1. Work Package Planning Form
	Title of work 

package:
	
	Work package leader:
	

	Duration:


	
	Work package team:


	


	Aims and objectives

	

	Results / deliverables

	

	Relation to other work packages

	

	Costs 

	Staff
	Travel
	Equipment
	Sub-contracting
	Other

	
	
	
	
	

	Tasks and responsibilities

	Task
	Responsible
	Deadline
	Comment

	1.


	
	
	

	Task
	Responsible
	Deadline
	Comment

	2.


	
	
	

	Task
	Responsible
	Deadline
	Comment

	3.


	
	
	

	Task
	Responsible
	Deadline
	Comment

	4.


	
	
	


2. To do list

	Date: 
	

	(Meeting location:) 
	

	Participants:  
	

	Action to be taken
(WHAT)
	Responsible/
contributors
(WHO)
	Deadline
(WHEN)
	(

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.Evaluation of the pre-conditions for effective collaboration 

These are a crucial foundation for team building. If one of the conditions is lacking collaboration can face bigger challenges.

To carry out the evaluation mark in the table what is the situation in your team on each topic. The scale varies from negative (-) to positive (+), the more negative the results the more improvement is needed. 

This evaluation can be done in the beginning of the project to support planning, in the middle of the project to monitor and to improve team work or at the end of the project. 

	
	---
	--
	-
	+
	++
	+++

	Common time

The team has enough common time to meet (virtual & face to face) to support, discuss, manage, lead solve problems etc.
	
	
	
	
	
	

	Common goal

The team has a shared and clear understanding of the purpose and expected results


	
	
	
	
	
	

	Common tasks

The team has  to do tasks which need two or more people to work together


	
	
	
	
	
	

	Expertise in use

Each team member is respected and acknowledged and may use his/her expertise and special skills 


	
	
	
	
	
	

	Autonomy

The team and its individual members have enough responsibility and power to make their own decisions and use their creativity
	
	
	
	
	
	

	Communication tools and skills

The team has and uses the best possible tools to communicate and has agreed on how to use them 


	
	
	
	
	
	

	Trust

Team members know that each member will deliver and do what is expected of them

The team is able to create an open and appreciative space for diverse opinions
	
	
	
	
	
	


4. Evaluation Form:
WORK of the GROUP

PROGRESS of the PROJECT

WHAT?
Evaluation of progress of work done in the project
INDICATORS:
· The timetable has been respected
· The sub products are ready and approved
· Planned activities have taken place
· Communication was efficient

· Partners have contributed as stated in the work plan
· The goals of year one are met

· The partners have learned from each other

QUESTIONS:
	Timetable (for each partner)
	yes
	no

	Have all activities taken place according to your work plan and timing?
	
	 

	Did you respect the deadlines for delivering (sub) products?
	 
	 

	Was the work load according to your estimation?
	 
	

	Did you communicate (within the partnership) as planned?
	 
	

	Did you communicate (within your institution) as planned?
	 
	

	Was the timetable changed during year one?
	
	 

	
	
	

	Products and activities (for each partner)
	
	

	Have you undertaken all activities you should have according to your work plan?
	
	 

	Did you deliver all products (material, training day …) you were supposed to deliver?
	 
	

	Are you happy with the quality of your activities or products?
	
	 

	
	
	

	Goals (whole partnership)
	
	

	Did the project meet the main goals for year one?
	 
	

	Were all activities appropriately conceived for meeting the goals?
	 
	

	Are some goals not met?
	 
	

	Are you happy with the quality of activities and products of the partnership?
	 
	

	Were all activities or products the right ones in the light of the envisaged goals?
	 
	

	
	
	

	Learning (added value of European cooperation)
	
	

	I have learned through being a partner in this project
	 
	

	European co-operation offered input I would never have obtained if I had not been a partner in this project
	 
	

	The group has evolved during year one. Opinions and visions regarding the project subject have changed
	 
	

	We are all aware of each others’ point of view regarding European citizenship
	 
	

	We know each other well (professionally)   
	 
	

	
	
	


1
What is, according to you, the strength of this project?

2
What are, so far, the weak points?

3
Define two problem areas that should be tackled as soon as possible:

i)

ii)

4
Suggest some measures or ways for solving the problem:

5
Name two successful activities (actions) you did within the project:
 i)


ii)

6
Name two achievements you realised through the project:

i)


ii)

7
What new links have you made at a local and institutional level?

5. Evaluation Form:

Project meeting
WHAT?
Evaluation of progress made during the meeting

INDICATORS:
· Sufficient information was sent before the meeting and communication was efficient

· Partners were given time for introductions (or re-introductions) and had time to update each other on their backgrounds and what they can bring to the project

· The agenda has been respected and any changes negotiated

· Partners have all contributed to the meeting

· The goals of the meeting were met

· The working environment was adequate for the proposed tasks
· Planned activities have taken place

· The partners have a clear idea of their next steps

· The accommodation, food and social element were adequate

QUESTIONS:
	Preparatory work
	yes
	no
	Comments

	Was sufficient information supplied before the meeting?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Was the work load prior to the meeting acceptable?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did you achieve the tasks you were supposed to deliver before the meeting?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	The meeting itself
	yes
	no
	Comments

	Did the meeting give adequate time to introductions and finding out the background of the partners?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are you satisfied that you were able to contribute to the discussion and decision making?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the meeting adhere to the agenda and were any changes discussed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Were the goals of the meeting achieved?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are some goals not met?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Other factors
	yes
	no
	Comments

	Was the working environment satisfactory?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Were the accommodation, food and the social element satisfactory?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	We now know each other well (professionally) 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Follow-up
	yes
	no
	Comments

	There is a clear and reasonable timetable in place

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	I understand my role in the project

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


1
What do you consider to be the main strength of this project meeting?

2
Were there any weak points?

3
Can you see any problem areas for the project that should be tackled as soon as possible?

4
If so please suggest some measures or ways for solving the problem(s)

Thank you very much!
6. Internal Communication Plan

	WHY?

Purpose of communication
	TO WHOM?

Recipient of 

communication
	WHAT?

Content of 

communication
	HOW?

Media of 

communication
	WHEN?

Timing and frequency of communication
	BY WHOM?

Responsibility of 

communication

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


7. Dissemination Planning Tool
1. Dissemination strategy: Aims and target groups 

The project`s dissemination strategy will be mainly targeted at: 

· …

· …

They will be reached through: 
· Virtual activities:

·  …

·  …

· Face-to face events:

·  …

·  …

· Media publications:
·  …

· ... 

	LEVEL 


	WHAT FOR?

PURPOSE


	TO WHOM?

TARGET GROUP


	WHAT?
CONTENT
	HOW?

METHOD
	WHEN?

TIMING
	EXPECTED RESULTS &

IMPACT

	Own organisation
	
	
	
	
	
	

	Partner consortium


	
	
	
	
	
	

	Relevant education sector at national level


	
	
	
	
	
	

	Relevant education sector at European level
	
	
	
	
	
	

	Other:

_____________
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