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Participants:

Bente von Schindel, KSD (DK)
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Planned aims and objectives 
The overall aim of this kick-off meeting is to promote performing teams with a shared ownership and high commitment and thereby bridging the way forward for the project and the partners.

The objectives are 

· To consolidate a strong mutual understanding of the project concept, needs and aims 

· To clarify the legal and financial conditions 

· To plan the transversal tasks as integral parts of the whole work programme

· To detail plan the work programme of the next phase

· To complete a comprehensive evaluation of the start-up (WP 1 and 2)

Agenda of the meeting (version 4 – 29.10.2013) 
1. 
Formalities


a)
Appoint a moderator and a reporter

b)
Approval of the agenda 

c)
Sign Attendance List
2a. Amendment – replacement of Latvian partner with Dutch partner

2b. 
Presentations: 

a)
Present persons, organisations and experiences with international projects 

b) 
Present expectations to the project, personal and organisational benefits
3.
The project idea and outlines of each organisation’s plans for local pilot work 


a)
Dialogue on the project concept – the need, the aims and core activities; Introduction by Bente 


b)
First dialogue on local activity plans - each organisation outlines plans for local guide activities:
4.
The project description, work programme and budget - present, discuss and adopt


a)
Main planning tool is “Detailed description of the project” (Project Bible); introduction by Hans

b)
The overall task plan including division of labour and responsibilities in the partnership  


c)
Clarify the time schedule - do we need more time for some tasks and less to others


d)
Clarify the budget including number of project members at next meetings

5. 
The Conditions and demands of a Grundtvig Multilateral Project 


a) 
The Grant Agreement with EACEA and the legal conditions


b)
Experiences with EACEA as the administrators of the Grundtvig programme 

6.
Legal agreements - present, discuss and adopt


a)
The Partner Agreement 


b)
Rules of procedure 

7. 
Project management and transversal work packages - present, discuss and adopt


a)
Rules of Financial management  


b)
Guidelines of monitoring, evaluation and QA


c)
Guidelines of Dissemination 

d)
Guidelines of internal Communication, documentation and use of ICT
8.
Project website and visual design of project materials - present, discuss and adopt


a) 
The visual design


b) 
The project website 

9.
Detail planning of the next steps  


a) 
Second dialogue on local activity plans – each organisation summaries their initial plans 


b)
Decide time and place of the second 3-days partner meeting in London, Feb 2014


c)
Clarify the goals and tasks of WP 03: Initiate local pilot works, Nov 2013 – Feb 2014


d)
Clarify transversal tasks of dissemination and exploitation until second meeting (WP 14 and 15)


e)
Clarify transversal tasks of evaluation & QA until second meeting (WP 16) 

f)
Adopt a detail time schedule of tasks until next meeting: WP 2 conclusion, WP 3, WP 04 initiating, WP 14-15 (valorisation) and WP 16 (evaluation) 
10. 
Evaluation of the previous work 


a)
Summary of evaluation questionnaires of WP 01: Start-up planning


b)
Oral evaluation round on WP 01: Start-up planning 


c)
Oral evaluation round on WP 02: The first partner meeting 


d)
Fill-out the meeting evaluation questionnaire (latest 1 week after the meeting) 

11. 
A.O.B. (any other business)
Guest speakers with discussions:

“Authenticity and cultural engagement”, by Karen Lisa Salamon, Associate Professor,
“Culture guide activities”, by Nicolas Kragekjær Jespersen, Copenhagen culture guides

Annexes to the agenda 
Item 1: Formalities

c)
GUIDE – WP 02, first meeting, agenda, version 3
d)
GUIDE - Template finance, meeting attendance List, version 1

GUIDE - contact info for partnership, version 1
Item 2a. Amendment – change of partner (from Latvian to Dutch) 

The amendment request

Annex a:  Signed request by coordinator  

Annex b: Letter from Latvian partner with reasons for withdrawal

Annex c: the mandate letter, signed by LKCA and KSD

The project description, version 3 (the new Project Bible)

The internal project budget, version 3

The official Grundtvig budget form, version 3

Item 2b: Presentations (tasks referring to WP 2)
Grundtvig MP_DK_GUIDE_BIBLE, version2, Aug 2013, page 3 – 14 presents organisations and persons. 

WP 02 - P1, KSD - Presentation of Cultural Councils in Denmark, by BS
WP 02 - P4, JSKD - Presentation of JSKD and concept of Guide project, by MT
WP 02 - P5, MNT - Presentation of MNT, by JT

Item 3: The project concept and initial local project plans 


a)
Grundtvig MP_DK_GUIDE_BIBLE, version3, Oct 2013, page 15 – 21 presents project characteristics


b)
The local pilot work is primarily described in Work package 3, 5 and 6 – see “the project Bible”,



 page 40 – 46, 52 -60, and 61 – 67 to get ideas for your plans for local pilot work.

WP 02 - P1, KSD - Concept for Guide project in Denmark, by BS

WP 02 - P4, JSKD - Presentation of JSKD and concept of Guide project, by MS

WP 02 - P5, MNT - Concept for Guide project in Hungary, by JT
WP 02 - P6, VA - Concept for Guide project in United Kingdom, by DC
Item 4: The project description, work programme and budget


a)
GUIDE - the project BIBLE, version 3, Oct 2013 includes all the detailed plans and budgets 


b-c)
Guide – outline of task plan and time table, version 1


d)
GUIDE - internal WP-budget, version 3, Oct 2013
Item 5 – 8: Transverse appendices (filled-out questionnaire for start-up planning) 


GUIDE - WP1, questionnaire for start-up, P1: KSD   

GUIDE - WP1, questionnaire for start-up, P2: IF       

GUIDE - WP1, questionnaire for start-up, P3: LOH   

GUIDE - WP1, questionnaire for start-up, P4: JSKD  


GUIDE - WP1, questionnaire for start-up, P5: MNT 


GUIDE - WP1, questionnaire for start-up, P6: VA     

 Item 5: Conditions and demands for a Grundtvig Multilateral Project

a) 
The Grant Agreement with EACEA (Mailed 22.09.2013)



The LLL- Handbook 2013, EN (haven’t been published yet) 



The Guidance Notes on Audit. 
Item 6: 
Legal agreements

a)
GUIDE - Documents for effective PM - Partner Agreement, version 2

b)
GUIDE - Documents for effective PM - Rules of procedure, version 2
Item 7: Project management
a)
GUIDE - Documents for effective PM – Rules of Financial management, version 2
GUIDE – Template finance, information of partners bank account, version 1
GUIDE - Template finance1, refunding of work task, version 1
GUIDE - Template finance1a, job log, version 1
GUIDE - Template finance2, refunding of travel and subsistence, version 1
GUIDE - Template finance2a, host costs for partner meetings, version 1
GUIDE - Template finance3, refunding of other costs or subcontractor, version 1
GUIDE - Memo on calculation of salary levels, version 1
b)
GUIDE - Documents for effective PM – Guidelines of evaluation and QA, version 2

GUIDE - Template QA, WP1 - questionnaire for start-up, version 1

GUIDE - Template QA, WP1 - process evaluation of start-up tasks, version 1
GUIDE - Template QA, WP2 - evaluation of first meeting in Copenhagen, version 1

GUIDE - Template QA, WP3 - process evaluation of local pilot work, version 1
c)
GUIDE - Documents for effective PM – Guidelines of Valorisation, version 2

GUIDE - valorisation - essentials of a valorisation plan, version 1
GUIDE - Target groups, Transbaltic, Transeuropean and Global, version 1, by P2, IF

GUIDE - Target groups, Nordic-Baltic region, version 1, by P2, IF

GUIDE - Target groups, Europe ex Nordic-Baltic region, version 1, by P2, IF

d)
GUIDE - Documents for effective PM – Guidelines of internal communication, version 2
LOGO - EU_flag_LLP_EN-01

GUIDE - Template communication, Letter Heading 2
The project archive – see https://sites.google.com/site/gmpcultureguide/
Item 8: Visual design and project website

a) 
Proposal for visual design, version 1 by Voluntary Arts (UK) 

b)
Proposal for project website, version 1 Voluntary Arts (UK) – see www.cultureguides.eu 
Item 9: Detail planning of the next steps
b)
GUIDE - the project BIBLE, version 3, page 46 – 50 (Description of WP 04 - second meeting)
c)
GUIDE - the project BIBLE, version 3, page 39 – 45 (Description of WP 03 - initiate local work) 

d)
GUIDE - the project BIBLE, version 3, page 107 – 124 (Description of WP 14 and 15 - valorisation) 

e)
GUIDE - the project BIBLE, version 3, page 125 – 131 (Description of WP 16 - evaluation) 

Item 10: Evaluation of the previous work


a) 
GUIDE - WP1, process evaluation of start-up, P1: KSD   


GUIDE - WP1, process evaluation of start-up, P2: IF       


GUIDE - WP1, process evaluation of start-up, P3: LOH   


GUIDE - WP1, process evaluation of start-up, P4: JSKD  



GUIDE - WP1, process evaluation of start-up, P5: MNT 



GUIDE - WP1, process evaluation of start-up, P6: VA    

c)
GUIDE - Template QA, WP 2 - Evaluation of first meeting, version 1


(to be filled-out latest 1 week after the first meeting) 
Item 11: A.O.B

Link to the project website of the Nordplus Adult development project, Aug 2013 – July 2015 entitled 


“ Culture guides for Active Ageing” - see http://nordplus-cultureguides.dk/ 
External presentations and discussions:

a) 
Authenticity and cultural engagement, by Karen Lisa Salamon, Associate Professor,


Picture of Matrix from Flip-over. 

b) 
Culture guide activities in Copenhagen, by Nicolas Kragekjær Jespersen, Copenhagen culture guides


Power Point presentation 

Minutes

Item 1: Formalities

a) Appoint a moderator and a reporter

For this first meeting, Bente was appointed as moderator and Hans was appointed as reporter.

b) Approval of the agenda 

The proposed agenda, version 4 was approved. 
c) Sign Attendance List

The meeting attendance list was signed by all participants (Hans Noijens signed Tuesday). 
Item 2A: Amendment Request 

The coordinator informed on the amendment request to EACEA about the partner replacement of the Latvian partner with the Dutch partner, LKCA. 

The reason for the Latvian withdrawal was that they during the start-up realised they did not have the financial capacity to pre-finance their project costs as well as the 25 pct own-financing. Especially they could not solve the demands of cash flow during the last stage of the project, where all costs must be documented and thus paid before the final account report, and first some months later refunded after the final approval by EACEA. 
The reason for the invitation of the Dutch LKCA was that they in fact already was partner in the application stage, but needed to withdraw because they in January was engaged in a fusion of Kunstfactor and another organisation and couldn’t guarantee that the new director would sign the mandate letter at the second step of the application in August. 
Because the salary level of the new Dutch partner is higher than the withdrawn Latvian partner, the budget must be revised primarily by an equal reduction of the work days of all partners by approx. 9 days for each, and secondarily by reductions of some other costs. Therefore, the internal budgets and detail budget of the project description has been adjusted. It is therefore now the version 3 of the budget and the project description, we must use as the prime project steering tools. 
The meeting took note of the orientation. 
Item 2B: Presentations

a) Present persons, organisations and experiences with international projects
The project description of the application included a presentation of each partner organisation and its main project members. Before the meeting Janos had send a power point presentation of MNT including experiences with international projects. At the meeting Marjeta and Bente had a power point presentation of respectively JSKD and KSD. These presentations are part of the annexes to the meeting. 
At the meeting every partner group introduced themselves, their organisation and experiences in international projects. 
b) Present expectations to the project, personal and organisational benefits

All partners presented their expectations to the personal and organisational benefits of being involved in the project.  

JSKD (SI):
Marjeta mentioned that JSKD’s previous experiences with EU projects have been they may be difficult to complete because of the high level of bureaucratic demands. This was the case with the former Interreg Project as well as the LOAC project; however, we expect it will be easier with this project group that has a more elaborated experiences with these multilateral projects. 

JSKD has already focused on inclusion of new groups with a former weak relation to arts and culture activities, and volunteering has come on the Slovenian agenda of cultural policy. This new project relates to both these aims, and it can be an important part of the development and promoting of our work in these areas. 

Matjaz mentioned that the success of the project implied learning processes with a high degree of personal involvement that combined wider cultural enlightenment with personal formation processes. The question of the subject of the learning (sort of art or culture) was not so important, but rather the question of providing a form of learning with a high degree of personal enlivenment and enlightenment.  

VA (UK)
Robin mentioned that VA due to its participation in AMATEO has developed a European network in the area of voluntary arts; however VA had only few experiences with European project cooperation.  Currently they was partner in the Grundtvig learning partnership, ART-AGE as most of the partners in this project, and it has been a positive experience, even though it includes few result with a clear use for the stakeholders of VA. 

Here we expect that this multilateral project can provide an outcome with a more clear relevance for our stakeholders. In fact it seems that the participation in European projects promote the status and prestige of VA in the UK context, and this EU-blue-print can make it easier to gain other national funding and support. The aim and content of this project is tangent to many of our current national project priorities and development plans, and we see a high potential for getting synergies from this project. 

 Daniel mentioned that the international project experiences from ART-AGE could be further developed in this project. He expected the project could provide new methods and models from the pilot work, which could be transferred to the whole country. It would be important to link the work with VA’s other ongoing project in UK to secure its effectiveness and sustainability. 

Personally, Daniel expected to learn by the process and further develop the competences to handle multilateral project work and thereby project work in general. 

KSD (DK)
Bente expected the project work could give extra dimensions in the work area, network and lobbing of KSD. The associations in the area of voluntary culture and arts tend to be rather closed on their own interests without much interest in wider societal assignments, while this project provides a new focus on social engagement.

The pilot works can pave the way for new forms of cooperation and cross-sector networks between cultural and social associations with other actors in the field of art and culture; and it can also reach new groups of volunteers and function as recruitment of new groups of younger active members in the voluntary associations.

Furthermore, the EU blueprint of the project can also be exploited to gain more positive attention by decision-makers and to open new doors for gaining local and national funding for a range of related development work in the cross-over area of cultural engagement and social work. 
IF (DK)

Hans expected as project coordinator of this multilateral project to further develop the competences especially in management, valorisation, evaluation and QA, and he would apply for a Grundtvig IST-course in the spring 2014 about best practise and new methods in management of EU project to improve the competences.  
In general, the benefits by participating in European projects were the provision of inspiration and new knowledge by learning from partners work in other countries and the European added value. The specific advantages with this project was its flexibility in relation to produce results; each partner could engage in local pilot work to provide examples of Best Practise without being forced to produce a single common result; contrary for example to the former LOAC project, where the partnership had to produce one common product (the tool for learning validation) with the risk of causing potentially conflicts in the partnership. 
MNT (HU)
Janos mentioned that MNT had a wide experience at home as well in European projects with non-formal adult education, but MNT had few experiences with work in the specific area of art based learning; this project could open for new networks and experiences in this field and hereby broaden the work area of MNT. 

It would be important to focus on the involvement of the stakeholders and end-users to reach the marginalised, who normally more act as a passive audience to pop culture offerings. The decisive is not what sort of art and culture the end-users will be offered, but that the will gain personally active involvement. In this way this project could have a broad cultural view. 
LKCA (NL) 

Hans outlined (Tuesday) the background and expectations for LKCA’s participation in the project.  As you know, LKCA was founded in January 2013 after a merger of Cultuurnetwerk Netherlands (national knowledge centre for arts education and culture) and Kunstfactor (knowledge centre for amateur culture), where especially the staff from Kunstfactor were reduced.  During the application stage, Kunstfactor was involved; however we could unfortunately at that time as a new merged organisation, where the new director had not been appointed yet, guarantee our confirmation and had to withdraw. 
We were thus very happy to get the invitation to replace the Latvian partner, especially because this project focuses on pilot works and best practise in the area of voluntary arts, and we have very positive experiences with our former Grundtvig projects. We call this project Grundtvig-3 (2013 -2015), and the current Grundtvig Learning Partnership, ART-AGE (2012-2014) for Grundtvig-2, and the former LOAC project (2009 – 2011) for Grundtvig-1. 

In general we see it as important to participate in multilateral projects to gain the European added value and get new inspiration, knowledge and practises to improve our own work.  Such EU work can also bring more status and new opportunities to our work area in the national context. 

Personally, I look forward to the work and expect to have interesting experiences, learn a lot, develop my network  and gain wider project competences, which may very useful in my daily work

Item 3: The project idea and outlines of partners’ local pilot plans 
a) Dialogue on the project concept – the need, the aims and core activities
Bente outlined the essentials of the project concept. The background for the project idea that formed the planning of the application was

· to target the problems with the large groups of “non- or low-users” of culture and art (in the normal sense of the words) as it is seen in the report from the Danish Ministry of Culture, "The cultural habits of Danes, 2012";
· to use the new trends in cultural policy with ”citizens help citizens” and “sustainable culture” to meet the needs of including low-users/no-users of culture and art; 
· to involve the voluntary arts associations (that in general may be to closed and unengaged in solving wider social-cultural challenges); and

· to use the innovative means of “culture guides” as volunteers to meet these challenges.  
The meeting took note of the orientation. 
b) Initial presentations and dialogue on local activity plans 

Each organisation should outline their initial plans for the local guide activities with focus on which culture offerings to which end-users and how to organise the activities and involve other local stakeholders, including frame of the local courses for culture managers as well as guide volunteers. 
Before the meeting Janos from MNT and Daniel from VA had send a short presentation of their initial plans. Matjaz from JSKD had a power point presentation at the meeting, and Bente from KSD had an oral presentation (which has been written down after the meeting). Hans Noijens from LKCA didn’t participate (arrived Tuesday), and he had as a new partner got too short time to clarify and prepare an outline of LKCA’s plans. 
VA (UK): 
Daniel mentioned that VA plans to set up three to four pilot areas in Wales and England, with the possibility to compare results. The areas will be selected as representing socially-marginalised communities, and this might be due to economic deprivation, rural isolation, high levels of migration, or low education levels. The selections will also be influenced by VA’s local contacts and history of working in particular areas, and, in England, our involvement with an Arts Council England programme called ‘Creative People and Places’, which works in the areas of the country which fall into the lowest 20 per cent of arts engagement, as identified by the survey Active People.
The local project teams will consist of Local Authority Arts Officers and representatives of regional arts councils / development agencies, voluntary arts groups and umbrella bodies, and councils for voluntary service (CVS), county voluntary councils (CVC) and volunteer centres – and will provide us with a valuable platform to engage with these individuals who may be able to benefit the work more widely. Furthermore, Robin mentioned that VA will aim to involve local media and the national volunteer’s media as contact canals

The Culture Guides themselves will be recruited from among the communities in which VA is working and engage with end users through channels appropriate to the situation, as identified by themselves with the support of the local project team and VA staff. These channels may include support networks such as the NHS and Job Centres, organisations such as youth centres and social clubs, and through publicity materials displayed in shops (including charity shops), restaurants, pubs etc.
While recognising the crossover between voluntary/amateur culture and the professional arts, we plan to focus our Culture Guide activities as much as possible on participation in creative cultural activities. This will entail close collaboration with voluntary arts and crafts groups in each of the four pilot areas, the availability of which will govern our choice of areas.
One possible legacy of the project might be to create a model for Local Authority arts departments, and the trusts/agencies that have replaced many of these, to use voluntary effort to connect local people with creative cultural opportunities in their area, in partnership with local voluntary arts and crafts groups, without the need to VA to play an active role.
Other existing projects that this activity will complement include: 
· Our ‘Spirit of 2012’ three-year project, which aims to harness the enthusiasm for volunteering from the London 2012 Games, through a number of strands of work, including a pathways element that looks to improve the sustainability of short-term community arts projects by enabling participants to form their own self-governing group, and a training element that gives leaders and participants of amateur culture the skills they need to strengthen their activities.

· Our Volunteering in the Arts Toolkit (ViTA), which provides information and advice for arts organizations wishing to use volunteers.

· Our celebratory projects Voluntary Arts Week, Epic Awards and the Wales Summer of Stories 2014. 

· Previous Voluntary Arts Ambassadors schemes in England and Wales.

Potential partner organizations are: Arts Development UK; Local Government Association; Arts Council England / Arts Council of Wales; Voice 4 Change England; National artform umbrella bodies; CVSs / CVCs / volunteering centres. 
MNT (HU): 
Janos mentioned that every year wine harvest festivals are performed in more than 100 places in Hungary. The festivals include the vintage procession, evening dance, masquerades, etc., and they mobilise people in many wine growing areas. However, it has been commercialised very much in many villages. 
MNT aims with their Culture Guide plans to involve much more proactive people to the events, to explore the traditions of this artistic masquerade which looks back century’s tradition, to develop the street art, and to reduce the commercialisation. The intention is to involve artists, artistic ensembles, schools and local culture associations, by creating a whole year of “training” activity for volunteers, and involve ordinary people in the preparation of the event. 
The pilot activities could take place in 2 -3 selected villages, and from there as good practise be exploited in a sustainable manner to a wider range of the harvest festivals after the conclusion of the project.  
JSKD (SI)

Matjaz mentioned that the pilot activities should take place in the rural area, where Fortress Kluže is located and which has a lot of cultural destinations especially regarding cultural heritage. 

The outline of the guide courses included:

· Location of the courses: Fortress Kluže

· Target group: volunteers, members of amateur culture groups and other voluntary organisations (open call)

· Form of the pilot course for guide volunteers: 6-day workshop for 12 – 15 participants 
· Content of the workshops: 
Day one:  Identification of groups of end users. How to motivate them to participate in cultural events/activities 

Day two and three: How to prepare a selected group for a event/activity (method: DIE) 

Day four and five: Prepare a sample of a workshop (preparation): The Kobarid Museum, Fortress Kluže, Refugee of Tonocov Gradec… (method: DIE)

Day six: Evaluation and goodbye (method: waving and kissing)

KSD (DK) 

Bente outlined three initial local pilot plans: 

First: AgeForce

Should be a network for anyone over 50 who would like to meet on the internet and in real life by use of a virtually “facebook” for +50. The network is recruited at the library where resourceful elderly often come.
It is the job of the cultural guides groups to get the non-users of culture to participate in the virtual contact - to get them to create a profile on AgeForce.dk. Hereafter the cultural guides groups invite the non-users, who now know each other and the cultural guides groups from the virtual contact - to a physical meeting. At the meeting they agree upon which cultural activity they should participate in. It may be in an association or a play, a concert or other.

The project team may include the local cultural council, the local library, local authorities (culture department), staff members from a nursing home, cultural institutions, other cultural associations, KSD.

Second: Culture for school children

In 2014 a new school law is implemented in Denmark. It is the intended that school children must remain in the school until late afternoon and in particular that voluntary associations (sport, art, culture, social, etc) must play a role for the children. Many children are - for various reasons - not used to participate in cultural activities. 
The pilot work is therefore to involve cultural guides (members of the local cultural councils) and let them guide children to participate in cultural activities in the extra school hours.
The project team may include the local cultural council, a local school, local authorities (school and culture department), staff members from the school, cultural institutions, other cultural associations, KSD.

Third: Local culture festivals
In some of the local non-profit housing associations you find non-users of culture. It could be elderly, immigrants, nonemployees, etc; Groups that not normally participate in cultural activities. 
The task for the cultural guides is to encourage these people to organize a cultural festival – possibly about their own situation.
The project team may include the local cultural council, residents from a local non-profit housing, local authorities (social department), staff members from a local non-profit housing association, cultural institutions, other cultural associations, KSD.

IF (DK)
Hans mentioned that Interfolk (according to the project description) should not make own local culture guide activities, but instead has coordinator tasks with project management, valorisation, evaluation and to gather relevant knowledge to the partnership of related activities in other European projects. 
Hans also referred that the approved application stated 2-4 local pilot guide activities for each organisation, and it may be better to focus on fewer (2-3) pilot works with high quality and more resources than to try more (4) pilot works with the risk of having too few resources to provide examples of “best practise”, which should be presented in the handbook. Furthermore, the aims of the application are to implement two local pilot courses partly for learning facilitators (from cultural associations) and partly volunteering guides. The same double structure applies to the two parallel Grundtvig Pilot In-service training courses in Ljubljana, June 2015 (WP 10). 
LKCA

Hans Noijens, who arrived Tuesday, mentioned that he had not clarified LKCA’s initial plans yet, because LKCA first joined the project a week ago. He had some ideas and had got new ones during the meeting, but he needed to discuss the ideas with the LKCA team at home, before he could present more specific plans. 
He had during the preparation before the meeting looked for Inspiration from other EU projects, and especially two project could bring some inspiration, namely: 
· TANDEM –  with the aim to establish intergenerational and intercultural communication -
see http://www.tandem-project.eu/en/welcome
· European generation link – with the aim to promote European Citizenship through intergenerational and intercultural learning - see http://www.european-generation-link.org/en/welcome
----
The meeting discussed the different proposals and gained mutual inspiration. More specific conclusions were subjected to item 9c of the agenda that focuses on the detail planning of the succeeding tasks of WP 3: Initiate local pilot works, Nov 2013 – Feb 2014. The time scheduling of these tasks is presented below in item 9f. 

Item 4: The project description, work programme and budget
a) Main planning tool is “Detailed description of the project” (Project Bible)
Hans mentioned that the Project Description from the approved application and its later adjustments (due to partner shifts, etc.) is the main planning tool, and therefore rightfully entitled “Project Bible”. It includes the detail task descriptions of each work packages and the related detail budget lines. 
Furthermore, it presents the key activities and allocated work days divided in salary categories of all work packages for each partner, and this allocation will be used in the templates for salary refunding. 
The partner meetings are bridging the main project phases, and at the meetings we must detail plan the tasks of the succeeding work packages until the next meeting – and here the descriptions in the Bible is the main steering tool.   

After some questions and discussions, the meeting took note of the orientation. 
b) The overall task plan including division of labour and responsibilities in the partnership  

Hans explained the demands of the application, where the filling-out of the Project Description includes a template for each work package, where a lead partner must be selected, and it improves the multilateral dimension of the application, if the tasks as lead partners are divided appropriately in the partnership. 
Naturally, the hosts of the five meetings and the one pilot course week in Slovenia and concluding conference in Hungary are the lead partners.  It is also appropriate that the English VA is lead partner for the website and related dissemination (WP 14) and the providing of the handbook with an English master edition (WP 9). It is also appropriate that the project coordinator, IF is lead partner for the start-up, evaluation and management (WP 1, 16 and 17); and likewise the administrator, KSD that developed the project idea and works in the field of lobbying for culture policy is lead partner for the exploitation (WP 15). Furthermore, it is quite logical or convenient that KSD as host of Kick-of meeting is lead partner for the succeeding initiating of the local planning (WP 3). 

Finally, P3 (initial Latvian partner, now LKCA) besides being host of third meeting (WP 8) also should have other lead partner roles, and they are related to the implementation (WP 5 and 6). Likewise, P5 (MNT) besides being host for the Conference and succeeding fifth meeting (WP 12 and 13) should have another lead partner role, and the only left is the bilateral study visits (WP 7). 

The work programme includes 17 packages (as can be seen in the annex “GUIDE - Outline of task plan and time table, version 2”), and in this way five organisations are lead partners each for three work packages, except P4 (JSKD) that only are lead partner for two, but the work package with the two Grundtvig pilot week courses (WP 10) is also a very heavy package – so it should all in all be quite fair and appropriate. 
After some questions and discussions, the meeting took note of the orientation. 
c) Clarify the time schedule - do we need more time for some tasks and less to others
Hans outlined the essentials of the time schedule. When you plan the work programme, you may either use a “chronological model” using step-by-step work packages, or use a “logical model” using a transverse division of the tasks in types, for examples one for all the meetings, another for the results including handbooks, conferences etc. 

The task plan in this project uses a combination, primarily with thirteen chronological work packages (WP 1–13), and then secondarily four supportive transversal work packages for dissemination, exploitation, evaluation and project management (WP 14 - 17). Note that EACEA demands that dissemination and exploitation is divided in two separate work packages.  
The advantage by using primarily the chronological model is that each package is planned as a step to the next package and thereby the work flow is clearer. In the first phase we plan the project (WP 1 - 3), in the second phase we implement it (WP 4 - 7), in the third phase we deliver multilateral results (WP 8 - 10), and in the fourth and last phase we complete the final valorisation (WP 11 – 13). The four main phases are initiated and bridged by a partner meeting. The disadvantage may be that we easily forget/give low priority to the three transversal work packages: dissemination, exploitation and evaluation (WP 14 – 16).  

Regarding the chronological work packages we need to clarify a realistic and appropriate time schedule, because we cannot start the next step, before all have concluded the previous step - each chronological work package is a milestone, we need to reach, before we can start to complete the next milestone. It is therefore essential that we decide realistic deadlines, so all thereafter can keep them. 

· We know, we need to complete the concluding conferences in Budapest latest Oct 2015 (WP 12), and before we especially need to complete the Grundtvig pilot courses in Ljubljana in June 2015 (WP 10), and the main course material is the publishing of the Handbook latest may 2015 (WP 9). 

· Furthermore we know that we will need at least four months to prepare, write, translate, edit, proof-read, layout and publish the English handbook and the other four language versions. Therefore, the input to the handbook from the completion of the local pilot work (WP 4 - 7) must be ready latest primo January 2015 before the third partner meeting in January 2015 (WP 6). 

The main question of revisions of the time schedule relates therefore to the second phase’ completion of culture guide pilot services; it means the flow of WP 4 – 7, which is scheduled to the period, Feb – Dec 2014. Do we need more time for some tasks and less to others during this part of the work programme?
After some discussions, the meeting confirmed the time schedule of the approved application. 

d) Clarify the budget including number of project members at next meetings
Hans outlined the essentials of the budget. The budget of the application, Jan 2013 (version 1) calculated with a grant of nearly 300.000 euro covering 75 pct of the total calculated cost of approx. 400.000 euro. 
The adjusted budget, Aug 2013 (version 2) incorporated two changes of the applied budget, namely 
1) the demand of a new budget line for external accountant as demanded by EACEA in the 538238-DK-GMP_Notification letter of 16 July 2013´, and 2) a formulated need by partners of having two and not only one project members from each partner organisation to participate in the kick-off meeting, which increases the travel and subsistence costs, while the salary costs are unchanged only 1 person per organisation. This budget, version 2 unchanged calculate with only one participant from each organisation for the succeeding partner meetings.  

The revised budget, Oct 2013 (version 3) is adjusted to the change of the Latvian partner with the Dutch partner that has a higher salary rate. Hereby the total budget – with the same amount of work days for all partners - will increase from approx. 400.000 to 424.000 euro. To reduce the new budget with 24.000 euro we need 1) to have a proportional reduction of the work days of all partners with approx 9 days primarily in category 2 salary level to get a reduction of the increased salary costs with approx. 9.000 euro, and furthermore we need 2) to reduce the direct operational costs with approx. 15.000 euro. 

The third version of the internal budget is based on the second version, and the reductions of work days and other costs are explained for each work package in the last right column with red text. These reductions must be done, without changing the objectives, content, time schedule and deliverables of the work programme. 
The meeting took note of the budget orientation. JSKD expressed a need for having two participants to the succeeding partner meetings, which the meeting confirmed.

This implies extra costs for travel and accommodation at the second meeting in London, Feb 2014 and the third in Utrecht, Jan 2015; while the fourth 1-day meeting in Ljubljana, June 2015 just after the Grundtvig pilot week courses, and the fifth 2-days meeting in Budapest, Oct 2015 just after the European conference don’t imply extra travel costs, because the budget here calculates that more than one project member from each organisation will participate in these events. 

These changes is possible without amendment request to EACEA as long as the total costs for travel and subsistence for the project teams is not increased with more than 10 pct compared to the budget of the application.  The changes may be calculated in a version 4 of the budget. However, such adjustments must await the answer from EACEA on our amendment request regarding the change of partners and the related budget adjustments. Properly EACEA will accept it without comments to the new budget, version 3; if not, we may need to revise the budget.  
With these comments, the meeting confirmed the budget, version 3. 
Item 5: The Conditions and demands of a Grundtvig Multilateral Project 

a) The Grant Agreement with EACEA and the legal conditions

Bente mentioned that the “Grant Agreement” including EACEA’s “Guidance Notes for audit certificate Type I and II” and EACEA’s “Handbook for management of LLL-projects” take precedence over whatever, we can decide, also in a possible partner agreement, financial rules, etc. 

EACEA has from 2013 changed their Grant Agreement by using Mandate Letters for all co-beneficiaries, and thereby the former demand in 2009-2012 from EACEA to make a Partner Agreement may be unnecessary, because all partners by signing the Mandate Letter have accepted all terms and conditions of the Grant Agreement. 

However, it can be useful to have our own Partner Agreement, because it includes more specific relations, rights and obligations, which the Grant Agreement does not mention. 

The meeting decided to have a Partner Agreement with related appendices.
b) Experiences with EACEA as the administrators of the Grundtvig programme 

Bente and Hans mentioned that the centralised Grundtvig Multilateral Projects imply a lot of reporting with rather comprehensive demands of documentation, and it seems that the demands in 2013 have been increased.

However, as long as we secure such demands from the start by using clear financial and evaluation procedures, we should not get in trouble.  It is also important to have a good contact with the project officers in EACEA and remember to ask beforehand, if we are in doubt of some the procedures and demands. Until now, our project officer, Sibylle Lacave has been very helpful and ready to guide and support us. 

The meeting took note of the orientation.
Item 6: Legal agreements - present, discuss and adopt

a) The Partner Agreement 
Above in item 5a, the meeting decided to have a Partner Agreement with related appendices. During the start-up (WP 1) all partners had filled-out the questionnaire, which among other issues focuses on the paragraphs and rules of the partner agreement and the related appendices as presented in “GUIDE - Documents for effective project management, version 2”. 

Hans had to the meeting made a version 3 with reference to the different comments in the questionnaires filled-out by the partners. This version 3 included only some minor grammatical read-profs of the Partner Agreement as well as the incorporation of the partner change from Latvia to Holland. 

After some clarifications, the meeting adopted the proposed Partner Agreement, version 3. 
Furthermore, it was decided that the process of signing the Partner Agreement by the organisations’ legal representative could be made by a electronic procedure, where each signs and stamps their edition and then scan their page with signature and send the scanned page to the coordinator, who then merges the different signed versions into one document, which is distributed to the consortium as the legal document. 
b) Rules of procedure 

Hans had to the meeting made a version 3 of Appendices A: Rules of Procedure, which incorporated in article 4.3 the wish to have two weeks (and not only one week) for the partners to react on the minutes and detail task plan from the meetings. 

With this adjustment, the meeting adopted the proposed Appendices A: Rules of procedure, version 3.

NB: After the meeting the coordinator (who is also reporter for these minutes) has also edited Annex A: Rules of Procedure, version 3 by removing the initial text mentioning the name of the six partner organisation as well as article 1 about language. Because this text is just a repetition of the text in the Partner Agreement, which logically also includes its appendices. Herby the text can be shorter without any loss of content. 
If nobody objects in the two weeks period after receiving these Minutes with Annexes, these changes can be finally approved.  

Item 7: Project management and transversal work packages 

a) Rules of Financial management  
Hans had to the meeting made a version 3 of Appendices B: Rules of Financial Management with reference to the different partner comments in the start-up questionnaires: 
· Article 5 mentions the use of original documents or certified copies, where it seems that EACEA demands that the original documents are kept by the administrator. 

· Article 7 introduces the possibility of transferring an amount on account, when a partner has to pay common costs to a third partner on behalf of the consortium (e.g. the preparation of pilot courses, payment of subcontractor services, etc.) and it not is possible to have such costs paid directly by the beneficiary organisation.
· Article 9 revises the two-step procedure of refunding costs of meetings, where the new proposal is that the administrator refund the host the costs and then deduct the 25 pct own-financing from the other eligible costs of the meetings (travel, hotel, other subsistence costs, or salary for work days, etc.).
Marjeta asked why, we couldn’t use the method from the LOAC project, where the host costs were covered by the flat-rate method. Hans answered that this method (with refunding 75 pct. of the max subsistence ceilings of the host country, which in reality meant that the partners did not have any own-finan-cing but rather a little surplus) were turned down by EACEA at the final account. Here EACEA rejected the use of the flat-rate method and only accepted the actual documented costs as eligible for refunding.  

Matjaz questioned the fairness of the method, where each partner should cover 25 pct. of the meeting costs for meals, rent of venue, cultural programme, because some partners had a lower salary rates than other partners, and thereby they should work more hours to cover these costs. 

Robin asked for a proposal to solve the issue, and Marjeta proposed that each meeting host covered all the costs of the meeting, even though they only got 75 pct. of these costs refunded. Bente did not find this fair, among other things because differences in net salaries should also consider differences in tax levels. Hans objected that some partners had two participants, while others only had one, and furthermore some partners was not hosts at all for meetings, or maybe only hosts for shorter 1 or 1,5 days meetings. Robin objected that different salary levels should not be an issue for costs refunding. Marjeta did not wish to make an issue of the question and withdraw her proposal. 

The meeting decided that the proposed Financial Rules could be adopted with the reservation that Bente contacted EACEA to hear 1) if we could use scanned editions of cost documents send by e-mail to the administrator (to avoid the use of original paper versions send by old mail), and 2) if we could use the method of certified copies, so the co-beneficiary organisation could keep the original documents for their own accountancy. If EACEA approved such procedures, we will prefer them and they will be incorporated in the rules. IF EACEA will not approve this, we must have a dialogue on how then to solve these issues. 
Same Nota Bene as above in item 6b. 

b) Guidelines of monitoring, evaluation and QA
Hans had to the meeting made a version 3 of Appendices C: Guidelines of monitoring, evaluation and QA with some minor grammatical proof-reads. 

He mentioned that one part of the evaluation procedures regarding process evaluation could be quite easily solved by using status (monitoring) reports and evaluation questionnaires (with closed as well as open questions) for each work package and by supplementing it with oral evaluations at the meetings; however the other part of the evaluation procedures regarding impact evaluation was more complicated (impact on end-users and important stakeholders), and here we need to find efficient methods, when we start to produce results in the end of the second phase, especially at the conclusions of WP 7, 10 and 13, for example by using qualitative interviews, video interviews, logs, etc
The proposal mentioned these needs, but includes no clear means to solve them.
The meeting decided to adopt the proposal with the reservation that the question of impact evaluation should be an important issue at the second partner meeting in UK, February 2014. 

Same Nota Bene as above in item 6b. 

c) Guidelines of Valorisation
Hans had to the meeting made a version 3 of Appendices D: Guidelines of Valorisation, partly with some minor grammatical proof-reads, and partly with some supplement sentences to version 2, namely in 

· article 3.1, first sentence: “according to the approved project description in WP 14”

· article 3.2: first sentence: “according to the approved project description in WP 15”
The meeting adopted the proposed Guidelines for Valorisation, version 3. 
Same Nota Bene as above in item 6b. 

d) Guidelines of internal Communication, documentation and use of ICT

Hans had to the meeting made a version 3 of the Appendices E: Guidelines of Communication without any changes of version 2. 

The meeting adopted the proposed Guidelines for Internal Communication, version 3. 

It was also decided that the mailing list of standard project information to the partnership includes not only the project leaders (contact persons) but also other involved project members, typically 2-3 persons from each organisation. In special cases about decisions just for the Steering Committee (the six project leaders) the information must be limited to them. 

The meeting discussed the need for video conferencing between the partner meetings, and Robin proposed that we try to use video conferencing for chat in the start, and later for decisions. The meeting approved it. 
The meeting also discussed how to secure an efficient partner dialogue between the meetings by using virtual dialogue forums. Should we use e-mails, chat forums, Google sites, etc? Decided that Daniel and Hans prepare a possible solution as soon as possible and latest 9 Dec, which we can try to use during WP 3 and then we can evaluate and adjust it at the second meeting. 
Matjaz asked, if the document archive at Google site (https://sites.google.com/site/gmpcultureguide) could be used for uploads by all partners, either by sending documents to the coordinator, who then upload them, or by uploading them directly. Hans confirmed it was possible and he could give administrator rights to all project members. 

NB: The coordinator will by some afterthought recommend that only he uploads documents to the archive, because it uses a specific logical numbering and naming system, which others may not use, and then he anyhow has to rename and rearrange the documents. Furthermore, the archive is not only for the eyes of the project team, but also for the eyes of the assessment experts of EACEA during the interim and final reporting. 

NB: After the meeting the coordinator has also merged Appendices E (Guidelines for Communication) and Appendices F (Guidelines for Virtual design and Website), because the last one in fact was part of the former, anyhow. The concrete decisions of visual design and the specific design of the project website are too specific to have status of Appendices to the Partner Agreement. These decisions take place below in item 8. 
Same Nota Bene as above in item 6b. 

If nobody objects in the two weeks period after receiving these Minutes with Annexes, these changes can be finally approved.  

Item 8: Project website and visual design of project materials 

a) The visual design

Daniel did send the proposal of visual design (the logo) by e-mail 29.10.2013. At the meeting he presented the logo at the projector screen; and all was pleased with the proposal.

Robin mentioned that VA properly would not use this specific logo in their information materials, because they currently had so many different projects in action that it may confuse their target groups. Instead they would use VA’s normal logo for most purposes, and then in particular cases use this specific project logo. Other partners did see a point here. 

Anyhow, the proposed logo was adopted for use by the partners as they estimate it appropriate in their dissemination materials.  

b) The project website 

Daniel did send the proposal of the project website by e-mail 29.10.2013 with the easy and very strong multilateral EU address: www.cultureguides.eu. 

At the meeting he presented the website at the projector screen, and explained the flexible possibilities of providing new menus and submenus and extra functionalities. All was very pleased with the proposal.

There were some discussions about the use of a special login for project members at the website for confidential materials, but the conclusion was that the advantages were small, because we could use other more effective internal communication means; and the disadvantages could be that possible users would see it as exclusive and non-inclusive. 
In general, all partners are responsible for sending relevant feeds to Daniel for our common project website, and Daniel is also very welcome to call for feeds. 
With these remarks, the meeting adopted the proposed design of the project website, and recommended a public launching as fast as possible.  

Item 9: Detail planning of the next steps  


a)  Second dialogue on local activity plans – each organisation summaries their initial plans 
The partners summarised their initial plans, as presented above in item 3b. 

b) Decide time and place of the second 3-days partner meeting in London, Feb 2014

The meeting decided that the second meeting can be a 2-days meeting, and that all organisations can have travel, subsistence and other costs refunded (with 75 pct.) from Sunday evening to Tuesday afternoon for two participants. The refunding of work days for the work package (only one person) is unchanged. 
The time and place are - with reservation for Hans Noijens’ need to check his calendar at home - Monday 3 Feb, 9 am – Tuesday 4 Feb, 3 pm, with possible arrival Sunday 2 February in UK, maybe in London or maybe at a place where the pilot work will be done. 
NB: With the confirmation 15.11.2013 by Hans of the dates for the second meeting, the time is finally adopted. 

VA will later provide us with the needed information about the place and related travel and accommodation information, so we can book the flights and hotels well in advance of the meeting. 

NB: as coordinator, I will propose that this practical information is clarified latest 9 Dec (like the main deadline for tasks in WP 3). If nobody objects in the two weeks period after receiving these Minutes, this proposed deadline will be part of the time scheduling.  

c) Clarify the goals and tasks of WP 03: Initiate local pilot works, Nov 2013 – Feb 2014

The overall aim of this three months work package is – as mentioned in the project description – to prepare and initiate the cooperation with local amateur art or voluntary culture associations to implement a series of local pilot works with culture guides in 2 – 4 different municipalities.  

The key activities include
1. Initial planning by the project team of each partner organisation 

1.1. Prepare the project plan for implementing a series of local pilot works with priorities regarding which type of art or culture offerings to which target groups in which area (rural, cities, ghettos)
1.2. Make presentation materials (project prospect, hand-outs, etc) for different groups of stakeholders (the voluntary organisations, culture departments in municipalities, culture institution, sponsors, etc)  
2. Outline draft programmes for culture guide courses, respectively

2.1. A course programme for organisational facilitators of culture guide projects (leaders and staff in local culture organisations)
2.2. A course programme for future culture guides (front-line volunteers) 
3. Select the primary local project partner organisations (from the area of voluntary arts and culture)
3.1. Send invitations and do follow-up with exploratory contacts and visits 
3.2. Select and establish a series of local project teams with different end-user groups in 2 – 4 municipalities 
4. Reporting on initial project activities
4.1. Make a short status report for local and national stakeholders
4.2. Translate and distribute the status report to the GMP-partnership
4.3. Fill-out and send the monitoring and evaluation questionnaire to the GMP-partnership
The meeting confirmed the aims and key activities of this work package. The time schedule of this work package is presented below in item 9f. 
d) Clarify transversal tasks until second meeting – dissemination and exploitation (WP 14 and 15) 

The overall aim is to implement valorisation activities during the whole lifespan of the project providing 

· dissemination with information on the quality, relevance and effectiveness of the results of programmes and initiatives to key actors and end-users; 

· exploitation to make sure that the results reflect the needs of and are actually used by the envisaged users, and make provisions for these results to have a lasting impact. 

Key activities of dissemination are according to the project description: 

1. Refine and elaborate the dissemination plan during the start-up phase (WP 1). 

1.1.  Coordinator proposes an elaborated plan in dialogue with the consortium in the start-up 
1.2.  The lead partner prepare proposals for design of visual identity 

1.3.  The lead partner prepare proposals for design of project website 

1.4.  The lead partner prepare proposals of awareness rising products: fliers, posters merchandises

1.5.  All partners prepare contact and mail lists of their main target groups

1.6.  The project leaders discus and adopt the dissemination plan, visual identity, design of website, and other awareness rising products at the kick-off meeting
The meeting concluded that these tasks during WP 1 had been completed, except point 1.4 (proposals of awareness rising products: fliers, posters merchandises), which may first be relevant later in WP 5 or even first in WP 7; and the main question is, if these awareness rising products shall be common for all partners, or alternatively the partners make their own design in native language with reference to their specific local pilot work. This point shall be discussed and clarified at the second meeting. 
2. Implement dissemination activities after first meeting - during the first project phase. 

2.1.  The lead partner launches the project website and updates with partner information

2.2.  The lead partner coordinate production of awareness rising products, some in English, some in partner languages 

2.3.  Partners prepare hand-outs, news-mails, elaborate contact lists, etc 
2.4.  Partners implement first dissemination campaign (in first phase) on national level: Make the project known from the start by spreading basic information online as well as offline (by newsletters, news groups, social networking sites, emails, articles, press releases, fliers, posters, stalls at meetings and conferences, etc.) to create expectations for the future and pave the ground for further dissemination. 

The meeting concluded the following for these dissemination tasks during WP 3
· The website could be launched now (NB – it was launched the day after, Thursday, 7 Nov) 
· All partners prepare initial presentations of their engagement and plans as well as photos of the project team for the website as soon as possible

· The decision on production of awareness rising products is postponed to the second meeting

· The partners elaborate their national contact lists and send the first news-mail during WP 3

· The partners prepare proposals for managing the trans-European dissemination (mail lists, who does what to whom), and the decision is postponed to the second meeting 

· The use of social media can be postponed to WP 5, where more concrete plans can be disseminated
· The production of hand-outs can be postponed to WP 5, where more concrete plans can be presented
Key activities of exploitation according to the project description: 

1. Refine and update the exploitation strategy during the progression of the project: 

1.1.   Present local ex-ante needs analysis identifying and defining the needs of the target group, and orientate the project activities to effectively answer these needs (initiating WP 3).

2. Assure that the target groups of the exploitation plan will be addressed continuously during (and after) the project period:
2.1.   Establish at the start-up phase a common database of target groups for the consortium, and update and refine it continuously during the project, including different mailing lists for direct and  indirect target groups, and other stakeholders at national and international level
2.2.   Use the networks of each partner as essential channels of exploitation involving all partners and using their specific skills and knowledge and own networks. 
2.3.   Identify key organizations and networks at European level through which project results can be transferred and exploited. 

2.4.   Monitor the activities and evaluate at the partner meetings the effects in the four main project phases.
3. Implement the best means to transfer the project results to the identified target groups:

3.1.   Start-up leaflet explaining project aims in all partner languages, update project website, use social medias, news-mails, meet stakeholders at meetings as speakers or dialogue partners.  

The meeting concluded the following for these exploitation tasks during WP 3

· The ex-ante needs analysis will be part of planning the local culture guide activities in WP 3

· Decided that a common database of target groups may be relevant on the trans-European level including identifying key European organizations and networks, but each partner may make their own national lists without merging these into one database. Furthermore the preparing of a list of target groups in other European countries (not the trans-European level) may be divided in the partnership. The dialogue on how to solve these tasks takes place during WP 3, and the decisions will be taken at the second meeting, primo Feb 2014 (WP 4). 
· Monitoring the initial exploitation activities will be part of the concluding reports to the second meeting from all partners to the partnership. 
e) Clarify transversal tasks until second meeting – evaluation (WP16)
The overall aim is to apply systematic evaluation methods during the whole lifespan of the project to assess and improve the planning, implementa​tion and impact of the work programme.

The two main objectives of the evaluation strategy are 

· To gain direction for improving the project as it is developing, and  (process evaluation)
· To determine its effectiveness after it has had time to produce results (impact evaluation) 
Key activities of evaluation are according to the project description:
1. Provide an updated QA and evaluation strategy 

1.1. The evaluator  refines in dialogue with the consortium the strategy during the start-up (WP 1)

1.2. The consortium clarify and adopt the strategy at the kick-off meeting (WP 2)

2. Procedures for ongoing process evaluation

2.1. The partner meeting (WP 2) include verbal evaluation session, followed-up with partners filling-out meetings evaluation questionnaires after the meeting.  
2.2. Procedures for the implemented work packages (WP 1, 3) and the initial dissemination (part of WP 14) include

· Partners fill-out questionnaire reports at the end of each work package combining monitoring (data feeds for effective evaluation) and evaluation of process and results report. 

· The evaluator makes a phase evaluation report before each partner meeting that summarises the results and appraisals possible needs for adjustments of the work programme. 

2.3. The partners fill-out reimbursement templates for their work days and other costs at the end of each work package, and the coordinator/evaluator assesses and attests, if the planned key activities and deliverables have been produced on time with the agreed quality, and within the allocated project budget (before reimbursement of salary and costs). 

3. Procedures for ongoing impact evaluation focuses on short as well as long range impact

3.1. Short range impact includes stakeholders related to / involved in project activities

· Assess the degree of interest of involved direct and indirect target groups, with focus on their degree of facilitating and supporting the pilot culture guide offerings, 

· Assess the degree of interest change of end-users (social marginalised), who have participated in the culture guide offerings 

3.2. Long range impact includes target groups with-out involvement in the pilot project activities. 

· Degree of dissemination: Have they heard about the project, did they find it interesting, did they mention it in their own information channels, etc. 

· Degree of multiplication: Have direct target groups been inspired to do the same, have they started or planned to start similar culture guide activities, etc. 

· Degree of mainstreaming: Have the indirect target groups shown interest, have or will they support such culture guide initiatives (political, financial, ideological), have the project produced any change in regulated local, regional, national and European systems, which can lead indirectly to the long term beneficiaries of the project. 
The meeting concluded the following for these evaluation tasks before and during WP 3

Tasks of WP 1: 

· The project description provided an evaluation strategy, which the partnership gave feed back to in the Questionnaires for the start-up tasks. 

· The partnership filled-out an process evaluation questionnaire for WP 1

· The use of a start-up questionnaire as well as a process evaluation implied a combined monitoring (data feeds for effective evaluation) and evaluation of process and results. 
Tasks of WP 2: 

· The consortium clarified the evaluation strategy at the first meeting

· The first meeting included a verbal evaluation session of WP 1 as well as WP 2

· The partnership will fill-out an evaluation questionnaire of WP 2 latest 1 week after the meeting

· The partners fill-out reimbursement templates for their work days and other costs in WP 1 and 2, and the coordinator/evaluator assesses and attests, if the planned key activities and deliverables have been produced on time with the agreed quality, and within the allocated project budget (before reimbursement of salary and costs).
Tasks of WP 3: 

· The partnership will complete an ongoing dialogue during WP 3 of the main tasks and the work progress, thereby delivering monitoring feed

· The partnership will at the end of WP 3 fill-out a specific process evaluation questionnaire for WP 3 and the related valorisation activities (part of WP 14 and 15)
· The partners fill-out reimbursement templates for their work days and other costs in WP 3, and the coordinator/evaluator assesses and attests, if the planned key activities and deliverables have been produced on time with the agreed quality, and within the allocated project budget (before reimbursement of salary and costs).
· The impact evaluation will be completed later in WP 5 and 7, when the work programme start to involve stakeholders in the pilot work and the project has begun to produce results
Tasks of WP 4:
· The evaluator will make a phase evaluation report (WP 1 – 3) before the second meeting that summarises the results and appraisals possible needs for adjustments of the work programme. 
· The second meeting will include a verbal evaluation session of WP 3 and related valorisation (WP 14 and 15) 
· The partnership will fill-out an evaluation of the second meeting, latest 1 week after the meeting

f) Adopt a detail time schedule of WP 3 (end of WP 2, start of WP 4, and part of WP 14-16) 

The meeting decided the following time schedule: 
Conclusion of WP 1 (start-up)

· Hans (LKCA) fill-out the start-up questionnaire, the process evaluation questionnaire of WP 1, and the bank information template, and send it to the partnership latest Monday, 25 Nov, 1 pm
Conclusion of WP 2 (the first meeting)

· All partners fill-out and send the meeting evaluation latest Thursday, 14 Nov, 1 pm. 

· The reporter mail the Minutes of the meeting including adjusted appendices to the partnership latest Monday, 11 Nov, 1 pm. 

· The Minutes and appendices are finally approved 2 weeks after - Monday 25 Nov, 1 pm - if no partners have objected (according to Rules of Procedure)
· The coordinator send the Partner Agreement with appendices (when they are approved), and the legal representative of each partner organisation signs and stamps the agreement, and prints and scans the signed page and return it latest Monday 9 Dec 2013, 1 pm. 
· Hereafter the coordinator merges the signed pages electronically and sends the virtual edition to the partnership latest Monday 16 Dec, 1 pm. 
· Bente contacts EACEA as soon as possible to hear 1) if we could use scanned editions of cost documents send by e-mail to the administrator (to avoid the use of original paper versions send by old mail), and 2) if we could use the method of certified copies, so the co-beneficiary organisation could keep the original documents for their own accountancy
· All partners fill-out the template for refunding of work tasks of WP 1 including a signified copy of their employment contract, the pay slip for the related period, a job log (time sheet) and a calculation of the daily salary – and send these electronically to the administrator latest four weeks after its conclusion, i.e. Monday, 2 Dec, 1 pm. 
· All partners fill-out template for refunding of work in WP 2 (only for one person) including a signified job-log and pay slip for the related period, and send them electronically latest Monday, 2 Dec, 1 pm
· All partners fill-out template for refunding of travel and subsistence costs of WP 2 (for 1 -2 persons) including signified copies of the expense receipts, and send them electronically latest Monday, 2 Dec, 1 pm
· The coordinator/evaluator assesses and attests the filled-out cost templates, and the administrator refund 75 pct of the costs latest three weeks after the reception of each Declaration of legible Expenses. 
WP 14 -15 (related dissemination and exploitation before second meeting)

· The project website shall be launched just after the first meeting (done by Daniel Thursday 7 Nov)
· Short paragraphs from all partners to the website with photos of the project teams. Robin makes latest Wednesday 13 Nov a short paragraph on why VA is involved and see it as a great project with a lot of benefit for the area of voluntary arts plus some photos of the project team. The other partners do the same (by inspiration by Robin’s example) latest Monday 18 Nov 

· All partners elaborate their national contact lists and send the first news-mail with a copy to the partnership, latest Monday, 9 Dec, 1 pm. 

· All partners prepare proposals for managing the trans-European dissemination (mail lists, who does what to whom), latest Monday 9 Dec, 1 pm, with succeeding dialogue before the second meeting. 

· VA and IF present latest Monday 9 Dec, 1 pm a proposal on how to manage the internal communication in the partnership, partly the written virtual dialogue (use of mails, Google forum, or?), partly by use of video conferencing for chat in the start, and later for decisions.
· VA invites latest Monday 9 Dec, 1 pm to a video “chat-conference” before Christmas 

· VA make a proposal on the future use of awareness rising products latest Monday 27 January, 1 pm for discussions and decisions at the second meeting. 
WP 3 (initiate local pilot work) and related evaluation (WP 16)
· Key activity 1 and 2 implies that each partner latest Monday 9 December, 1 pm present 

1) their plans for implementing the local pilot works, and 

2) their draft programmes for the two culture guide courses, respectively for organisational leaders of culture guide services (background facilitators) and for the future culture guides (front-line volunteers)

· Key activity 3 implies that each partner latest Monday, 13 January, 1 pm reports to the partners their work with inviting, selecting and establishing 2 – 4 local project teams
· Key activity 4 implies that each partner latest Monday 27 January, 1 pm (1 week before the second meeting) send to the partners a short status (monitoring) reports on their work in WP 3, as well as the filled-out process evaluation questionnaire of WP 3
· The coordinator will make a phase evaluation report (WP 1 – 3) latest Friday 31 January, 1 pm shortly before the second meeting that summarises the results. 
WP 4 (second meeting in UK) 

· Time of the second meeting is Monday 3 Feb, 9 am – Tuesday 4 Feb, 3 pm (with arrival Sunday)
· The host VA will provide information of meeting place and hotels latest Monday 9 Dec, 1 pm
· The coordinator will send the draft agenda latest 4 weeks before, suggestions to the agenda by the partners latest 2 weeks before, and the final agenda latest 1 week before the meeting. 

Item 10: Evaluation of the previous work 

a) Summary of evaluation questionnaires of WP 01: Start-up planning

All partners have filled-out the evaluation questionnaire of the start-up (WP 1) and send it to the partnership before the first meeting – see the list of annexes.  It has been up to all participants to read and summarise important points in the answers. 

b) Oral evaluation round on WP 01: Start-up planning 
Key words from the oral evaluation round of the start-up:
IF (DK)
Hans mentioned that WP 1(start-up) is a special work package, because its aims and tasks did not focus on implementing the specific project work, but rather on preparing efficient management of such work. 

Even though the second version of the agenda of the first meeting included a new item 3 with presentations and discussions of the project idea and the initial plans for the local pilot work, this issue was not incorporated in the start-up work.  This caused a too one-sided focus on management issues, instead of also having the project content more in focus from the start. 

Anyhow, it proved to be good to have a start-up work package before the first partner meeting, because it provided more time and focus on the homework before the first meeting, and I think all has been very well-prepared for this kick-off meeting, and it has been easier to complete the agenda with efficiency and quality. 

Hopefully some of the extra time used in the start-up on management issues can spare some time later in the relation to the transverse tasks of management, evaluation and valorisation, especially time used for the interim and final reports to EACEA. 

VA (UK)
Robin in general saw the start-up tasks as very useful and it helped to plan the many management aspects, which we need to secure in such a big multilateral project. He didn’t see the focus as one-sided, but some being necessary to build a solid ground to stand on for the succeeding work. 

Daniel mentioned that there were lots of documents to get up to speed with, but by answering the questionnaire we got on track to achieve them. Thanks to the detailed preparation of the project leader most of the tasks in responding took less than the allotted time. The design and website work which was specific to us took slightly longer.
The start-up tasks implied we could consider most aspect and how they fitted together before the kick-off meeting, and it seems to result in all partners being ready to get involved in delivering the project outcomes following the WP 02 partner meeting.
LKCA (NL):
Hans saw himself as a late starter, and as new he missed more focus on the content, especially because it could not participate at the first day of the meeting. He had tried to get an overview of the conditions of such a project and the many documents in the previous week, but it had been difficult especially because he had not been partner at the application stage, where such an overview and initial clarification could have been provided. 

Anyhow, he was now very motivated for going home and to catch up with the preparation. 

JSKD (SI):

Marjeta mentioned she already knew the content very well from making the presentation of the GUIDE project in August for the AMATEO meeting. She though the start-up questionnaire had been very useful to steer the preparation process.
It is very important to clarify all formal procedures and documents at the first meeting, and we have succeeded to complete this not least because of the well planned start-up work package. 

Matjaz mentioned, they beside the homework with the transverse tasks also have had time to prepare the presentation of the organisation as well as the local pilot plans, so they had have good opportunities to be well-prepared for the kick-off meeting. 

MNT (HU):

Janos agreed to some extent with Hans (IF) that the focus of the start-up may have been too one-sided; however, it has been very useful to use time to clarify all these more formal project aspects, and it was necessary with a careful preparation. 

It seems the time has been well used in light of the very successful completion of the kick-off agenda. 

KSD (DK): 
Bente mentioned that it in general had been very helpful for the preparation to have the questionnaire to guide the reading of the many documents and lots of formal demands; we need to become familiar with. 
It has been useful for making the necessary formal agreements at the first meeting, and then we don’t have to think so much about them in the future. 

Some of the preparation work has though been quite difficult to overview, especially because of the different versions of the documents. Don’t call them version 1 etc. You always look for a version 2. Only use the latest versions. 
c) Oral evaluation round of WP 02: The first partner meeting 

Key words from the oral evaluation round of the kick-off meeting:
VA (UK)

Daniel reviewed the partnership as a fine group, with engaged and knowing people acting in an open atmosphere, and the meeting has been very well planned to motivate the best in people. Even though it normally is difficult with the first meeting, where nobody still is clarified of the tasks, this meeting indicated not such difficulties. 
It had been to have two guest speakers who could inspire our work, and it could especially be mentioned that the first guest speaker showed the gap between production and consumption (active and passive) in the area of arts and culture, a gap which the project should seek to overcome.  

Robin saw the meeting as well-organised from start to end. The first meeting must always have a procedural focus, and it has been very useful to complete all these matters so efficiently. 

Tuesday gave a good break with two speakers, even though it could have been useful with some evaluative discussion afterwards. Likewise, the city walk was interesting and the meals had been superb. 
LKCA (NL)

Hans Noijens appraised the good atmosphere, the division of work and the fine moderation. 
It was very inspiring to have two guest speakers who brought extra content to the discussions, but we could have needed some time after the lectures, especially the first one to have a succeeding debate about the possible implications for our project. The second presentation was more accessible and gave more inspiration for planning the local pilot work. 

All in all, it has been a very positive start of the common project work. 

JSKD (SI)

Marjeta also appraised the meeting as well-prepared and as being completed efficiently. Overall she was very pleased with the form and content as well as the atmosphere in the partnership. 
It was good with guest presentations with content and debate, which gave many new ideas

Matjaz mentioned that lots of issues had been clarified at this meeting. He emphasised the clear advantage with the openness and flexibility of the project implementation, where each organisation can develop different pilot ideas and practises with the culture guide activities. We can get positive inspiration by the differences. 
MNT (HU)

Janos was in general very pleased with the meeting. It has been very open-minded, flexible, and inspiring. In general the meeting generated a very positive attitude and enthusiasm to take into the next stage of the project.
It was moderated well and there was an appropriate amount of time to discuss the necessary issues.

It was also helpful to be able to talk about the content of the programme at the outset rather than going straight into the practical issues. The information sent prior to the meeting was very clear and well prepared. 
The attention to logistical questions was superb, and the balance of activities was excellent, meaning that we completed a lot of work without becoming too tired. The meals were wonderful, both evening and lunchtime. The walking tour of Copenhagen was very interesting, and it’s very enriching to know more about the city you are in.
It was very good with two guest speakers, but it may have been beneficial to have had more time to reflect upon their contributions and discuss our thoughts afterwards.
We agreed to some principles for new ways of promoting multilateral contact between the meetings, but it is yet to be seen how successful these will be.

KSD (DK)
Bente saw the meeting as a successful. Everybody had prepared well and was aware of the content. 
The materials to the agenda were well-planned, but it was sent to the participants in too many versions. 

The ICT-tools did not working properly, but we managed.
Fine with two relevant presentations from speakers, but we needed time for evaluative discussion in the partnership after the presentations. 

We must try to keep the strong cooperative spirit after the meeting. It is therefore important that we share experiences during the next steps and find good ways to secure the contact between the partner meetings. We need to clarify and implement good means for an ongoing communication of ideas and deliverables to each other. 
IF (DK)

Hans was happy with the cooperative spirit in the partnership and the open and flexible discussions leading to clear decisions. The division of work and mutual contribution and shared responsibility for the meeting had been good. 
The lot of work with the start-up planning seems to have been used well, because we have completed all the management stuff and had time to discuss the local pilot works, as well as having time for guest speakers and discussions. 

The completion of the meeting has been done in a positive atmosphere, and even though we have done a lot these days, I don’t feel exhausted and mentally tired, as I often experience with cross-national meetings, which seems as a good quality indicator. I think we all feel motivated to do our best in the coming work. 

d) Fill-out the meeting evaluation questionnaire (latest 1 week after the meeting) 

Decided all organisations fill-out and send their meeting evaluation questionnaire latest 1 week after the meeting to the partnership. 
Item 11: A.O.B. (any other business)
a) Information of the Nordplus Adult project: Culture Guides and Active Ageing.

Bente and Hans had a short presentation of the Nordplus Adult Project, August 2013 - July 2015, entitled “Culture Guides for Active Ageing”. The partnership consists of the Danish voluntary art association, MOF, where Bente is chairman, and three Baltic partners from the field of liberal adult education and non-formal culture learning. 

The project is smaller in scope, work programme and financial support, but it has some similarities in aims and content with the GUIDE project – and we may gain some mutual inspirations – see the project website: www.nordplus-cultureguides.dk 
b) Farewell

The participants thanked the host for her hospitality, good moderation, domestic arrangements and very fine cultural programme. The host returned the thanking to the partnership, and wished all a pleasant trip home. 
Guest speakers with discussions (Tuesday afternoon)

a) 
Speech and debate, authenticity and cultural engagement 


by Karen Lisa Salomon, Associate Professor, department of Anthropology, Copenhagen University

Annex: Photo of matrix

Matrix “A machine for making authenticity inspired by 
James Clifford: The Predicament of Culture: Twentieth-Century Ethnography, Literature, and Art, 
1988
b) 
Presentation, film and debate about culture guide activities in Copenhagen, 


by Nicolas Kragekjær Jespersen, Copenhagen culture guides


see http://www.kulturguiderne.dk/kontakt/

Annex: Power presentation of Culture Guides in Copenhagen
Reporter: Hans Jørgen Vodsgaard

NOTA BENE: 
According to the adopted Rules of procedure, Article 4.3:
“The decisions presented in the minutes and related appendices are valid and approved, if none of the partners have raise any objections latest two weeks after they have received the papers by e-mails”. 

The Minutes was e-mailed Sunday 10 Aug, so the deadline for objections is Monday, 25 Nov, 1 pm. 
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