	Objective
	Points to consider
	Some ideas
	Your Comments/Suggestions

	1. Team Building
	How do we develop good relations with the partners that will lead to a successful project?
	Include some team building exercises and “ice-breakers” that will help to make participants feel at ease. 

The cultural activities should also help with this.


	

	2. 
	What team building exercises can we incorporate into the Portuguese workshop to help team building?
	Night of arrival – have a “European Market Place” where each participating country brings food and drink typical of their country.

Have some “ice-breaking” activities on first night that will encourage everyone to be active, move around and talk to fellow participants.

Can we incorporate some element of team-building activity in the art workshop that will help in team-building?


	

	3. 
	Should we use group work/focus groups?  If so, for what activities?
	I think the consensus is that focus groups are a good idea.  Not really sure for which workshops yet, but if anyone has any suggestions for this, I would love to hear them.
	


	Objective
	Points to consider
	Some ideas
	Your Comments/Suggestions

	1 Team Building
	How can we embrace cultural diversity and understand different traditions?
	The “European Market Place” would help this.

Each partner will present an overview of their organisation on the Friday morning.

Any other suggestions?
	

	4. 
	Communications: 

Will all participants be comfortable working in English?
	Will be important to keep all English as simple as possible.

Encourage participants to bring dictionaries if necessary.

Interpreters have been suggested but don’t know if budgets will allow for this.

Document/write all agreed outcomes in simple English
	

	5. 
	How do we involve the learners in our activity?


	We obviously will include them in the European Market, ice-breaking activities etc. but at this stage, I’m not sure how we can include them in the workshops – suggestions welcome please.
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	6. Fine-tuning the Project
	Do we all agree to the objectives and approach to achieving these objectives that we have in part 5.3 of our application?

Do we need to amend any of these objectives/approaches?
	Having agreement on these objectives is crucial to the success of this project.  All partners should re-read part 5.3 of the application and see if there are any changes they would like to make at this stage.

We should spend a few hours on Friday reviewing these objectives and making sure that everyone agrees with them.  Perhaps we could include the learners in this?  Maybe the learners could have a focus group themselves, perhaps facilitated by one of the partners, to see if they have any ideas on this.
	

	
	Do we need to change the work programmes that we agreed in part 6.1 of our application?
	It’s important that we all look again at that part of the application and make sure that it is realistic and that we all agree to it.
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	2 Fine-tuning the Project
	Allocation of tasks
	It is important that all partners help in the successful completion of the project.

We need to clearly identify responsibilities and what partner is responsible for each task.  Do we need to change the responsibilities agreed in part 6.1 of our application?

We should have an agreed schedule of outcomes and who is responsible.  A Gantt chart would be very useful here.
	

	
	Budgetary issues:

How do we make the best use of our project grant?

What costs do we expect to incur and how can we share these expenses between the partners?


	I think we need to spend some time discussing these issues – perhaps 30 minutes should be enough.

But it is important to have this agreed.  For example, how do we share the cost of the meals during our visits? Etc.
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	2 Fine-tuning the Project
	Communications:

This is very important.  We need to have agreed methods of communicating between meetings.

Also important that we document all agreements.  How do we do this and who will be responsible for this?
	I think e-mail seems to work best for this.  We also have set up a forum for the project, but it seems to have little activity.  Is this a good method?  How about other channels of communication like, Mambo, Skype and Wikis?

The Czech Republic and Romanian partners agreed to take responsibility for this, but can other partners help?  How do we pay for the cost of hosting the website?  I think we should all pay a little towards this.
	

	
	How do we promote our project to others (dissemination)?  This is an important requirement of our National Agencies – it is important that we do this effectively.
	We have listed some ideas in part 5.11 of our application.  I think that these will form the basis for this.

But are these enough?  Do we need to spend time looking at these in Portugal?
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	7. Setting targets – determine milestones for the project and agree on the timeline
	We need to agree the timeline for the project.  
	We have a timeline in part 6.1 of our application.  I think that we all should have a look at this before we arrive in Portugal and we should spend some time on Saturday morning agreeing this.
	

	8. 
	How do we keep track that all deadlines are being met?
	I think that if we agree our targets and develop a Gantt chart to keep track of this, it will be a big help.

Also, I think that we need to send around a progress report on the project, perhaps every two months?

Any other suggestions?
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	9. Quality control
	How do ensure that the objectives of the project are being met?
	This is a very important topic and I think we should spend some time on the Saturday agreeing this.

The Navigator (http://alv.addition.pt/np4/
?newsId=98&fileName=
GRUNDTVIG_NAVIGATOR_Jul2008.pdf)

Suggests the following tools for evaluation:

· questionnaires 

· surveys 

· focus groups 

· interviews 

· discussions as a part of project meetings 

· diary notes 

· observation 

Are these tools appropriate?  Are there any other ways we can maintain the quality of the project?

Pages 34 and 35 of the Navigator provide a good discussion on this.  I think it would be very useful if all the partners took some time to read this before we arrive in Portugal.
	


