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When Open Space Is Suitable
· Open Space Technology is appropriate where a diverse group of people must deal with a complex and potentially conflicting material.

· Nobody knows the answer. 

· Ongoing participation is required for success. 

· Senior management wants to engage the whole system in finding the answer.

· Response time is “yesterday.”
When Open Space is NOT Suitable
· The answer is already known.

· Sponsors think they know the answer.

· Sponsors feel the need to be in charge and control, control, control 

Preparing the Event

· Working with the Sponsor

· Determine if OS is really the best choice.

· Explain Open Space and ensure high level buy-in for this kind of meeting

· How much time

· Location and space

· How to invite attendees

· Theme

· Givens (assumptions – “unchangeables”)
· Explaining Open Space
· Don’t explain too much: if you haven’t experienced it, it won’t make sense.

· Go over the guidelines for appropriateness of OS, and make sure the sponsors agree this is the best way to go.

· Tell your experience in Open Space
· Time Considerations
· Half day = quick brainstorming

· One day = deep discussion with some next steps

· Two day = deep exploration of the theme with some action plans and a full book of proceedings

· Two and a half day = complete exploration of theme with action plans, book of proceedings and deeper buy-in by participants
· Location and Space
· My preference is a BIG space with informal alternatives (lobby, outdoor space, etc.).

· Be careful when making reservations – if you say you are having a meeting for 30 people, the space will be too small [note from Lisa Heft: Harrison recommends half the official occupancy number (not seating number) for the room is a good amount of room]

· If possible, visit the space before hand.

· Where will you put the Bulletin Board, Newsroom, etc?

· Test the walls for tape

· Prepare “all day” coffee breaks

· Copying Reports

· 2-day meetings usually have a book of proceedings given out before convergence.

· Need access to a high speed copy machine with sorting ability.

· Hotels are extremely expensive, so make sure that you figure this cost into your budget.
· Theme
· Focus on a real business issue that is of passionate concern to those who will be involved.

· Clear, concise, understandable by all.

· Forward-looking and positively focused – e.g. “finding joy in our work” rather than “coping strategies for high stress jobs”.

· Take your time on this...there is no going back.

Givens
· There are three main types of “Givens.”

· Fence Posts – boundaries that sponsors are not willing to discuss at this time.

· Sign Posts – areas that sponsors believe are of great importance for the participants to consider while discussing the theme.

· What Next? – What will be done with your work?  How will proposals be approved?

· Givens

· Should be expressed in the invitation.

· When determining the givens, try to talk to the head of the organization.

· Be prepared to use other facilitative methods with sponsors when determining givens.

· Getting to the Givens is sometimes the most difficult task in Opening Space.

· Inviting Attendees
· Open Space works best when the invitation is “open.”

· Our experience in our company has been that people don’t know how to handle an “open” invitation. 

· Lisa Heft adds: sample invitations are available on Michael Herman’s web site, at http://www.globalchicago.net/invitations/index.html
· Invitation should come from the Sponsor (with your help)

Preparing the Space

· Before you leave to do the Open Space...
· Check your equipment, double-confirm with the location for morning coffee breaks and room set up, and double-confirm computers and printers

· Setting the Room

· Arrive at least one hour before the meeting.

· Chairs in a circle.

· Air conditioner is on.

· Post Theme and Givens

· Check microphones

· Make posters

· Theme

· The Four Principles

· Whoever comes is the right people.

· Whenever it starts is the right time.

· Whatever happens is the only thing that could have.’ When it’s over, it’s over.

· The Law of Two Feet [Lisa Heft adds: The Law of Motion and Responsibility]

· Be Prepared to Be Surprised

· Put paper and plenty of markers in center of circle for creating the topics for the Community Bulletin Board

· Create the Space/Time Matrix

· How many sessions will you have?

· How many topics do you expect from the group?

· For each session prepare one space for every 8 to 10 participants, with a minimum of three spaces per session.

· Always prepare stickies and spaces for more topics than you think you will have.

Sample Schedule Day 1

9:00-10:00 
Start and Agenda – Setting

10:00-11:15
Session 1

11:15-12:30
Session 2

12:30-1:30
Lunch

1:30-2:45
Session 3

2:45-4:00
Session 4

4:00-5:00
Evening News

News Room

· One computer (with floppy drive) for every 8 to 10 people

· One 6 foot table for every two computers

· One floppy disk with a blank report labeled and saved as the topic number

· One printer (with a printer switch)

· News Wall

· Print a test print

· Report Sample

· Near the News Room create a sample report poster

· Topic

· Topic Number

· Initiator

· Participants (including Bumblebees and Butterflies)

· Notes

Opening the Space

Welcome
The first person to speak is the sponsor, who introduces the facilitator.

Welcome the group
Restate the Theme

Focus the Group
· Ringing bells and breathing

· Walk the circle and invite the participants to follow you and look at the other participants to see who is there

· Theme and Givens

· State the Theme

· Carry the importance of the theme to the group

· Read through the givens with the group and give them some time to digest the meaning

The Four Principles
· These guide our behavior in Open Space

Whoever comes is the right people
· This is very empowering

· Give some time for people to look around the room at each other

· We are the ones empowered to find the answer to our theme

· It doesn’t matter what level you are at, if you are hear, you are the right person, and you can make a difference!

· Whenever it starts is the right time

· Usually we are already late.  But it is the right time.

· You will find that the schedule (if there is one) is more of a recommendation than a schedule.

· If you are initiating a topic, you decide when it is the right time to begin that discussion.

· Whatever happens is the only thing that could have

· This is not to say that you have no control over what happens, quite the opposite

· That which will happen in this meeting is the only thing that this group, in this space, at this time could do.

· This frees us from regrets...”I wish I had...”

· When it’s over, it’s over
· You’ll know when you have completed talking about a topic.

· It might be “early” and it might be “late”.

· The important thing is for you to know that it is over.

· When it’s not over, it’s not over.

The Law of Two Feet

· (The Law of Mobility)

· You are responsible for how you use your time.  

· If you are not contributing or learning in a group, you should use your two feet and move somewhere you can learn or contribute.

· If you are in a group, and your boss is talking, and you are not learning or contributing, you should obey the law!

· Bumblebees

· In nature bumblebees go from flower to flower, pollinating flowers.

· In Open Space, bumblebees go from meeting to meeting.

· Important to cross-pollinate our meeting with information from other groups.

· They are not being rude.

· Butterflies

· Butterflies are harder to understand because they just fly around.

· Butterflies may spend a lot of time by the coffee table or the News Room.

· Sometimes butterflies are people who have “full brains”.  

· Sometimes they are the “hosts” of Open Space.

· Butterflies are not being lazy.

Giraffes

· Giraffes
