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Gothic House, High Road, Great Finborough, Suffolk, IP14 3AQ

      01449 771007  (m) 07713 643971              email: chris@chrisgrady.org


Open Space Checklist
Open Space Technology, developed by Harrison Owen, is referenced throughout the web in a range of open sourced guides, checklists, and discussion groups. This is just my quick checklist to help host organisations in preparation, and to remind me !!
Early Decisions
	Choose a good challenging question for the event – a call to action for all of us. [Write here]

	Done?

	Identify the largest clear space possible for the event – one room is ideal, flat floor, large enough for a circle of chairs with up to 2 rows.
Agree a date


	

	Estimate the number of attendees (just for housekeeping purposes)

	

	Draft a timetable which should allow:

Any early key note speeches / welcome / announcements

30 minutes minimum for the opening/agenda raising

10 minutes minimum for opening the market place / grab a coffee

30-45 minutes minimum for each session (ideally 90 mins )

Clarifies the number of sessions – 2 should be a minimum

Break / or wrap up speeches

20-30 minutes for a closing circle – ideally the final moment of the whole event
The above is possible in a morning provided minimal other speaches/activity.  A full day (or two half days) allows for more discussion and more in depth
Decide whether to issue a handout with the rough time of the day and names of any speakers etc.  If so then a map of the spaces added on the back can help.

	

	Estimate the number of spaces necessary for Space Time matrix

Agree the naming of the spaces (villages, animals, colours, flowers, famous locals etc)


	

	Agree the invitation / call to the gathering.  “Whoever comes are the right people” but that doesn’t preclude us from getting the message out to all that we would like in the room.


	

	Agree an output from the day – ideally every attendee gets a complete transcript of all the discussions – and then there are some action points for all. 

	

	Think carefully and discuss any use of cameras/photographs. The day is best if it feels “safe” and encourages people to ask difficult questions – avoiding elephants in the room is not helpful.   Still photos and a few moments of camera can be fine.
	

	Think access issues.  Sign interpreters, acoustics of the space, wheelchair access, bi-lingual support, encouragement for carers,  welcoming babies.


	


	Agreeing where the Agenda / Space Time matrix wall is going to be. Display boards covered with paper or paper bluetacked to the walls – around 12ft long and 4ft deep is probably a good starting size.
	


Preparing Signage
	The following signage is important

One/Two large hangings of the challenging question/topic

(printing letters on A4 sheets and sticking together works)


	

	Some large (A3 minimum / A2 even better) hangings of the Four Principles:

Hand written and hand coloured is in keeping with the event
Whoever comes are the right people

Whatever happens is the only thing that could have

When it starts is the right time

When it’s over, it’s over

Some large hangings of the one Law:

The Law of Two Feet

Good to have some feet drawn and stuck on floor and walls

Some large hangings of the animals of human behaviour

Giraffe

Butterfly

Bee

Maybe – for some groups

Elephant

The above can all be hand drawn. They should be big and bold and fun. Getting a youth group or some of the staff to lend a hand gets people in the mood for a surprise.  You can never have too many of these.

Final Signs needed

Prepare to be Surprised – a couple of these again big

Newsroom – one to go above the tables, others to direct if needed

Space Time Matrix – to go above the display beside agenda

Agenda – to go above the agenda

Signs to indicate the meeting areas

Recently we’ve used garden canes with paper flags, double sided triangles, at the top. Then the canes can be strapped with tape or cable ties to chairs. Easy to move around and very easy to see from across the room.


	

	Remember signs to direct people to coffee, loos, into any break out spaces.

Useful to have a map on display if the spaces for discussion are not in the same room, or might be confusing.  This map can also go on the back of any handout.

	


Preparing for the Day
	Send out invitations
	

	Track methods of payment (if a paid event)
	

	If open to the public / wider community – get the word around through press, leaflets etc.  [much more on this if needed]
	

	Build an acceptance list, so people can be ticked off on arrival.

Recommend attendees are NOT badged – much more freeing for discussion. [discuss if needed]

Good to collect email addresses so that everyone can be updated with the transcript plus action reports after the event.


	

	Get the following stationery/supplies etc:

Flipchart paper – so there’s enough for a couple of sheets for each session.  Plus a load to create the agenda wall.

Flipchart pens – enough for a couple for each area and some spares

A ream of A4 paper – which will become the agenda

A pile of pens or pencils for notetaking

A stock of notetaking sheets – with space for:

Topic/Agenda Item

Who called the session

Attendees to write name / email if they wish

Space to write notes / blank reverse for more notes

	

	Cable ties / gaffer tape to attach canes to chairs

Gaffer tape to hold anything down which needs H&S taping

A couple of rolls of masking tape (1/2inch wide is good)

Post-it notes (in a mix of colours) for agenda wall

Laptops for the newsroom table.  Able to type up the notesheets – so with templates in word which can be typed on.  Prepared to be saved carefully.

One microphone (ideally roving without cable) 

Clip boards (2-3 minimum) to hand to people who may want to write in their chair.

Method to fix signs to walls – check with venue what is possible. Blue Tak is quickest, wires and string a possibility, trying to avoid need for freestanding exhbition boards – they clog up the space.

Decide on any photography – fun to have a record – but see warning above
If a public engagement event discuss use of twitter #tags etc – This can be very powerful, very useful, but also quite revealing.  Discuss carefully
Tea/Coffee and a few bics/buns available for those setting up early.

An area identified to store staff coats, bags, and the stationery box and bits – accessible but safe.


	


Preparing the Space – pre/on the day
	A circle of chairs – allowing for walk-up.  Aiming for a single circle. If necessary make it two rows.  Leave space at the four quadrants for people to walk in and out.  Remembering people in any 2nd row need to be able to get up / walk.
Mark the floor with small masking tape crosses to identify where the session areas are going to be. Spread out around the room/rooms.  Aim for a sense of order (eg alphabetical ) so it is quick to spot where No 6 or Penguin or Green or Great Barton space is likely to be.

The canes with space names can be attached to the chairs and put in the circle closest to the cross-mark.

In the centre of the space should be a small table – writing height is good. Where the ream of paper, some marker pens, and the mic need to be.
If there is a top table for pre-speeches then the room can start with horseshoe chairs, but make it feel as though it will become a circle easily.

Along one wall will be the “market place” Agenda, and space time matrix.  This could be attached to wall or resting upright on tables [to be agreed in advance with venue. I have boards I can travel]

At the back of the hall should be the Newsroom space. A couple of tables, chairs and laptops.

The rest of the space should be as clear as possible – no round tables needed. People will gather eventually around the cane sign and make their own circle to discuss.

Reception Point / desk with attendee lists. If large numbers split alphabetically.  Space for people to pay/newly register.

Tea/Coffee points – ideally available throughout the time of the event to allow butterflies to congregate and share wisdom.
	

	Exhibition and Other Boards – think whether there are sponsors needing space, voluntary groups to have stands etc.  Try to keep this away from the working area of the Circle, using the coffee area or entrance area is good.

Final drawing of raffle tickets etc can be done in the final circle if needed along with thanks to key people.


	


Feel free to contact me if anything is not clear

It is great if a venue will allow setup the night before (for an event starting in the morning). Ideally we need about 2 hours and a few helpers to get everything ready – so a 9.30 start suggests a 7.30am get-in.  If everything is organised above, then this is quite a calm time with some helpers.   If there are last minute panics we still have time to solve them, and we can go with the flow.

Looking forward to opening space for your organisation to discuss the issues

With all good wishes

Chris

chris@chrisgrady.org
M: 07713 643971

www.chrisgrady.org.
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