepare a communication plan (raise awareness of the

event, pressrelease,
social media, efc.)

Prepare a dissemination plan (to promote the results of
the consultation to other stakeholders and policy-
makers to increase the impact).

CONFIRMATIONS

You can contact participants by email (preferably coming from an email address which is
created specifically for the project, e.g ex.project@gmail.com), giving details on the
agenda, location and timings. At this time, a second confirmation of attendance could

be asked for.

If the second confirmation does not show within two weeks it is suggested to send a re-
minder email. If even this second email is not answered (approximately in a week’s time)
the organiser should find another way to reach the attendant, probably contacting

him/her by a phone call.

In any case, it is suggested to send a reminder of the event to all confirmed participants
approximately a week before the event. In this last email, the partner can stress the fact
that the participant is confirmed and that is important to promptly inform them if some-
thing changes. It is very useful to create an event on Facebook (on your page) or Event-
brite in order for the participants to receive updates and reminders through this, and for
the partners to easily manage the number of attendants.

Twitter can also be a good way to reach stakeholders or experts. Newsletters or E-news
(by email) can be sent. Making a page about the consultation on the webpage of your
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institution is very important too. Please note that all the timings given in this section de-
pend on timing of your recruitment phase.

THE VENUE

It is important to explain in detail to the participants how to get to the venue. Sometimes
you may need to organize different things, so that it is easy and affordable for the citizens
to participate in the workshop.

Please make sure you are choosing a room in an accessible area (easy to reach by
public transport and access for disabled persons).

You can consider some of the following things:

Organizing tfransport by bus from central meeting points
Providing free parking space for private cars
Refund transport expenses

Arrange accommodation for those who may need it. For these participants you
can help them find accommodation (and if you can afford it, pay forit).

Remember to book accommodation if some of them need to arrive at the venue
a day inadvance.

1)How to choose a room?

The room where the consultation is going to take place should have the following facili-

fies:

Large open space big enough for staff and 35 to 45 people seated at round ta-
bles (180-200 square meters)

Round tables hosting 6-8 participants and a group facilitator (round tables are an
important element as they make people feel more at ease and comfortable with
sharing their ideasetc.)

A stage from where the event manager can speak (should be visible by every-
body).

Comfortable chairs. Hard plastic chairs might become painful after several hours
to some participants. Don't forget you may have elderly and disabled people
coming to your event. Therefore, consider padded chairs and check accessibility
levels to ensure people can move easily from their chairs, and for wheelchairs as
well.

Wardrobe facilities (such as lockers or staffed cloakroom)

A buffet from where participants can take their drinks and food
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o Toilets

« Outdoors facilities for those wanting fo smoke or get some fresh air

2)Catering

You need to order good catering services (it is recommended that you offer hot meals if
the weather is cold; make sure the food is good and not too cheap). Remember peo-
ple need to have coffee breaks to rest awhile during the workshop and to talk further
with other participants.

The participants should have access to a varied buffet, so they have the necessary en-
ergy to deliberate. And some participants may have specific dietary requirements (al-
lergies, vegetarians, religious limitations on food). Ask them inform you of their diet when
they need to fill in the application form befor attending the workshop.

The buffet is composed of (adapt if not a full day):

e Breakfast
« Lunch

» Fruits, snacks, sweets, coffee, teq, soft drinks, water available allday

Make sure staff members will take care of catering and that they can help clearing the
tables during the day.

3)Technical equipment

» Afleast one computer
» Video projector (compatible with computer)

« If you can’t project your images on the walls, think about a big screen or moni-
tor for projection visible by all participants

* You may need a microphone if the room is huge

» Good sources of light that can be dimmed during presentations on screen
* Pin boards

* Flipcharts

» Pens with a big lead

e« “normal” pens

* Big sheet of papers on which participants need to write their ideas and proposals
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+ Some water and glasses

* Colorful adhesive stickers

« Some of the above material might not be useful for the method you are using, you
can adapt this list if necessary

4)Seating plan

At each table, participants need to be mixed according the recruitment criteria: gen-
der, age, education level etc. This also means that people from the same village can-
not be seated at the same table. Therefore, before the consultation you need to cre-
ate a seating plan that mixes the different possible scenarios.

5)ltems and materials you need to purchase and bring to the workshop

To be printed before:

Table numbers
“Rules for good dialogue” to put on each table

Name tags for participants

Name tags for group facilitators and all other staff (make sure the color is dif-

ferent from that of the participants).

A sign for participants to find the room (if necessary)

A list of participants you need to tick

The program of the day (to be printed for each participant)

Reimbursement forms

6) Incentives for participants

a) Why should | offer incentives?

Offering incentives to participants is a controversial point. Some think that participants
need to be rewarded for their participation and conftribution towards building a better
society, whilst others think that citizens must not be paid for their participation, as it is
expected that they contribute towards the improvement of our society.

However, there are some counftries where citizens would not appreciate it if they did not
receive incentives. Please find below some incentives and fees you can offer them.

If you are choosing not to offer an incentive, you must still reimburse participants
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transport and accommodation fees (if needed).

b) Some inspirational incentives

e Some money

e Gift cards

e Coupons/vouchers

e Small presents (such as books and chocolates, cinema tickets)
e Packs of organic products

e Tombola tickets

e You can go to restaurant with them after the workshop and pay for allguests

Focus on physical activities

You may consider having a break by engaging in physical activity to help improve the
participants’ concentration levels, especially after lunch break.

This activity can be led by a sportsperson or fitness trainer and involve around 10 minutes
of small exercises.

To prepare the consultation

Go through a simple simulation of every step of the day to make sure you have everything
ready. The best way make sure that you didn’t forget anything is to go through the de-
scription of every step, imagine how it will go, and everything you need. This will also en-
sure that everyone involved will be prepared..
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4

Interested?
Why you should

organise such a
process and

in what context...



The following described cases are examples built during short brainstorming sessions by
CIMULACT partners in order to illustrate how CIMULACT methods could be used in the fu-
ture. Please be aware these are not fully operational examples.

The following cases illustrates who could run an open agenda setting process, and clarifies
questions regarding why and how to do it. These examples are meant as food for thought
for anyone interested, and are of course non-exhaustive. If you do not find yourself within
these cases, do not step back from your initial intention to organize a participatory pro-
cess, instead work towards describing your own case.

Defiance towards science and public decision is growing, thus such processes provide
answers to several issues at stake:

Such processes help to solve some research and innovation dilemmas and support
the legitimacy of political decisions

It changes the ways citizens talk about science, research and innovation and give
new meaning to it. For instance, the word "“progress” can be interpreted in several
ways and some people may show distrust towards this concept. Talking about “de-
sirable future” changes the approach, and demonstrates the purpose of science
and how useful it can be.

Involving citizens to build the future of science positively changes perception of re-
search

You will make connections with a great diversity of actors: researchers from other
fields, citizens, experts, stakeholders, decisions makers.

If you want to disseminate your work, participation offers a very useful qualitative
process for engaging with the public and you will get a lot back from it.

It is a way to verify whether research fits society’s needs.

To provide recommendations /expertise for policy-makers/ decision-makers based
on societal needs and concerns...

To participate on an innovative process designing the research agendas ...
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A few diverse examples on how to use the
results

CASE 1 — EXPLORE RESEARCH SCENARIOS WITH STAKEHOLERS

THE CASE

* | am aresearcherin a scientific lab specialized in agriculture

*  With my research team, we already have major ideas for our future research. We
have some more time to continue working on them.

We want to involve stakeholders from our field to work on research scenarios and
we would like to explore them further with as many diverse actors as possible.

GENERAL ADVICE FOR THE PARTICIPATORY PROCESS

« Food and agriculture are sectors of many potential conflicts and opposed posi-
tions: make sure you have the skills to manage this, to organize dedicated and
separated moments to debate with stakeholders and to have informed and impar-
tial moderators.

* Make sure to pique the interests of the participants and act accordingly.

* Manage the time of participatory process and show consideration for this: provide
a clear structure for the activities and time schedule

STEP 1: STAKEHOLDER'S COMMUNITY
- Elaborate on aninitial stakeholder mapping in order to identify who are the actors
you should engage with (consumer organizations, farmers associations, organic
farmers association, agro-industry, NGO's, policy-makers...)
- Contacting (phone calls) the stakeholders in order to see their views, positions...
- Explain ‘the why’

STEP 2: THE FUTURE OF AGRICULTURE
Bringing together the community of stakeholders
Sharing their ideas on the future of agriculture (Created from the ideas of the team
- social needs?)
Confronting and gathering views and knowledge on the future of agriculture

STEP 3: FACE TO FACE WORKSHOP
WP2 moving from agricultural future challenges (social needs) to draft research
scenarios
Create initial research scenarios

STEP 4: ENRICH WITH STAKEHOLDERS
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WP3 Caravan method
Undertake a tour involving an large group of stakeholders and different communi-
ties to enrich the work and develop it further

STEP 5: SHARED RESEARCH SCENARIOS
Integrating the research scenarios into a consistent new research agenda in which
the collaborations with stakeholders have been embedded

CASE 2 - RECONNECTING A VERY SPECIFIC FIELD OF RESEARCH TO SOCIETY

THE CASE

* | am a biologist. | am specialized in chicken digestion enzymes and their effects.

« | feel my work is totally disconnected from society and everyday matters.

What should | do to get out of my office and reconnect my work to their fields of re-
search and/or society?

GENERAL ADVICE - THE PARTICIPATORY PROCESS

« Identify your aim: what do you want to achieve with this participatory processe

STEP 1: IDENTIFICATION OF THE AIM/REASON YOU WANT TO CREATE A
PARTICIPATORY PROCESS
Identify the results you are expecting
Identify the targeted group
Choose a method. A possible choice is the method “facilitated stakeholders work-
ing groups”

STEP 2: IDENTIFY STAKEHOLDERS
Make contact with experts and institutions
Create a stakeholder map

STEP 3: THE WORKSHOPS WITH EXPERTS
Speed expert consultation where stakeholders are consulted on future areas of re-
search

STEP 4
- A workshop organized using the World Café method where citizens enrich the re-
search agenda.
- Pay attention to participants’ societal demands and everyday life needs.
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STEP 5

Write an agenda for future research with respect to societal demands and everyday life
needs

CASE 3 - BUILD NEW RESEARCH SCENARIOS FOR SUSTAINABLE TRANSPORTS IN 6

MONTHS

THE CASE

* | am working at the ministry of Transport
* | have 6 months and a 300.000 euro budget
* | want to propose new research scenarios for sustainable transport.

THE PARTICIPATORY PROCESS

STEP 1: WORKING WITH CITIZENS
- Organize a visioning workshop in each region of the country
- Potential inputs: a video about tfransport showing the range of what tfransportation
can offer in order to inspire participants.
- Participants: a representative panel of 30 people per venue.

STEP 2: A WORKSHOP TO GO FROM CITIZENS VISIONS TO SOCIAL NEEDS

If the budget is sufficient, analyse the data through machine learning and clustering:

- You will compare the results of both groups and enrich them
- Participants: policymakers and challengers

STEP 3: A WORKSHOP TO GO FROM SOCIAL NEEDS TO RESEARCH SCENARIOS

- Experts
- Citizens
- People from the ministry that will work on the project

STEP 4: CONFERENCE TO PRESENT THE RESULTS
- Policymakers from the ministry
- Citizens from previous steps

- Media
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CASE 4

THE CASE

* | am aresearcher at the Ministry of Culture.

« | already have research scenarios. The ministry is happy to give me enough money
to build a solid participatory process.

« | want to work on those scenarios with citizens. | need a feedback to verify their rel-
evance and improve them. How do | do this?

GENERAL ADVICE

PRIORITIES
Enrich the research scenarios
Communicate the process clearly
Disseminate results widely throughout the Ministry
Do not promise people that change will happen immediately

DIRECT RESULTS
Verify relevance of research scenarios
Get feedback
Build networks
Communicate with citizens, NGOs efc...
Raise profile of the Ministry

INDIRECT RESULTS
Build/enhance the community’s identity
Empower citizens to participate
Improve the local economy
Learn about the communication process

THREATS
Need to manage expectations during the process because some actors will prob-
ably demand too much from government.
Citizens might not be able to implement changes
Can’'t recruit enough people

STRENGTHS
Participatory process
Already have research scenarios
Matching ministry’s vision with real life needs
Identify the social needs of local citizens
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Raise profile of the ministry in local area

WEAKNESSES
People may not understand the research scenarios or completely agree with them
Wrong method used for participatory process

THE PARTICIPATORY PROCESS

Aim: to validate and get feedback from citizens on existing research scenarios.

STEP 1: DEFINITION OF YOUR TARGET GROUP
Identify your target group of citizens
Define the target group using the content of the research scenarios
Target different audiences related to your subject: artists, NGOs, craftsmen, local
art spaces, local authorities

STEP 2: RECRUITMENT
Recruit the citizens based on the interests of the target group: 20-25 participants
Contact NGOs
Use social media

STEP 3: ENRICHING/CHALLENGING THE RESEARCH SCENARIOS
Prioritization
Enrichment
Discuss and challenge the research scenarios

Two options:
- WP3 method: enrich by co-designing

WP3 method: World Café Tour

STEP 4: ANALYSIS OF THE RESULTS
Decide which research scenarios are the most relevant and the ones that need to
be adapted
Enrich the research scenarios produced from the workshop

STEP 5: IMPLEMENT/DISSEMINATION
Tell the rest of the ministry employees about the results of the consultation (training,
conferences, emails)
Find teams to research the scenarios
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CASE 5

THE CASE

* | am doing research about meditation effects on the aging of cells.

* My superiors don't think it is a relevant matter for research whereas | have striking
results.

* | would like to work with citizens to investigate if there is a public interest in such a
subject. How do | proceed?

GENERAL ADVICE & THE PARTICIPATORY PROCESS

+ Should look beyond citizens
« Target corporations, human resource department
+ Research topic is already defined

STEP 1: SCOPING
Desk research
Use these results to help approve the relevance of your research
Media/public discourse

STEP 2: PRODUCE INFORMATION AND HAVE A CITIZEN WORKSHOP
Produce a brochure (input)
Recruit citizens
WP3 World Café Tour

STEP 3: WORKSHOP WITH STAKEHOLDERS
WP3 method 2 - facilitated expert and stakeholder working groups
Develop research impact
Need stakeholder support (e.g. businesses) for funding. Try to build a consortium of
stakeholders
Invite comments from stakeholders who feel that your research is a good idea

STEP 4: PRODUCE RECOMMENDATIONS AND RESEARCH PROPOSAL
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STEP 5: DISSEMINATE TO RELEVANT STAKEHOLDERS

CASE 6

THE CASE

* |l am working in a governmental office.

* | have 60.000 euros and one month available to create a research programme.

* | need to propose research scenarios to my office. My supervisors want to involve
the public in the creation of these research scenarios. How do | proceed?

GENERAL ADVICE & THE PARTICIPATORY PROCESS

« For a one-month consultation you need to focus on a theme: this will make it easier
to pinpoint relevant information, experts and stakeholders for this process.

« One potential threat relates to the time pressure of delivering results within a one
month frame. This calls for an all-in-one process design

« The direct result will be research directions

« You can generate visions/ideas quickly through online consultations using Face-
book

e Itis afast and cost effective process

* However, it is a risky method as it depends a lot on the wilingness of many stake-
holders to be available for 2 and half days at short notice. They therefore may need
to receive a attractive incentive at the end.

« The priority should be to deliver in fime.

STEP 1: DECISION ON A THEME AND SCOPING OF YOUR PARTICIPATORY PROCESS (2
DAYS)
Inside the organization, organize a meeting to define the theme and explain the
process.

STEP 2: PREPARATION OF NEEDED MATERIAL (3 DAYS)

STEP 3: FACEBOOK ONLINE CONSULTATION+CITIZEN RECRUITMENT TO THE EVENT (2
WEEKS)
- Contact and invite people: relevant organizations, media, radio, newspapers

Contact media companies

Create a Facebook page for the online consultation where people can provide
ideas for a vision

Book a hotel for the weekend and a restaurant
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Prepare the presentation for the dinner
Find moderators

STEP 4: CONSULTATION EVENT

Aim: we want to build research scenarios that come from the citizen but that are also en-
riched by experts to make them more concrete and usable.

20-30 citizens
10-20 experts and stakeholders

Friday evening: start with a good dinner, a briefing and an infroduction of the method that
will be used

Saturday: start with WP1 for 3 hours only with citizens. As soon as some visions are created,
start WP2 with experts that will work in parallel.

Sunday: Use the WP3 method (everybody is involved) to enrich the results of Saturday
(World Café)

STEP 5: FINALIZATION AND DISSEMINATION
Contact media
Little booklet with the results to be disseminated
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