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The Open Space Event

PREPARATION

Signage

Large signs:

Theme





4 Principles (on one sign or separate signs)

	Including Youth

and Young Adults:

Issues and Opportunities
	
	Whoever comes is the right person.

Whatever happens is the only thing that could have.

Whenever it starts is the right time.

When it’s over, it’s over




The 1 Law

Be Prepared
	The Law of Two Feet

[drawing of two feet or footprints and, ideally,

wheelchair wheels or treads]

- Motion and Responsibility –


	
	Be prepared to be surprised !




Butterfly and Bumblebee
	[drawing of a butterfly and a bumblebee here]


	
	


Smaller signs:

Over computer area – simple how-to notes for non-technical people + computer area hours +  deadlines for entry completion

These following signs can be smaller or larger, but should be visible across room:

Breaking News, set up on a free wall where printed proceedings get posted




Newsroom, set up over the computer area

	B R  E  A  K  I  N  G    N  E  W  S

	
	N E W S R O O M


Letter signs which will be posted around the room to indicate discussion areas both in the main room and in other breakout rooms, plus extra (duplicate) signs for posting out in hallways, etc. with directional arrows

	A


	B
	C
	D
	E
	F


	G
	H
	I


	J


Time-Space matrix (to be placed in posting area to the left side of long agenda wall) with prepped Post-Its set up in order plus extra note indicating timing of closing circles.

Note Post-Its could possibly be in different colors, each color being a session time slot – the group will use extra Post-Its for making up their own additional sessions as needed.

This grid can either be placed directly on the wall or pre-placed on a sheet of butcher paper which will then be posted on the wall.

	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	9:00a- 10:30a


	A

9:00a- 10:30a
	B

9:00a- 10:30a
	C

9:00a- 10:30a
	D

9:00a- 10:30a
	E

9:00a- 10:30a
	F

9:00a- 10:30a
	G

9:00a- 10:30a
	H

9:00a- 10:30a
	I

9:00a- 10:30a
	J

9:00a- 10:30a

	10:30a – 12:00n
	A

10:30a – 12:00n
	B

10:30a – 12:00n
	C

10:30a – 12:00n
	D

10:30a – 12:00n
	E

10:30a – 12:00n
	F

10:30a – 12:00n
	G

10:30a – 12:00n
	H

10:30a – 12:00n
	I

10:30a – 12:00n
	J

10:30a – 12:00n

	1:00p – 2:30p
	A

1:00p – 2:30p
	B

1:00p – 2:30p
	C

1:00p – 2:30p
	D

1:00p – 2:30p
	E

1:00p – 2:30p
	F

1:00p – 2:30p
	G

1:00p – 2:30p
	H

1:00p – H 2:30p
	I

1:00p – 2:30p
	J

1:00p – 2:30p

	2:30p – 4:00p
	A

2:30p – 4:00p
	B

2:30p – 4:00p
	C

2:30p – 4:00p
	D

2:30p – 4:00p
	E

2:30p – 4:00p
	F

2:30p – 4:00p
	G

2:30p – 4:00p
	H

2:30p – 4:00p
	I

2:30p – 4:00p
	J

2:30p – 4:00p

	4:00p – 5:30p
	A

4:00p – 5:30p
	B

4:00p – 5:30p
	C

4:00p – 5:30p
	D

4:00p – 5:30p
	E

4:00p – 5:30p
	F

4:00p – 5:30p
	G

4:00p – 5:30p
	H

4:00p – 5:30p
	I

4:00p – 5:30p
	J

4:00p – 5:30p

	5:30pm                                            Evening News

	


Plus put up 10 blank Post-Its (an additional color) on the wall near or under this grid and a lay pack of them nearby so people can make more sessions if they want.

Be prepared to put up a grid for all the days and their sessions, if you are continuing your Open Space into the next day.

Machines (if computers are to be used)

Ideal: 1 computer for every 20 participants, not networked; one attached to a high-speed printer for your tech/staff person to print out minutes through the day for Breaking News and convergence, if convergence is used

On the computers: pre-formatted templates for writing notes

Discs on which to save the notes and pass them to the technical person who is printing out Breaking News and preparing for the Book of Proceedings

Power strips and other items for connection, duct tape to cover any cables on floor

Copy machine nearby for large printings, ideally 24-hour site

Check timing on food plus ideas for food

Ideally, food should be available during a time span allowing for both meeting overlapping and eating in a relaxed manner – for example, a two-hour time span.  Food should be made available in or near the main room.  Buffets or box lunches work well.  Beverages should be available constantly during the event, also placed in the main room.  Water for the breakout rooms.  Allow for an unusual amount of beverages because everyone will be talking and moving constantly, which is different from many other kinds of gatherings.

Other materials

Dots for convergence, if convergence is part of the design (Example: three sets of 5 per person)

Rolls of masking tape (5 for first 20, one more for each 20 more participants)

Markers – chart pad style – enough for (with removal of yellow markers) each participant, ideally

Easel stands with easel pads (ideally one for each 20 participants, extra if possible) placed in each discussion area, and a roll of tape placed on the stand 

Blank notes templates on paper, one stack at each discussion easel/area

Several more reams of copy paper for multi-use (including extra pages for notes-taking)

Extra pens / pencils

Nametags (ideally the ones that hang with an option to pin)

Contacts sheet for everyone involved (so they can check it at registration)

If Book of Proceedings is being included in the design: Pre-prepared Book of Proceedings (copies for all participants pre-done as far as possible and ready for the copying, insertion and binding once all discussion group notes are off the printer)

· cover (back cover optional)

· table of contents (plus ability to enter items on-site)

· contacts sheet (for everyone involved)

· everything else ready for turning notes as they’re entered onto computer into final book of proceedings

Cordless microphone(s) + backup, batteries, etc.

Tables for registration area

Tables for computer area (one 6’ table for each 2 computers)

Extra (easel pad size? 11x17”?)  paper ready to post under enlarged minutes used in convergence

Closing activity paper or other materials ready to go

Optional: Butcher paper – for evaluation activities, ‘graffiti’

Room Set-Up

As many chairs as there are participants, ideally in one but can be in two concentric circles

Microphone(s) ready

Single sheets of paper (for writing agenda/session topics – can be ¼-sheet chart paper or a ream of copy paper) and basket of markers in center

Large signs posted around room, letter signs posted to indicate discussion areas (easels in those areas)

Long blank agenda wall with tape rolls, time-space matrix to the left-hand side, extra Post-Its

Registration tables with contacts sheets for people to check-add-change their information

Refreshments area: coffee, tea, pitchers and cups (ideally, in the main room)

Paper notes templates available by each discussion area plus some by agenda wall

SO, ideally: one long blank wall for agenda to be created on, wall space for signs, wall space for computer area (if computers are used), walls upon which things can be posted or hung, air flow, room for chairs and room to move around, food and beverage nearby, chairs in a circle to open and to close.
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SAMPLE EVENT

1 evening, 1 day, ½ day

Day 1 (evening) – in this scenario, agenda/marketplace is formed the first evening

6:30pm – 7:30pm
Dinner 

7:30pm – 7:45pm
Movement into meeting room (if dinner is held elsewhere) 

7:45pm – 8:00pm
Host 

Welcomes everyone and covers housekeeping, such as location of bathrooms, check-in/out info, etc.  – then introduces Facilitator

8:00pm – 9:15+ pm
Facilitator opens the space, explains history, guidelines; group forms agenda / marketplace

Host and facilitator have understanding that facilitator is in charge from this point through closing activity

Theme is...

Items to Note:  Schedule -- Feel free to hold discussion groups in home language but please take notes in English 

Facilitator says exciting agenda, thanks, rest well, see you tomorrow

Facilitation team check-in for needs assessment and prep work 

Tonight: record session topics onto Table of Contents for Book of Proceedings

Day 2 (full day – this day would begin with opening circle from above if event starts today)

       This scenario also includes convergence.

6:30am – 10:00am
Breakfast

7:15 am beverage station set up in main room

8:30am 
Morning News – time for announcements and any changes in agenda including additions - recap day’s schedule, including when lunch will be out and when to gather together for evening news – recap of guidelines.  Special note: all minutes will have to be entered into computer by ___ pm to be considered for Convergence.

9:00am- 10:30am
Session 1

10:30am – 12:00n
Session 2

Lunch out 11:30pm – 2:00pm

1:00pm – 2:30pm
Session 3

2:30pm – 4:00pm
Session 4

Snacks out 2:45pm in main room

4:00pm – 5:30pm
Session 5



5:30pm -

Evening News – any thoughts on experiences today (mike in center)


7:00pm


Dinner 

Today:  As each page of minutes is printed, make 1 copy for file, 1 posted on Breaking News wall and 1 copy enlarged (biggest possible) for Convergence process (to be posted by final ½ day)

Print and post items on Breaking News wall plus making large-sized copies ready for convergence, and reserve other copy as master

Note if any additional discussion topics have been added during Morning News that should now go into Contents

Tonight: Team check-in for needs assessment and prep work and finishing? Book of Proceedings; possibly copies and binds overnight

Day 3 (1/2 day)

By morning:  Make sure rest of notes are enlarged and posted around room ready for Convergence (optional: Book of Proceedings is on each participant’s chair)

Get ready for fast dot distribution (one set on each chair or?)

6:30am – 10:00am
Breakfast

7:15am beverage station set up in main room

8:30am
Morning News – schedule for the day, any announcements (Note: room checkout time), any recap, special notes

10:30am – 11:00am
Walk around conversion gallery and read notes (and Book of Proceedings, if creating one was possible and helpful)

11:00am – 12n or so
Convergence – Vote with dots on most pressing items for implementation (or other definition appropriate for this group; example: top 5)


then go to lunch – We will reassemble at __________________ (while team counts dots and option: rearranges wall to highlight choices)

Lunch 11:30am – 2:00pm

1:00pm or so to 2:30p
Full group meets in 5 chosen areas (with conveners of those selected areas) to form action plans, timelines, whatever is appropriate; they record this on chart paper or template (this is probably too late to add to Book of Proceedings so this can be emailed or sent as an addenda)

2:30pm to 3:30 pm or so Closing Circle


Do any housekeeping, including what will happen with proceedings, notes, etc.

Either participants come to the center to pick up a microphone or if smaller group pass talking stone or stick or hold silent reflection about this experience and then write a word or a phrase (on a colored piece of paper) that captures the essence of what we've done (let’s see the mosaic we create...post, walk through gallery)

Simple words of closing by Facilitator 


-end-

ACTIONS FOLLOWING THE OPEN SPACE

Book of Proceedings distributed plus any additional notes

Team reconvenes to discuss how all is going, how to keep momentum going organization-wide (including other OS events? other ways of distributing information on progress and successes throughout?)

	Issue / Topic:



	Convener:



	Other members:



	Discussion notes, key understandings, outstanding questions, observations




