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Legal notice

The sole responsibility for the content of this publication lies with the authors.
It does not necessarily reflect the opinion of the European Union. Neither the
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made of the information contained therein.
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electronic, mechanical, photocopying, re-cording or otherwise, without the
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1. Frequently Asked Questions

The Frequently Asked Questions (FAQs) are published in PROSPECT’s website
and can be accessed via the “Help & Contact” section, through this link:
http://www.h2020prospect.eu/help-contact/fags-terminology#about-the-

learning-programme

The FAQs section provides relevant information about the learning programme
and should reduce the need for contact via Helpdesk. To facilitate the search
for answers, the questions are organised into nine topics, which are:

1.
2.

Lo o N o U A

About the Learning Programme
About the Learning Modules
About the Learning Objectives
About the Participants

About the Role Assignment

About the Learning Methodologies
About the Learning Cycles

About the Participation Process

About the Learning Preparation



http://www.h2020prospect.eu/help-contact/faqs-terminology#about-the-learning-programme

2. Peer Mentoring Booklet

The Peer Mentoring Booklet contains information about the structure,
duration, and activities of the peer mentoring group (1 mentor + 1 mentee) of
the PROSPECT learning programme, as well as the roles and responsibilities of
the facilitator, mentor, and mentee.

This booklet is distributed to the matched pair of 1 mentor and 1 mentee
through the Learning Platform. It is also available in PROSPECT’s website under
the “Learning Programme” section, which can downloaded by accessing this
link http://www.h2020prospect.eu/learning-programme .

The Peer Mentoring booklet can be seen in the following pages.



http://www.h2020prospect.eu/learning-programme
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1. What is peer mentoring?

Peer mentoring is a one-to-one relationship
between a mentor and a mentee, which allows
transfer of knowledge, experience, and skills in
achieving a specific objective and enables in-depth
counselling and joint problem solving between the
two participants.

Both mentor and mentee will benefit and grow
from the peer mentoring process. The mentee will
learn from the mentor’s expertise and strengthen
competence, while the mentor can enhance their
leadership and mentoring skills and at the same
time establish valuable connections with another
city and region.

Pear Mentoring
2 pariidipanty

TR T T

Features

Step 0 | Preparatory Step

Step 1 | Getting Started

2. What are the steps in peer mentoring?

Step 2 | Working Together

Peer mentoring is composed of four (4) main steps and one preparatory step

Step 3 | Meeting Up

that need to be completed within a maximum period of nine (9) months. There is no mininum period established.

Step 4 | Moving Forward

nline

Online

Physical

Online

m Online
A Communication with the

ctivities

participants

Orientation Session

Learning Plan Development

Peer Mentoring Visit and Activites

Transferability & Evaluation Session

Inputs Benchmarking Survey from mentor and Mentor’s experience Mentee’s projects and needs Transferability Analysis
mentees
Action Plan
Outputs Date for the orientation session Date for the Learning Plan Devel- Learning objectives (based on mentee’s | Take-away from the visit Evaluation of the learning activities and

opment session

needs and mentor’s experience)

programme

Date for peer mentoring visit

Rethinking the financing scheme

Transferability

Lead participant

Facilitator

Facilitator and mentor

Facilitator and mentee

Mentor and Mentee

Facilitator

Host organisation

Mentor

Tool(s)

Email Communication, Learning
Platform

Webinar, Email Communication,
Learning Platform

Webinar, Email Communication, Learn-
ing Platform

Peer Mentoring Activities (workshops,
excursions, other)

Webinar, Email Communication, Learning
Platform

Number of hours / days Flexible 1-4 hours 1-4 hours 2 days + 1 day of travel (back and 1-4 hours
forth)
Indicative Timeline 1 - 4 weeks before | Month 1 Months 2-3 Months 4-6 F Months 7-9

F



3. What are the roles in peer mentoring?

What are the responsibilities of the mentee?

Peer Learning Programme

Participate in the learning programme and
attend all four steps: Getting Started, Working
Together, Meeting Up, and Moving Forward

STEP 0 | Preparatory Steps

1. Register in the Learning Platform (you will
receive and invitation from Climate Kic)

2. Read this Peer Mentoring Booklet and get
familiarised with the structure of the learning
programme

3. Get familiarised with the Learning Plan

4. Fill out the Benchmark Survey

5. Agree on the date for the orientation session

with the mentor and the facilitator
6. If there are questions or clarifications, contact

the facilitator directly

STEP 1 | Getting Started

1. Prepare 1-2 slides about your experience for
the Orientation Session

2. Participate in the Orientation Session

3. Get familiarised with the mentor’s experience
by going through the presentation and the Step
1 of the Learning Plan

4. Ensure that the Benchmark Survey is complet-
ed at this step

5. Agree on the date for the Learning Plan Devel-
opment session

STEP 2 | Working Together

1. Fill out the Step 2 of the Learning Plan

2. Participate in the Learning Plan Development
session

3. Engage in developing the Learning Objectives
with the mentor

4. Agree on a date for the Peer Mentoring Visit

1. Make travel and hotel arrangements based
on financial guidelines: provide a record of
expenses for reimbursement purposes to the
finance coordinator (as described in Step 3)

2. Visit the mentor during the Peer Mentoring
Visit

3. Fill out the Step 3 of the Learning Plan

5. Agree on the date for the Transferability &
Evaluation session

1. Fill out the Step 4 of the Learning Plan

2. Participate in the Transferability & Evaluation
Session

3. Work with the mentor and the facilitator in
finalising the Learning Plan

4. Fill out the survey to evaluate the learning
programme

5. Disseminate results back to your organisation

What are the responsibilities of the mentor?

Peer Learning Programme

Participate in the learning programme and
attend all four steps: Getting Started, Working
Together, Meeting Up, and Moving Forward

STEP O | Preparatory Steps

1. Register in the Learning Platform (you will
receive and invitation from Climate Kic)

2. Read this Peer Mentoring Booklet and get
familiarised with the structure of the learning
programme

3. Get familiarised with the Learning Plan

4. Fill out the Benchmark Survey

5. Agree on the date for the orientation session

with the mentees and the facilitator

6. If there are questions or clarifications, contact
the facilitator directly

STEP 1 | Getting Started

1. Prepare 1-2 slides about your experience for
the Orientation Session

2. Fill out the Step 1 of the Learning Plan

3. Prepare a presentation about your projects
using the financing scheme for the Orientation
Session

4. Participate in the Orientation Session

5. Ensure that the Benchmark Survey is complet-
ed at this step

6. Agree on the date for the Learning Plan Devel-
opment Session

STEP 2 | Working Together

1. Read the Step 2 of the Learning Plan (filled
out by the mentee)

2. Participate in the Learning Plan Development
session

3. Engage in developing the Learning Objectives
with the mentee

4. Agree on a date for the Peer Mentoring Visit

1. Serve as a host city during the Peer Mentoring
Visit: organise the learning activities and social
events

2. Fill out the Step 3 of the Learning Plan

3. Prepare practical information for travel of

the mentee and the facilitator; and arrange the
venue, local transport, food, and other materials
and logistics, based on financial guidelines

4. Provide a record of expenses for
reimbursement purposes to the finance
coordinator (as described in Step 3)

5. Conduct the Peer Mentoring Visit activities

1. Fill out the Step 4 of the Learning Plan

2. Participate in the Transferability & Evaluation
Session

3. Work with the mentee and the facilitator in
finalising the Learning Plan

4. Fill out the survey to evaluate the learning
programme

5. Disseminate results back to your organisation



What are the responsibilities of the facilitator?

Peer Learning Programme
1. Participate in the learning programme and
attend all four steps: Getting Started, Working

Together, Meeting Up, and Moving Forward
2. Write a summary of the proceedings of each
step of the learning programme in preparation

for the finalisation of the Learning Plan

STEP 0 | Preparatory Steps

1. Register in the Learning Platform (you will
receive and invitation from Climate Kic)

2. Get familiarised with the structure of the
learning programme and the materials

3. Understand the learning objectives of the
mentee, and the experience of the mentor

4. Communicate with the participants regarding
administrative, financial and practical guidelines,
and ensure that these are all adhered to

5. Set the schedule for the Orientation Session
with the participants

STEP 1 | Getting Started

1. Instruct the participants about the
Orientation Session (how to attend and prepare)
2. Ensure that the mentor and the mentee have
prepared their presentations

3. Ensure that the mentor has filled out the Step
1 of the Learning Plan

4. Facilitate the Orientation Session

5. Provide instructions for the next steps and be
available for questions or clarifications

6. With the mentor and the mentee, set the
date for the next step: Working Together

STEP 2 | Working Together

1. Instruct the participants about the Plan
Development session

2. Ensure that the mentee has filled out the
Step 2 of the Learning Plan

3. Facilitate the Learning Plan Development
session by supporting the creation of the
Learning Objectives

4. With the mentor and the mentee, set the
date for the next step: Meeting Up

1. Attend the Peer Mentoring Visit, and ensure
that the participants have made the necessary
preparations

2. Ensure that the planned activities support the
achievement of the learning objectives

3. Make travel and hotel arrangements based
on financial guidelines: provide a record of
expenses for reimbursement purposes to the
finance coordinator (as described in Step 3)

4. With the mentor and the mentee, set the
date for the next step: Moving Forward

1. Instruct the participants about the
Transferability & Evaluation session

2. Ensure the mentor and the mentee have
filled out the Step 4 of the Learning Plan

3. Carry out the Transferability & Evaluation
session

4. Gather Evaluation for the learning
programme

5. With the mentor and mentee, ensure the
completion of the Learning Plan

4. Step-by-step guide for peer mentoring

Step 0 | Preparation

Activity: Communication with the participants
Approach: Online

Who leads: Facilitator

Tools: Email Communication and Learning Platform
Date: 1 month before the Orientation Session
Time Needed: Flexible

Agenda:

o Officially welcome the participants to the learning programme
¢ Explain the roles assigned: mentor, mentee, and facilitator

¢ Provide instructions on the learning platform

¢ Ensure the completion of the Benchmarking Survey

e Set a date for the orientation session

Input:
¢ Benchmark survey from mentor and mentee
e Confirmation of availability from mentor and mentee

Output:
e Date for the orientation session




Step 1 | Getting started

For each peer mentoring programme, there will be a formal orientation via an online webinar session led by the facilitator. Both mentor and
mentee should attend this session.

When is the orientation session and how long will it take?
The orientation session should take place in Month 1 of the learning programme and lasts around 1-4 hours.

What is needed from the participants before the Orientation session?

* The facilitator should inform participants about the date and webinar link/code for the orientation session.

* The mentor and the mentee need to prepare 1-2 slides about their experiece.

* The mentor should send, to the facilitator and the mentee, a presentation about his/her experience and projects implemented with the financing
scheme.

« All participants need to check if their computers are compatible with the GoToMeeting system (more information at https://support.logmeininc.
com/gotomeeting), which will be used for the session.

Before the session, If there are any questions or clarifications, the mentor and mentee can communicate with the facilitator via email or through
the learning platform.

What is the agenda of the Orientation session?
This session serves as a formal introduction to the learning programme and to introduce the participants to each other, enables the clarification on
roles and responsibilities, and provides further instructions to the learning programme.

The mentee can briefly present what the specific learning objectives are, while the mentor will present his/her experience. Both mentor and
mentee can prepare questions or clarifications on what the mentee needs or what the mentor can provide.

What is the indicative structure of the Orientation session?

Orientation session (online)
1-4 hours

Indicative structure Who leads?

Introduction to the PROSPECT Programme

e Overview of booklet and module

e Overview of the Learning Plan

e Reminder to make notes during all sessions
for the evaluation of the programme (Step 4)

Introduction of the participants
e 1-2slides presentation each

Mentor presents his/her experience on the

financing scheme

e What s the financing scheme

e Projects developed using the financing
scheme

e  Stakeholders involved

. Main factors for success

. Main barriers/difficulties

Q&A

Next steps and practical instructions:
e Learn each other’s context
e  Setting the date

End of orientation session

Facilitator

All

Mentor

All

Facilitator




Step 2 | Working together

In this step, mentor and mentee define together the learning objectives of the learning programme, which will be crucial for the creation of the
peer mentoring activities conducted in Step 3. During the Learning Plan Development session, the mentee presents his/her project(s) and the main
questions/doubts about the financing scheme (having in mind the projects and experience previously presented by the mentor). Other webinar
sessions can be set up during Step 2, if necessary, to further define and finalise the learning objectives as well as come up with ideas for the learning

activities to be conducted during the peer mentoring visit.

When will these activities take place and how long will it take?

The activities can take place on Months 2 — 3 of the peer mentoring programme. The webinar session is estimated to last 1-4 hours.

What is needed from the participants before the Learning Plan Development session?

* The facilitator should inform participants about the date and webinar link/code for the Learning Plan Development session and ensure that the
updated Learning Plan and other materials are uploaded in the Learning Platform (or sent via email) within two weeks after the orientation session.

* The mentee should fill in the Step 2 of the Learning Plan and upload it to the Learning Platform (or send it by email to all participants). S/he can
also provide materials about the project(s) that specifically show the type of advice needed from the mentor, and also check the module’s handbook,
available in the Learning Platform, for guidance.

e The mentor should read the Step 2 of the Learning Plan developed by the mentee.

The mentor and the mentee can also ask for clarifications via the Learning Platform or through email communication.

What is the indicative structure of the Learning Plan

Development session?

Learning Plan Development (online)
1-4 hours

Indicative Structure Who leads?

Introduction
e  Reminder: take notes of the session for the
evaluation of the programme (Step 4)

Mentee presents projects and needs

e Description of project(s)

. List of questions/doubts to be addressed dur-
ing the visit by the mentor

e Other relevant topics

Q&A
Definition of the learning objectives

Next steps and practical instructions for Step 3

e Set date of the visit

e Address possible travel and accomodation
options

e Mentor estimates a date to present the first
draft of the visit’s agenda (learning activities,
lecturers, and overall programme)

Facilitator

Mentee

All

Mentor and mentee

All




Step 3 | Meeting up

Peer mentoring entails one peer mentoring visit where the mentor and mentee meet and work further together to achieve the learning objectives

through in depth mentoring sessions. In peer mentoring, the host is the mentor.

When is the peer mentoring visit and how long it will take?

The peer mentoring visit can take place during Months 4-6 of the learning programme, but can also happen before in case the learning process is

going fast and all participants agree. A peer mentoring visit should take 2 days, plus an additional (1) day of travel for the mentee.

What is needed from the participants before the peer mentoring visit?

The mentor should prepare practical information for travel of the mentee and facilitator (e.g. directions to the venue, suggestions for hotels,
information on public transport), and also plan and organise the visit, by defining the learninc activities, lecturers (stakeholders can be invited),
social events, venue, food, and logistics based on a budget for reimbursement afterwards.

At least two weeks before the peer mentoring visit, the mentor should fill in the Step 3 of the Learning Plan with the draft agenda of the peer
mentoring visit, and upload it on the Learning Platform or send it by email to the facilitator and the mentee.

The draft agenda of the Peer Mentoring Visit should be agreed upon and finalised a week before the peer mentoring visit by all participants.
The mentee should book travel and accommodations, based on a budget for reimbursement afterwards.

The facilitator should coordinate with the mentor and mentee regarding the structure of the peer mentoring visit, and document the visit by

writing case studies/articles about the projects and experience exchanged, as well as take pictures.

What is the agenda for the peer mentoring visit?

The mentor will organise the peer mentoring visit and prepare more
in-depth mentoring sessions, such as workshops or discussions, for the
mentee to learn from the mentor’s experiences. The mentor can also invite
relevant stakeholders to the peer mentoring visit (e.g. public authorities,
universities, research institutes etc.). Likewise, the mentee can monitor the
extent the learning objectives are being met and further provide feedback
for the mentor. During the visit, the mentee should collect information

for the Step 3 of the Learning Plan and the transferability session (Step 4

“Moving forward”).

At the end of the peer mentoring visit, the mentor and mentee should
schedule a discussion session which can focus on whether the objectives
for the peer mentoring visit were met, as well as the next steps. Here, both
mentor and mentee are instructed to disseminate the results of the peer
mentoring visit back to their organisations. Lastly, the facilitator sets the

date for the last step - “Moving Forward”.




To understand the basics of energy performance contracting (EPC) for energy renovation of public buildings.

-
. . . - S Name :
9.00 Introduction: Welcome, introduction to participants and objectives o N 9.00 ol
position, organisation ol
-
N . -
10.00 Introduction to EPC: Energy requirements and standards for public buildings ame . 9.30 Site visit 1: Local School Name -
position, organisation . Energy optimization in the local school position, organisation :
11.00 :
12.30 -
-
11.15 Refurbishments of public buildings: Step by step Narpg - L . . o :
position, organisation 14.00 Site visit 2: Municipal office building Name i
' Energy efficiency through EPC position, organisation ¥
12.30
N
Name 17.00 Q&A and finalisation a'T‘? —
14.00 Energy accounting, building renovation, and EPC in public buildings o N position, organisation
position, organisation
Name 18.00
15.30 EPC: step by st ksh ", L
step Dy step workshop position, organisation
16.30

Name

17.00 Q&A and finalisation o o
position, organisation

18.00




Suggestions for the travel: During Your Stay:

e Turn off — and unplug! — lights and electronics. ¢ Book “eco-accommodation” or consider staying with family or friends
¢ Turn down the thermostat. instead of a hotel.

¢ Walk, bike, or take public transportation means. ¢ At the accommodation, try to conserve energy and water.

¢ Rent an electric car or a hybrid (and share your ride). ¢ Find food places that stock organic product supplied by local farmers.

¢ Estimate your travel carbon print with the Eco Passenger.org

The mentee has a maximum budget of 600 euros for travel and accommodations for 3 days, broken down into 2 days for the peer mentoring visit
and 1 day for travel (back and forth). On the other hand, the mentor — as the host city- will have a maximum budget of 270 for course materials,
food and refreshments and transport of 3 participants: mentor, mentee, and facilitator. The participants will be reimbursed based on the real costs

upon receipt of the invoice by the financial coordinator.

Cost item Amount Cost item Amount
Course materials 20

Travel cost (including accommodation) 600 Food and refreshments 150
Transport 100

Total 600 Total 270

The mentor, mentee, and facilitator should provide all the original receipts of the expenses, boarding tickets of flights and/or trains, as well as

bank details to the finance coordinator for reimbursement afterwards. Participants can use the sample invoice provided in the Learning Plan.

Both mentee and mentor should fill in the “Take-away from
the visit” section on the Learning Plan.

The mentee should also describe his/her impressions about the
financing scheme on the “Rethinking the financing scheme”
section on the Learning Plan.

The mentor can proactively assist the mentee in achieving
their learning objectives even after the visit. To sustain the
interaction, mentor and mentee can use the Learning Platform
or other means for communication (e.g. email).

All learning participants should prepare an invoice with the
original receipts for reimbursements and send these to the
finance coordinator. After 2-4 weeks, the finance coordinator
will reimburse the expenses of all participants through bank
transfer.

The facilitator should ensure that the mentor and mentee fol-
low the financial guidelines.

Both mentor and mentee should disseminate back the results

of the peer mentoring visit back to their organisations.




The main objective of Step 4 is to reflect on how the mentee can apply the knowledge gained during the visit, taking into consideration the The learning facilitator will lead the activity with both mentor and mentee
context of his/her city/region and factors that might constrain the development of the financing scheme. This final engagement is called Transfer- in attendance.

ability & Evaluation session and will happen via online webinar. In this step, mentor and mentee will finalise the Learning Plan with the support

of the facilitator. After the webinar, all participants should also fill out a survey to evaluate the learning programme (links to the surveys will be Transferability & Evaluation session (online)

provided by the facilitator). 1-4 hours

Indicative structure Who leads?

It depends on how fast the learning programme is being implemented. However, it should take place on Months 7-9 of the learning programme, Introduction to the activity Facilitator

the latest. This online engagement is for 1-4 hours.

Transferability analysis (presentation and feed- Mentor and mentee

back)
- . ) . . ) Q&A All
e The mentee should fill in the sections directed to the mentee in the Step 4 of the Learning Plan and upload the updated version on the
Learning Platform (or send it by email to the facilitator and the mentor). ) ) N
¢ The mentor should read the Step 4 developed by the mentee, and fill in the sections directed to the mentor. Evaluation of the learning programme el s
e The facilitator should ensure the mentor and the mentee have filled out the Step 4 of the Learning Plan and instruct the participants about e )
Finalisation of Learning Plan All

the evaluation of the learning programme.

End of peer learning programme
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3. Study Visit Booklet

19

The Study Visit Booklet contains information about the structure, duration, and
activities of the study visit group (1 mentor + up to 7 mentees) of the
PROSPECT learning programme, as well as the roles and responsibilities of the
facilitator, mentor, and mentees.

This booklet is distributed to the matched pair of 1 mentor and 2 to 7 mentees
through the Learning Platform. It is also available in PROSPECT’s website under
the “Learning Programme” section, which can downloaded by accessing this
link http://www.h2020prospect.eu/learning-programme .

The Study Visit booklet can be seen in the following pages.



http://www.h2020prospect.eu/learning-programme
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1. What is study visit?

A study visit involves a peer group composed of 1 mentor
and 2 or more mentees. The maximum number of mentees
should not exceed 8 participants.

The mentees from the peer group should have similar
learning needs and objectives, and they will be matched
through a structured matchmaking process. In the study visit
programme, the mentees observe first-hand how the mentor
has implemented sustainable energy or climate action
project(s) using an innovative financing scheme(s) and get
insights and recommendations directly from the mentor and
from other key stakeholders.

Study Visits

Features

Step 0 | Preparatory Step

Step 1 | Getting Started

2. What are the steps in the study visit?

Step 2 | Working Together

Study visit is composed of four (4) main steps and one preparatory step

Step 3 | Meeting Up

that need to be completed within a maximum period of nine (9) months. There is no mininum period established.

Step 4 | Moving Forward

0a

Online

nline

Online

Physical

Online

Activities

Communication with the
participants

Orientation Session

Learning Plan Development

Study Visit and Activites

Transferability & Evaluation Session

Inputs Benchmarking Survey from mentor and Mentor’s experience Mentees’ projects and needs: Transferability Analysis
mentees
Action Plan
Outputs Date for the orientation session Date for the Learning Plan Devel- Learning objectives (based on mentees’ | Take-away from the visit Evaluation of the learning activities and

opment session

needs and mentor’s experience)

programme

Date for study visit

Rethinking the financing scheme

Transferability

Lead participant

Facilitator

Facilitator and mentor

Facilitator and mentees

Mentor and Mentees

Facilitator

Host organisation

Mentor

Tool(s)

Email Communication, Learning
Platform

Webinar, Email Communication,
Learning Platform

Webinar, Email Communication, Learn-
ing Platform

Study Visit Activities (workshops,
excursions, other)

Webinar, Email Communication, Learning
Platform

Number of hours / days Flexible 1-4 hours 1-4 hours 2 days + 1 day of travel (back and 1-4 hours
forth)
Indicative Timeline 1 - 4 weeks before | Month 1 Months 2-3 Months 4-6 F Months 7-9

F



3. What are the roles in study visit?

What are the responsibilities of the mentees?

Peer Learning Programme

Participate in the learning programme and
attend all four steps: Getting Started, Working
Together, Meeting Up, and Moving Forward

STEP 0 | Preparatory Steps

1. Register in the Learning Platform (you will
receive and invitation from Climate Kic)

2. Read this Study Visit Booklet and get
familiarised with the structure of the learning
programme

3. Get familiarised with the Learning Plan

4. Fill out the Benchmark Survey

5. Agree on the date for the orientation session
with other participants

6. If there are questions or clarifications, contact

the facilitator directly

STEP 1 | Getting Started

1. Prepare 1-2 slides about your experience for
the Orientation Session

2. Participate in the Orientation Session

3. Get familiarised with the mentor’s experience
by going through the presentation and the Step
1 of the Learning Plan

4. Ensure that the Benchmark Survey is complet-
ed at this step

5. Agree on the date for the Learning Plan Devel-
opment session

STEP 2 | Working Together

1. Fill out the Step 2 of the Learning Plan

2. Participate in the Learning Plan Development
session

3. Engage in developing the Learning Objectives
with the mentor and other mentees

4. Agree on a date for the Study Visit

1. Make travel and hotel arrangements based
on financial guidelines: provide a record of
expenses for reimbursement purposes to the
finance coordinator (as described in Step 3)
2. Visit the mentor during the Study Visit

3. Fill out the Step 3 of the Learning Plan
5. Agree on the date for the Transferability &
Evaluation session

1. Fill out the Step 4 of the Learning Plan

2. Participate in the Transferability & Evaluation
Session

3. Work with the other participants in finalising
the Learning Plan

4. Fill out the survey to evaluate the learning
programme

5. Disseminate results back to your organisation

What are the responsibilities of the mentor?

Peer Learning Programme

Participate in the learning programme and
attend all four steps: Getting Started, Working
Together, Meeting Up, and Moving Forward

STEP O | Preparatory Steps

1. Register in the Learning Platform (you will
receive and invitation from Climate Kic)

2. Read this Study Visit Booklet and get
familiarised with the structure of the learning
programme

3. Get familiarised with the Learning Plan

4. Fill out the Benchmark Survey

5. Agree on the date for the orientation session

with the mentees and the facilitator

6. If there are questions or clarifications, contact
the facilitator directly

STEP 1 | Getting Started

1. Prepare 1-2 slides about your experience for
the Orientation Session

2. Fill out the Step 1 of the Learning Plan

3. Prepare a presentation about your projects
using the financing scheme for the Orientation
Session

4. Participate in the Orientation Session

5. Ensure that the Benchmark Survey is complet-
ed at this step

6. Agree on the date for the Learning Plan Devel-
opment Session

STEP 2 | Working Together

1. Read the Step 2 of the Learning Plan (filled
out by the mentees)

2. Participate in the Learning Plan Development
session

3. Engage in developing the Learning Objectives
with the mentees

4. Agree on a date for the Study Visit

1. Serve as a host city during the Study Visit:
organise the learning activities and social events
2. Fill out the Step 3 of the Learning Plan

3. Prepare practical information for travel of the
mentees and the facilitator; and arrange the
venue, local transport, food, and other materials
and logistics, based on financial guidelines

4. Provide a record of expenses for
reimbursement purposes to the finance
coordinator (as described in Step 3)

5. Conduct the Study Visit activities

1. Fill out the Step 4 of the Learning Plan

2. Participate in the Transferability & Evaluation
Session

3. Work with the mentees and the facilitator in
finalising the Learning Plan

4. Fill out the survey to evaluate the learning
programme

5. Disseminate results back to your organisation



What are the responsibilities of the facilitator?

Peer Learning Programme
1. Participate in the learning programme and
attend all four steps: Getting Started, Working

Together, Meeting Up, and Moving Forward
2. Write a summary of the proceedings of each
step of the learning programme in preparation

for the finalisation of the Learning Plan

STEP 0 | Preparatory Steps

1. Register in the Learning Platform (you will
receive and invitation from Climate Kic)

2. Get familiarised with the structure of the
learning programme and the materials

3. Understand the learning objectives of the
mentees, and the experience of the mentor

4. Communicate with the participants regarding

administrative, financial and practical guidelines,

and ensure that these are all adhered to
5. Set the schedule for the Orientation Session
with the participants

STEP 1 | Getting Started
1. Instruct the participants about the

Orientation Session (how to attend and prepare)

2. Ensure that the mentor and the mentees
have prepared their presentations

3. Ensure that the mentor has filled out the Step

1 of the Learning Plan
4. Facilitate the Orientation Session

5. Provide instructions for the next steps and be

available for questions or clarifications
6. With the mentor and the mentees, set the
date for the next step: Working Together

STEP 2 | Working Together

1. Instruct the participants about the Plan
Development session

2. Ensure that the mentees have filled out the
Step 2 of the Learning Plan

3. Facilitate the Learning Plan Development
session by supporting the creation of the
Learning Objectives

4. With the mentor and the mentees, set the
date for the next step: Meeting Up

1. Attend the Study Visit, and ensure that
the participants have made the necessary
preparations

2. Ensure that the planned activities support the

achievement of the learning objectives

3. Make travel and hotel arrangements based
on financial guidelines: provide a record of
expenses for reimbursement purposes to the
finance coordinator (as described in Step 3)
4. With the mentor and the mentees, set the
date for the next step: Moving Forward

1. Instruct the participants about the
Transferability & Evaluation session

2. Ensure the mentor and the mentees have
filled out the Step 4 of the Learning Plan

3. Carry out the Transferability & Evaluation
session

4. Gather Evaluation for the learning
programme

5. With the mentor and mentees, ensure the
completion of the Learning Plan

4. Step-by-step guide for study visit

Step 0 | Preparation

Activity: Communication with the participants
Approach: Online

Who leads: Facilitator

Tools: Email Communication and Learning Platform
Date: 1 month before the Orientation Session
Time Needed: Flexible

Agenda:

o Officially welcome the participants to the learning programme
¢ Explain the roles assigned: mentor, mentees, and facilitator

¢ Provide instructions on the learning platform

¢ Ensure the completion of the Benchmarking Survey

e Set a date for the orientation session

Input:
* Benchmark survey from mentor and mentees
e Confirmation of availability from mentor and mentees

Output:
e Date for the orientation session




Step 1 | Getting started

For each study visit programme, there will be a formal orientation via an online webinar session led by the facilitator. Both mentor and mentees
should attend this session.

When is the orientation session and how long will it take?
The orientation session should take place in Month 1 of the learning programme and lasts around 1-4 hours.

What is needed from the participants before the Orientation session?

* The facilitator should inform participants about the date and webinar link/code for the orientation session.

* The mentor and the mentees need to prepare 1-2 slides about their experiece.

* The mentor should send, to the facilitator and the mentees, a presentation about his/her experience and projects implemented with the
financing scheme.

« All participants need to check if their computers are compatible with the GoToMeeting system (more information at https://support.logmeininc.
com/gotomeeting), which will be used for the session.

Before the session, If there are any questions or clarifications, the mentor and mentees can communicate with the facilitator via email or through
the learning platform.

What is the agenda of the Orientation session?
This session serves as a formal introduction to the learning programme and to introduce the participants to each other, enables the clarification on
roles and responsibilities, and provides further instructions to the learning programme.

The mentees can briefly present what the specific learning objectives are, while the mentor will present his/her experience. Mentor and mentees
can prepare questions or clarifications on what the mentees need or what the mentor can provide.

What is the indicative structure of the Orientation session?

Orientation session (online)
1-4 hours

Indicative structure Who leads?

Introduction to the PROSPECT Programme

e Overview of booklet and module

e Overview of the Learning Plan

e Reminder to make notes during all sessions
for the evaluation of the programme (Step 4)

Introduction of the participants
e 1-2slides presentation each

Mentor presents his/her experience on the

financing scheme

e What s the financing scheme

e Projects developed using the financing
scheme

e  Stakeholders involved

. Main factors for success

. Main barriers/difficulties

Q&A

Next steps and practical instructions:
e Learn each other’s context
e  Setting the date

End of orientation session

Facilitator

All

Mentor

All

Facilitator




Step 2 | Working together

In this step, mentor and mentees define together the learning objectives of the learning programme, which will be crucial for the creation of

the study visit activities conducted in Step 3. During the Learning Plan Development session, the mentees present their projects and the main
questions/doubts about the financing scheme (having in mind the projects and experience previously presented by the mentor). Other webinar
sessions can be set up during Step 2, if necessary, to further define and finalise the learning objectives as well as come up with ideas for the learning

activities to be conducted during the study visit.

When will these activities take place and how long will it take?

The activities can take place on Months 2 — 3 of the study visit programme. The webinar session is estimated to last 1-4 hours.

What is needed from the participants before the Learning Plan Development session?

* The facilitator should inform participants about the date and webinar link/code for the Learning Plan Development session and ensure that the
updated Learning Plan and other materials are uploaded in the Learning Platform (or sent via email) within two weeks after the orientation session.
¢ The mentees should fill in the Step 2 of the Learning Plan and upload it to the Learning Platform (or send it by email to all participants). They can
also provide materials about the projects that specifically show the type of advice needed from the mentor, and also check the module’s handbook,
available in the Learning Platform, for guidance.

¢ The mentor should read the Step 2 of the Learning Plan developed by the mentees.

The mentor and the mentees can also ask for clarifications via the Learning Platform or through email communication.

What is the indicative structure of the Learning Plan

Development session?

Learning Plan Development (online)
1-4 hours

Indicative Structure Who leads?

Introduction
e  Reminder: take notes of the session for the
evaluation of the programme (Step 4)

Mentee presents projects and needs

e Description of project(s)

. List of questions/doubts to be addressed dur-
ing the visit by the mentor

e Other relevant topics

Q&A
Definition of the learning objectives

Next steps and practical instructions for Step 3

e Set date of the visit

e Address possible travel and accomodation
options

e Mentor estimates a date to present the first
draft of the visit’s agenda (learning activities,
lecturers, and overall programme)

Facilitator

Mentees

All

Mentor and mentees

All




Step 3 | Meeting up

Peer mentoring entails a study visit where mentor and mentees meet and work further together to achieve the learning objectives through in

depth sessions. In study visit, the host is the mentor.

When is the study visit and how long it will take?

The study visit can take place during Months 4-6 of the learning programme, but can also happen before in case the learning process is going fast

and all participants agree. A study visit should take 2 days, plus an additional (1) day of travel for the mentees.

What is needed from the participants before the study visit?

The mentor should prepare practical information for travel of the mentees and facilitator (e.g. directions to the venue, suggestions for hotels,
information on public transport), and also plan and organise the visit, by defining the learninc activities, lecturers (stakeholders can be invited),
social events, venue, food, and logistics based on a budget for reimbursement afterwards.

At least two weeks before the study visit, the mentor should fill in the Step 3 of the Learning Plan with the draft agenda of the study visit, and
upload it on the Learning Platform or send it by email to the facilitator and the mentees.

The draft agenda of the Study Visit should be agreed upon and finalised a week before the visit by all participants.

The mentees should book travel and accommodations, based on a budget for reimbursement afterwards.

The facilitator should coordinate with the mentor and mentees regarding the structure of the study visit, and document the visit by writing

case studies/articles about the projects and experience exchanged, as well as take pictures.

What is the agenda for the study visit?

The mentor will organise the study visit and prepare more in-depth
mentoring sessions, such as workshops or discussions, for the mentees to
learn from the mentor’s experiences. The mentor can also invite relevant
stakeholders to the study visit (e.g. public authorities, universities, research
institutes etc.). Likewise, the mentees can monitor the extent the learning
objectives are being met and further provide feedback for the mentor.
During the visit, the mentees should collect information for the Step 3 of

the Learning Plan and the transferability session (Step 4 “Moving forward”).

At the end of the study visit, the mentor and mentees should schedule a
discussion session which can focus on whether the objectives for the study
visit were met, as well as the next steps. Here, mentor and mentees are
instructed to disseminate the results of the visit back to their organisations.

Lastly, the facilitator sets the date for the last step - “Moving Forward”.




To understand the basics of energy performance contracting (EPC) for energy renovation of public buildings.

-
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9.00 Introduction: Welcome, introduction to participants and objectives o N 9.00 ol
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N . -
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Suggestions for the travel: During Your Stay:

e Turn off — and unplug! — lights and electronics. ¢ Book “eco-accommodation” or consider staying with family or friends
¢ Turn down the thermostat. instead of a hotel.

¢ Walk, bike, or take public transportation means. ¢ At the accommodation, try to conserve energy and water.

¢ Rent an electric car or a hybrid (and share your ride). ¢ Find food places that stock organic product supplied by local farmers.

¢ Estimate your travel carbon print with the Eco Passenger.org

Each mentee has a maximum budget of 600 euros for travel and accommodations for 3 days, broken down into 2 days for the study visit and 1 day
for travel (back and forth). On the other hand, the mentor — as the host city- will have a maximum budget of 730 for course materials, food and re-
freshments and transport of tha facilitator and the mentees. The participants will be reimbursed based on the real costs upon receipt of the invoice

by the financial coordinator.

Cost item Amount Cost item Amount
Course materials 80

Travel cost (including accommodation) 600 Food and refreshments 450
Transport 200

Total 600 Total 730

The mentor, mentees, and facilitator should provide all the original receipts of the expenses, boarding tickets of flights and/or trains, as well as

bank details to the finance coordinator for reimbursement afterwards. Participants can use the sample invoice provided in the Learning Plan.

Both mentees and mentor should fill in the “Take-away from
the visit” section on the Learning Plan.

The mentees should also describe their impressions about the
financing scheme on the “Rethinking the financing scheme”
section on the Learning Plan.

The mentor can proactively assist the mentees in achieving
their learning objectives even after the visit. To sustain the
interaction, mentor and mentees can use the Learning Platform
or other means for communication (e.g. email).

All learning participants should prepare an invoice with the
original receipts for reimbursements and send these to the
finance coordinator. After 2-4 weeks, the finance coordinator
will reimburse the expenses of all participants through bank
transfer.

The facilitator should ensure that the mentor and mentees
follow the financial guidelines.

Mentor and mentees should disseminate back the results of

the peer mentoring visit back to their organisations.




The main objective of Step 4 is to reflect on how the mentees can apply the knowledge gained during the visit, taking into consideration the
context of their city/region and factors that might constrain the development of the financing scheme. This final engagement is called Transfera-
bility & Evaluation session and will happen via online webinar. In this step, mentor and mentees will finalise the Learning Plan with the support
of the facilitator. After the webinar, all participants should also fill out a survey to evaluate the learning programme (links to the surveys will be

provided by the facilitator).

It depends on how fast the learning programme is being implemented. However, it should take place on Months 7-9 of the learning programme,

the latest. This online engagement is for 1-4 hours.

e  The mentees should fill in the sections directed to the mentees in the Step 4 of the Learning Plan and upload the updated version on the
Learning Platform (or send it by email to the facilitator and the mentor).

¢  The mentor should read the Step 4 developed by the mentees, and fill in the sections directed to the mentor.

e The facilitator should ensure the mentor and the mentees have filled out the Step 4 of the Learning Plan and instruct the participants about

the evaluation of the learning programme.

The learning facilitator will lead the activity with mentor and mentees

in attendance.

Transferability & Evaluation session (online)

1-4 hours
Indicative structure

Introduction to the activity

Transferability analysis (presentation and feed-
back)

Q&A

Evaluation of the learning programme

Finalisation of Learning Plan

End of peer learning programme

Who leads?

Facilitator

Mentor and mentees

All

Facilitator

All
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4. Facilitators’ kit

31

At the start of the learning cycle, all facilitators receive a kit with materials to
support the facilitation of the learning programme. The materials are shared
via Dropbox and organised into two folders:

1. Facilitator's folder - with documents used only by the facilitator, such as:

Facilitator’s checklist: list of activities to be conducted by the
participants and facilitator

PPT templates: templates for all 4 steps of the programme can
be used for the development of presentations for the sessions

Message templates: templates that can be used for
communicating with the mentor and mentee(s)

2. Materials to participants - with documents that will be used by the
mentor and mentee(s), such as:

Peer Mentoring and Study Visit booklets: booklets with
relevant information about the learning programme

Learning Plan: main document of the learning programme, in
which participants input relevant information about their
needs, experiences, learning outcomes, and action plan for
next steps.

PPT Templates: templates that be used for the development of
presentations for the sessions

Modules’ content: content about the financing scheme

£ PROSPECT Learning Plan PPT template

Step 1
Orientation session

Modules

&5 PROSPECT

£ PROSPECT £ PROSPECT <5 PROSPECT

o

)

w
Learming Handbook

Learning Handbook
€ S PublieLighting Modul(  Private Buildings Mody Public Buildings Modul Transport Madule
g ' e b D
sthemes.

Learning !Ian(ﬂ:;‘ LearningHandbook 1 Handbook

The Facilitator’s Checklist, Learning Plan, Message templates, and PPT template
for Step 1 are included in this document. The PPT templates for the other 3
steps are similar to Step 1. The Modules are presented in D3.1. Final Report on

Content for Learning Modules. {E PROSPECT






Month 0

Months 1-3

Months 4-6

Months 7-8

£3|PROSPECT

Facilitators' checklist

Step Assigned to Resource Resource location

Status

Facilitator

Learning Platform and/or

ol T proj

Mentor/Mentee/Facilitator

DOCUMENTS\Template folder\Facilitator’s materials

DOCUMENTS\Template folder\Participants' materials

Learning Platform

STEP O: p T proi DOCUMENTS\Template folder\Faciitator's materials\Message's
templates
Preparatory Formally introducing yourself to the participants
steps ili

P: Facilitator Providing access /information to the learning platform Learning platform link
T Providing information on the ing Benchmark link unipi.

Preparation for

the Learning Setting a date for the orientation session Doodle poll link https://doodle.com,

Programme -
Facilitator

Mentor/Mentee

Facilitator Learning Platform

Facilitator https://www.gotomeeting.com

Facilitator Learning Platform

o Th
templates

\Template fold;

L ing Platfc d,
Briefly explaining the objective and activities related to Step 1 Booklet earning Platform and/or

o Th

i

! materials.

Step 1- message template

ol T proj
Booklet templates

Instructing on how to use Go to Meeting and prepare their computers

Facilitator

DOCUMENTS\Template folder\Facilitator's materials\Message's

the mentor and menteel(s) to prepare a self-introduction and overview of experiences

STEP 1:

Learning Platform and/or

) p 1_Template S §
Getting Requesting the mentor to prepare a presentation of his/her experience in using the financing P! TP ipants’ materials
started scheme

Reminding them on the agreed date of the session (available at the Learning Plan)
Formal Learning Plan Learning Platform
orientation via Sending the Gotomeeting link (available at the Learning Plan)
online webinar
sesen eamnne o
- p o \Templ
Mentor/Mentee/Facilitator Lemplates
Mentor/Mentee/Facilitator Learning Platform
Facilitator Provide information for the next steps Booklet Learning Platform and/or )
p o \Templ ipants' materials
Mentor/Mentee/Facilitator Set the date for the next step: Working Together
i AAdd the date of the orientation session to the Learning Plan (under Step 2) and to the
Facilitator Learning Platform. g { P2) Learning Plan Learning Platform
Facilitator Set Gotomeeting for the session (Account: GoToH2020Prospect@climate-kic.org) ::‘:,’)"“““‘ (GKSVESOISSERESSIIBERY | <./ /www gotomeeting.com/nl-nl
Facilitator Add Gotomeeting link and code on the Learning Plan Learning Plan https://www.gotomeeting.com/nl-nl
Send message to participants (by e-mail or learning platform) guiding them on how to pl T pi \Template folds
82 fo participants (by B ) guiding Messages templates - Step 2 °
prepare for the session, by: templates.
. - - " Learning Platform and)
STEP 2: Briefly explaining the objectives and activities related to Step 2 Booklet e ouer, for - -
o o i
Working Facilitator Requesting the mentee to fill out the "Mentee's project” and "Mentee's needs" sections on the
together Learning Plan
Reminding them on the agreed date of the session (available at the Learning Plan) Learning Plan Learning Platform
Learning plan
development Sending the Gotomeeting link (available at the Learning Plan)
and online pee
Mentee Fill out of the "Mentee's project” and "Mentee's needs" sections on the Learning Plan Learning Plan Learning Platform

learning

Gotomeeting (link available at "Learning

Mentor/Mentee/Facilitator Conduct the online session on learning plan development (1-4 hours), and: Plan

Learning Platform

Mentor/Mentee/Facilitator  Define alear list of learning objectives

Mentor/Mentee/Facilitator Set the date for the next step: Meeting Up

Fill in the "Learning Objectives" section of the Learning Plan with the objectives agreed during the

Facilitator Provide information for the next steps Learning programme booklets See learning programme booklets

Facilitator Learning Plan
session on Step 2 Learning platform
Learning platform
i Add the date of the orientation session to the Learning Plan (under Step 3) and to the
Facilitator . g { P3) Learning Plan Learning platform
Learning Platform.
N -~ pl T proj DOCUMENTS\Template folder\Facilitator’ terials\Me '
Send message to participants guiding them on how to prepare for the visit, by: Messages templates - Step 3 s \Template folder\Facilfator's materils\Miessage's
Briefly explaining the objectives and activities related to Step 3
Reminding mentee(s) to book travel and accommodations to the mentor's venue
Facilitator Reminding mentor to provide information for the visit and send a plan of activities
L ing Platfc d,
Providing explanation on the reimbursement of costs Booklet earning Platform and)/or )
» o \Templ ipants' materials
Confirming the final date for the physical visit (available at the Learning Plan) Learning Plan Learning platform
Mentee/Facilitator Book travel and accommodations
Organise the visit and plan the activities
Mentor Check suggestion of topics and structure on the learning module material Learning module handbook Learning platform
Add agenda of the visit to the Learninf Plan and send it to the facilitator and the mentee(s) at least 2 .
. Learning Plan Learning platform
weeks before the trip
STEP 3: Communicate to agree on the plan and finalise materials for the visit Email or learning platform
Meeting up Mentor/Mentee/Facilitator Agree on the structure of the visit (at least 1 week before the visit)
Finalise the agenda of the visit Learning Plan Learning platform
Physical visit
Peer or study visit (2 days + 1 day travel)
Facilitator Provide information for the next steps Booklet Learning platform

Mentor/Mentee/Facilitator Set the date for next step: Moving Forward

Mentor/Mentee/Facilitator Save receipts for reimbursement

Add notes about the visit to the Learning Plan, on the "Take-away from the visit" section on

Mentor/Ments
entor/Mentee St

Add your impressions about the financing scheme to the "Rethinking the financing scheme"

Ments
entee on Step 3 of the Learning plan



https://learning.climate-kic.org/
https://teeslab.unipi.gr/limesurvey/index.php?r=survey/index/sid/299173&lang=en&newtest=Y
https://doodle.com/
https://teeslab.unipi.gr/limesurvey/index.php?r=survey/index/sid/299173&lang=en&newtest=Y
https://www.gotomeeting.com/
https://www.gotomeeting.com/nl-nl
https://www.gotomeeting.com/nl-nl

Months 9-11

STEP 4:
Moving
forward

Evaluation
session and
transferability
assessment

Mentor/Mentee/Facilitator

Prepare
IHS (invoice template is annexed to the Learning Plan)

Send all documents by post to:

Elena Marie Ensefiado

Institute for Housing and Urban Development Studies.
Mandeville (T) Building, 14th Floor

Burgemeester Oudlaan 50

woice, receipts, and boarding pass or tickets (of flights and/or trains) and send to

Learning Plan

Learning platform

3062 PA Rotterdam
IHS Reimburse all real costs between 2-4 weeks after the visit Bank transfer
- Add the date of the orientation session to the Learning Plan (under Step 4) and to the
Facilitator N N B Learning Plan Learning Platform
Learning Platform. Also inform MIA to create the GotoMeeting
i . . . y Gotomeeting account:
Facilitator B g https:) . gotomeeting.
Set Gotomeeting for the session (Account: GoToH2020Prospect@climate-kic.org) sl P ttps:/ fwviw. gotomeeting.com
Facilitator Add Gotomeeting link and code on the Learning Plan Learning Plan Learning Platform
- - . T EARNING DOCUMENTS\Template folder\Faciltator's fals\Message's
Send message to participants guiding them on how to prepare for the session, by: Messages templates - Step 4 remplates \Template folder\Faciltator's materials\Message's
Facilitator Briefly explaining the objectives and activities related to Step 4 Booklet Learning platform
Confirm the date for the for the session
Learning Plan Learning Platform
Instruct mentor and mentee(s) to finalise the Learning Plan
Mentor/Mentee Fill out the Step 4 of the Learning Plan Learning Plan Learning Platform
Mentor/Men results back to
Facilitator Conduct the online session on transferability (1-4 hours), by: T for * Kit\Step 4 - Moving Forward\Transferability session

Mentor/Mentee/Facilitator

Mentor/Mentee
Mentor/Mentee/Facilitator

Facilitator

Conducting the transferability analysis

Sharing links of the survey for evaluation of the learning programme (to be answered in the
days following the last session)

Dissemination of results

Finalise the Learning Plan

Save a copy of the Learning Plan in the DROPBOX folder you have created for your group

Learning Plan

Mentor survey

Mentee survey

Facilitator survey

Learning Plan

Learning Plan

Dropbox

END OF THE LEARNING PROGRAMME

Learning platform

google.com/forms/d/e/1FAIpQLSc-
1IWFQFQFi InCy TUIVUTMYCAI i
googls forms/d/e/1FAIpQL ipSATELXtS-
efWeZOwFCLPGVSSXxNcvKHIR2mfNO-Q/viewform
ogle.com/forms/d/e/1FAlpQL Laxw2wlLYm_I7N TOAEQPYFd

22 TCz6Q/viewform

Learning platform

Learning Platform


https://docs.google.com/forms/d/e/1FAIpQLSc-NajGdwui621JWfQFQFi_InCva3rhAGHJTUIVUTmYcAl8Ng/viewform
https://docs.google.com/forms/d/e/1FAIpQLSc-NajGdwui621JWfQFQFi_InCva3rhAGHJTUIVUTmYcAl8Ng/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdSM8JkVipsATtLXtS-efWeZOwFCLPGVSSxNcyKHlR2mfNO-Q/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdSM8JkVipsATtLXtS-efWeZOwFCLPGVSSxNcyKHlR2mfNO-Q/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdbEzWvZHCL4Xw2wI1JYm_l7N7SmM8nvTQAEqP9Fd22_TCz6Q/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdbEzWvZHCL4Xw2wI1JYm_l7N7SmM8nvTQAEqP9Fd22_TCz6Q/viewform
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This document contains the experience and
knowledge exchanged between the following
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Mentee:

PROSPECT project has received funding from the European Union’s Horizon 2020
research and innovation programme under grant agreement No 752126
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ANNEX 4: (TO BE ADDED BY THE PARTICIPANTS)




Learning group

Learning group

GROUP NAME (e.g. PROSPECT-Pilot Learning) CYCLE 1
MODULE (e.g. Public Buildings) START DATE DD/MM/YY
METHOD (Study visit or Peer mentoring) END DATE DD/MM/YY

Participants

FACILITATOR
Name City / Region
Organisation Country
Email address Mobile/Phone
Name City / Region
Organisation Country
Email Address Mobile/Phone

Summary of Learning Objective(s):

Summary of Learning Outcome(s):




MENTEE(S)

Name Organisation City/Region | Country Email Phone

1
2

Summary of Learning Objective(s):

Summary of Learning Outcome(s):




Preparation

Preparation for the Step 1

Mentor:

e Read the booklet to get familiarised with the learning programme (available on PROSPECT
learning platform)

o  Fill out the Step 1 of this Learning Plan
e Prepare one-two slide(s) with your experience
e Prepare a presentation of your city/region’s projects using the financing scheme

e Fill out the benchmark survey

Mentee(s):

e Read the booklet to get familiarised with the learning programme (available on PROSPECT
learning platform)

e Prepare one-two slide(s) with your experience

e Fill out the benchmark survey



https://teeslab.unipi.gr/limesurvey/index.php?lang=en&newtest=Y&r=survey%2Findex%2Fsid%2F299173
https://teeslab.unipi.gr/limesurvey/index.php?lang=en&newtest=Y&r=survey%2Findex%2Fsid%2F299173

Learning Plan

Step 1: Getting started

Online session

STEP 1 | Orientation session

Date: DD/MM/YY Time: hh:mm

GoToMeeting Link:

GoToMeeting Code:

e Introduction to the PROSPECT Programme
0 Overview of booklet and module
0 Overview of the Learning Plan
0 Reminder: make notes of the session for the evaluation
of the programme, in Step 4
e Participants present themselves
e Mentor presents his/her experience on the financing scheme
0 What is the financing scheme

Agenda: 0 Projects developed using the financing scheme
0 Stakeholders involved
0 Main factors for success
O Main barriers/difficulties
0 Other relevant topics
e QRA

e Next steps and practical instructions
0 Set the date for next session
0 Mentee: fill out the Step 2 section of the Learning Plan




) .
Mentor’s experience

This section is based on the information provided by the mentor in the application for the programme.
However, the mentor is advised to further improve the content below.

PROJECT DESCRIPTION

Project title:

Stakeholders
Involved:

Sector:

Financing scheme: Source of Funds:

(development, Start:
Phase: implementation, or
monitoring) End:

Description:

Key success factors (replication potential):

Main Barriers (Difficulties)

Relevant links or annexes:

ADD projects by copying and pasting this table.

Summary of mentor’s personal skills and expertise to be shared with the mentee(s):

Ex: over 10 years of experience in project financing; vast experience in green bond as responsible for the
development and implementation of municipal green bonds; especially interested in market analysis and
private financing; experience as lecturer and workshop facilitator.



Step 2: Working together

Online session

STEP 2 | Learning Plan Development session

Date: DD/MM/YY Time: hh:mm

GoToMeeting Link:

GoToMeeting Code:

e Introduction
0 Reminder: make notes of the session for the evaluation
of the programme, in Step 4
e Mentee presents projects and needs
0 Description of projects
0 List of questions to be addressed during the visit by the
mentor
0 Other relevant topics
e Q&A
e Definition of the learning objectives
e Next steps and practical instructions for Step 3 (visit)
0 Set date for visit
0 Address possible travel and accommodation options
0 Mentor estimates a date to present the first draft of the
visit’s agenda (learning activities, lecturers, and overall
programme)

Agenda:

) .
Mentee's project

Initial information can be collected from the mentee’s application form. However, the mentee is advised
to further improve the content below.

PROJECT DESCRIPTION

Project title:

Sector: Budget:
(development, Implementation start:
Phase: implementation, or
monitoring) Implementation end:
Estimated R bl
s |.ma ed energy MWh/a enewa' e energy MWh/a
savings: production:




Estlma.ted Co2 £C02/a Estlimated monetary
reduction: savings:

Description:

Relevant links or annexes:

ADD projects by copying and pasting the table.

Mentee’s needs

Support needed from the mentor (in the form of sentences or questions):

Mentee(s), for guidance, check the module’s handbook, available at the Learning Platform.

Learning objectives

Based on the needs of the mentee(s) and the experience of the mentor, the participants agree to
focus on the following learning goals:

10




Step 3: Meeting up

Basic information about the visit

STEP 3 | Peer mentoring/study visit

Date: DD to DD/MM/YY Time: From hh to hh

Location: (street/avenue, number - city, country)

(overall needed instructions, such as how to get there from the airport, train

How to get there: .
& station, or by car)

Agenda

Mentor, please send the agenda at least 2 weeks before the visit. The agenda will be finalised after
review from the mentee(s) and facilitator. (For guidance, check the module’s handbook, available at the
Learning Platform)

DAY 1 | DD/MM

18.30 Dinner at (restaurant) — (address)

DAY 2 | DD/MM

18.30 Dinner at (restaurant) — (address)




Relevant documents
Mentor, please list the documents the mentee(s) should read previous to the visit and/or bring to the
visit.

Preparation for the visit:

Mentee(s), please bring the following documents to the visit:

Site visits

Title of site visit

Description of site visit

Title of site visit

Description of site visit

12



Title of site visit

Description of site visit

Lecturers

Name
Role/Position

Name
Role/Position

Name
Role/Position

13



Take-away from the visit

Mentor and mentee, please fill in the Annex 3.

Rethinking the financing scheme (after visit)

Mentee, please fill in the questions below with your impressions and main understanding about the
financing scheme presented by the mentor. You are advised to take some time to reflect on the financing
scheme, the projects presented, and their key features.

(Name of the financing scheme)

Main impressions
and understanding
about the financing
scheme:

Key strengths of
the financing
scheme:

Key weakness of
the financing
scheme:

Key steps to set up
or develop the
financing scheme:

Table to be filled by each mentee. In case of more than one mentee, please copy and paste the table.

Remaining comments and questions to be considered:

Mentee(s), briefly summarise your impression of the results of the project(s) that used the financing
scheme. You can also add new questions that can be addressed by the mentor.

14



Step 4: Moving forward

Online session

STEP 4 | Transferability & Evaluation session

Date: Time:

GoToMeeting Link:

GoToMeeting Code:

e Introduction
e Transferability analysis by the mentee
o0 Q&A
Agenda: e Evaluation of the learning programme (inform about surveys so
that they are filled out in the following days)
e Finalisation of the Learning Plan

Transferability analysis

Mentee, how do the conditions of success to set up or develop the financing scheme take place in
your local context?

For each of the conditions provided below, evaluate the potential to apply it to your local context
following the scoring criteria. You are encouraged to refer to your answers in the Benchmark survey
which has already helped you reflect on your current situation and the steps necessary to implement
innovative financing schemes in your city. Please, add a short justification for your answer.

Conditions for success

Conditions Scoring criteria Score Justification for answer

(Example for score 1: the mentor had 2
- 1 - No staff available . dedicated professionals to set up the
Staff availability 5 —There are available staff Ex: 1 financing scheme. Currently, we don’t
have this capacity in place)
1-The time needed to set
up the scheme is not

Time needed for realistic to my context

implementation 5—The time needed to set
up the scheme is perfectly
fine

Governance related 1 - The Municipality doesn’t

efforts have experience or capacity

15



Technical conditions
required

Financial framework

Legislative/regulatory
framework

Communication

Level of own pre-
financing required

(Include other factor
specific to the project)

to undertake all the
coordination needed with
stakeholders

5 — The Municipality is able
to undertake all the
coordination needed to set
up this scheme

1 —The Municipality doesn’t
have the technical
knowledge to set up the
scheme and is not able to
build capacity or get
external support

5 — The Municipality has all
technical knowledge
necessary to set up the
scheme

1 —-There are no funds
available to set up the
scheme, and no perspective
of change

5 —The funds to set up the
scheme are available

1 —There are no regulations,
market maturity or other
frameworks in place to set
up the scheme in my
context

5 — Framework to set up the
financing scheme is already
in place

1 —The Municipality does
not have experience or
capacity to establish
communication with
stakeholders, citizens, etc.

5 — The Municipality is able
to properly communicate
with all stakeholders and
citizens

1 —The Municipality does
not have the necessary
initial capital to set up the
scheme and doesn’t know of
alternatives to raise it

5 — The Municipality already
has the initial capital to set
up the scheme, or an initial
capital is not necessary

1 —Factor is a barrier in your
context

5 — Factor is easy to address

Add rows to list other relevant factors.

16



Action plan

Mentee, please fill in the questions below by reflecting on how you can implement a project in your city
using the financing scheme presented by the mentor.

For each of the conditions for success with a scoring lower or equal to 3, please:

1. Name the condition for success with a score lower or equal to 3 on the table below (use one
table for each condition);

2. List the practical steps, timeline, and points to monitor for the improvement of the condition
in order to increase the transferability potential of the project.

(Condition for success 1 — e.g. Staff time)

Practical steps to
take:

Timeline:

Key points to be
monitored:

(Condition for success 2 — e.g. Communication)

Practical steps to
take:

Timeline:

Key points to be
monitored:
Copy and paste the table as necessary.




Evaluation of the learning activities and process

Please take some time to reflect on your learning experience and provide feedback for other

participants.

Mentor’s take away

Mentor, please reflect generally in around 10 lines on the learning or inspirations from the learning

programme.

Mentor’s feedback to mentee(s)

Mentor, please reflect generally on some advice you would like to provide to the mentee(s) for them to
implement the financing scheme in their city.

Mentee’s take away

Mentee(s), please reflect generally in around 10 lines on the learning or inspirations from the learning

programme.




Mentee’s feedback to the mentor

Mentee(s), please reflect generally on some advice you would like to provide to the mentee city for them
to implement your project in their city.

Dissemination

Please share how you have disseminated the results of the learning programme to your own

organisations. And how did your colleagues respond to it?

Dissemination by the mentor

Dissemination by the mentee

Copy and paste the table in case of more than one mentee.



Annexes

Annex 1: Invoice template

Date: DD/MM/YY
Invoice on PROSPECT Learning Programme
Contact: Elena Marie Ensefiado

In accordance with the financial guidelines set by PROSPECT: Peer Powered Cities and Regions, |,
[name of mentor/mentee] hereby send my invoice for my participation in the [peer mentoring/study
visit] held at [name of city/region and country] last [date/month/year].

The following are the itemized costs that | incurred:

| Number Description | Amount
1 Travel costs
2 Accommodations

Sub-total
VAT
TOTAL COST

Attached to this invoice are the original receipts that support the itemized costs for my invoice.

| kindly request you to pay the invoice through the IBAN account in the name of

(account must be in the same name as the sender).

[Name]
[Organization]
[Signature]

Send the invoice by post to:
Elena Marie Ensefiado
Institute for Housing and Urban Development Studies
Mandeville (T) Building, 14th Floor
Burgemeester Oudlaan 50
3062 PA Rotterdam

20



Annex 2: Sessions’ Minutes

Here the facilitator can add relevant information about each session, as well as the physical visit. For
example, the main points of discussion and next steps.

21



Annex 3: Take away from the physical visit

Mentor’s notes

Mentee’s notes

Table to be filled by each mentee. In case of more than one mentee, please copy and paste the table.

22



Annex 4: (to be added by the participants)

23






&% PROSPECT

Message templates — Steps O to 4

Purpose of these messages:

These templates are simply suggestions of messages that you can send
to the mentor/mentees. Please, feel free to use them or not. You are
free to communicate with the participants in the way that suits you
better.

Instructions:
[Highlighted] parts need to be adjusted according to the instruction
between [ ]. The “[ ]” and the highlight can and should be deleted.

Highlighted parts without [ ]: the text doesn’t need to be changed. But
these parts have a comment with instructions on what needs to be done.
Delete the highlight before sending the message.

The templates contain relevant information for the learning programme.
However, you still may need to add or delete certain information
according to the dynamics of your group. Feel free to edit the messages
as much as necessary.

Which message templates you find in this document:
e Message template - Step 0
e Message template - Step 1
e Message template - Step 2
e Message template - Step 3
e Message template - Step 4
e Message template — How to use the learning platform



Message template —Step O

Dear [mentor and mentee(s)’ names],

Welcome to the PROSPECT learning programme! As you already know, the programme is based on the
exchange of knowledge and experience between cities on innovative financing schemes used to
implement sustainable energy and climate plans.

My name is [name of facilitator], and | will be your facilitator. As your facilitator and the main point of
contact during the programme, | hope to guide into successfully sharing your knowledge and
experiences with each other.

For this learning programme, our mentor is [name of participant] from [name of city / region], while our
mentee(s) is/are [provide the names of participant(s)] from [name of city / region].

This group is focused on exchanging knowledge and experience on [innovative financing scheme] for
[module].

Soon enough we will meet each other during your visit. But, until then, we’ll be sharing our knowledge
mostly online. We'll start our collaboration with an online orientation session lead which will take
between 1-4 hours. Please fill in the Doodle so that we can choose a date for the session.

Our knowledge transfer will mainly take place via the Climate-KIC learning platform. However, in the
next few weeks, we will continue communicating by email and when the platform is ready, we will notify
you on how to use it.

Before we begin the programme, kindly fill out the Benchmark survey. This survey is meant to explore
your city's/region’s capacity to finance and implement sustainable energy-related projects and will help
you to understand your current situation and measure future progress. Please note that you are
required to complete the survey (by answering all questions included) before you start the learning
programme.

Don't forget to go through the learning programme’s booklet available here. Please read the Peer
Mentoring/Study Visit booklet, which is related to our group. Also, you can find in this link relevant
sources about the innovative financing schemes.

| am excited to be the facilitator of this group and looking forward to our programme!

Kind regards,
[facilitator]


https://teeslab.unipi.gr/limesurvey/index.php?lang=en&newtest=Y&r=survey%2Findex%2Fsid%2F299173
http://www.h2020prospect.eu/get-involved
http://www.h2020prospect.eu/library/library-online-materials

Message template — Step 1
Dear [mentor and mentee(s)’ names],
Before our first orientation session, I'd like to give you a brief overview of our activities.

We’re going to conduct our orientation session on [date]. You can enter the online meeting by clicking
this link: [gotomeeting url for the session].

This first session is going to be an introduction to the learning programme, with enough time to
understand the learning cycle and to present ourselves. It is going to be particularly important to learn
about [mentor’s name]’s experience with the financing scheme, and how he/she can support the
[mentee’s name].

In preparation for this first activity, | kindly ask you to check if your computer is compatible with the
GoToMeeting system, which will be used for the session, by downloading and testing your system
through this link. For other instructions, check this link

Also, it is important that you have a look at the Learning Plan (available in the Learning Platform). This is
going to be our main document in this learning journey, in which you will find the date of the sessions
and the GoToMeeting links, among other relevant content and information. | am going to explain further
about this document during the first session but, for now, please follow the instructions under
“preparation for step 1”, which includes:
e Mentor and mentee(s), prepare 1-2 slides presenting yourselves and your experience
0 You can use the PPT template available in the learning platform, if you like
o [mentor’s name], please prepare a presentation showing your experience with the [financing
scheme], with information of the projects you have implemented.
0 You can use the PPT template available in the learning platform, if you like
e Make sure that your computer’s camera is working. It will be nice to see each other.

In addition, you can check these relevant links we have gathered about the financing scheme:
e [insert links]

If you have any questions or need further clarifications for your preparation of the session, feel free to
drop me a line.

I’'m looking forward to our first session!

Best,
[facilitator]


https://support.logmeininc.com/gotomeeting/get-ready
https://support.logmeininc.com/gotomeeting

Message template — Step 2

Dear [mentor and mentee(s)’ names],

It was a pleasure to facilitate the orientation session! I’'m certain we are all very excited to move forward
to our next session, which will take place on [date]. You can access the meeting through this link:
[gotomeeting url for the session].

Before we move on to the part where you start sharing your experiences (which is going to happen in
Step 3, with the physical meeting), we need to make sure that [mentor’s name] thoroughly understands
what the mentee(s) needs to learn.

Therefore, in this Step, | would like to ask [mentee(s)’ names] to prepare for the following session by
filling out the "Mentee's project" and "Mentee's needs" sections on the Learning Plan, which will be
presented and discussed during the meeting. Our aim is to finish the session by having a clear list of
learning objectives, which will be included in the Learning Plan and serve as a base for the physical
meeting.

If you have any questions or need further clarifications for your preparation of the session, feel free to
contact me.

I’'m looking forward to our session!

Best,
[facilitator]



Message template — Step 3

Dear [mentor and mentee(s)’ names],

It’s finally time that we meet face-to-face in real life! I'm happy that we’ll meet each other in [city] for a
study visit/peer mentoring on [date]. The visit lasts for 2 days, but keep in mind that the visitors will
have to plan for an extra day of travelling.

During the visit, we will have more in-depth mentoring sessions, such as workshops or discussions
where you’ll share your experience first-hand. We'll also have a look at the learning plan we developed
together and discuss the progress in achieving the learning objectives.

To make sure we have a meaningful meeting and a fruitful discussion, the structure should be agreed
upon and finalised a week before the visit. [Mentor’s name], we will wait for your agenda proposal for
the visit so that we can agree on the activities. Also, kindly inform us about the venue, accommodation
options, and other relevant logistical information.

Mentee(s), don't forget to book your travel and accommodation.

| strongly advise you go through the PROSPECT’s booklet before booking your trip and organising the
visit. Make sure you follow the reimbursement guidelines for both mentor and mentee (and please save
all original receipts and flight/train boarding pass/tickets). Remember: for mentee(s), PROSPECT will
only reimburse travel and accommodation costs; and for mentor, course materials, food, refreshments,
and local transport.

I’'m looking forward to meeting you soon!

Best,
[facilitator]



Message template — Step 4
Dear [mentor and mentee(s)’ names],
It’s almost time to say goodbye, but not before we have our last session!

This final engagement will be done via a webinar on [date]. Please, click on the following link to access
the session: [gotomeeting url for the session].

In this last meeting, we’re going to focus on how the mentee can implement the financing scheme
considering the city’s context, and also evaluate the overall learning programme.

[Mentee’s name], please prepare for the session by filling out the “Transferability Analysis” and the
“Action Plan” sections of the Learning Plan, under Step 4. At the end of the session, | will share survey
links so that you can evaluate the learning programme (we’re looking forward to all your inputs!).

Last, but not least: [Mentor’s name], thank you for sharing your valuable knowledge and experience!
And [Mentees’ name], good luck on implementing your city’s sustainable energy and climate plans! |
hope you gathered enough information to develop successful projects.

I’'ve enjoyed being your facilitator tremendously, and | hope we can work together again in the future.

Warm regards,
[facilitator]



Message template — How to use the learning platform
The message below can be copied and pasted into other message templates, if you’d want.

Dear [mentor and mentee(s)’ names],

Our knowledge transfer will mainly take place via the Climate-KIC learning platform. You will receive a
message from Climate-KIC inviting you to join a closed group created especially for us (facilitator,
mentor, and mentees). In the group, you will be able to:
0 Find relevant documents and files needed throughout the learning programme
0 Share your own documents in an easy and reliable way (only visible to the members of
the group)
0 Freely communicate in a dynamic way (similar to Facebook, with comments and likes)
without the need of sending several e-mails that could be lost
0 Check schedule of the group, in events created by me, for example, the date and time of
the first orientation session

Note: You will need to click on the link provided by the message in order to activate your account. You’ll
also have to create a password for your account.

Let me know if you have any doubts!

Warm regards,
[facilitator]






&5 PROSPECT

Peer Powered Cities and Regions

Step 1

Orientation session

ed funding by the European Unio
vation programme under grant

Facilitator’s name

research and inno

=
8
g
s
£
P
g
o
=t
2
2
(=9
£
5
:

Date




Agenda

*  About PROSPECT

Idea
Who we are

* Thelearning programme

Structure
Materials
Platform
Reimbursement

*  Presentation of participants

Initial learning objectives
Facilitator

Mentee

Mentor

Mentor’s experience
Q&A
Next steps and practical instructions

£ PROSPECT



About PROSPECT




About PROSPECT | Idea

Key questions:
® How can public authorities carry out simple energy interventions to secure investments for joint
initiatives that span local and regional boundaries?

® \What can public authorities learn from successful and less successful projects and initiatives and
about planning and design phase to accessing funds, developing financing schemes or better
access to finance, tracking impacts and benefits through monitoring and reporting systems?

® \What kind of support do they need to enhance their capacity, to help deliver an energy
transition?

Need for ‘peer to peer learning for public authorities — step up public authorities’ capacity to help
deliver the energy transition.
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About PROSPECT

Peer Powered Cities and Regions — PROSPECT

Title:
Funding:

Started:
Duration:

Legal Coordinator:
Scientific Coordinator:

Participants:

Contract No:

European Union’s Horizon 2020 Research and Innovation Programme

June 2017
36 Months

Institute for Housing and Urban Development Studies BV - IHS
Institute for European Energy and Climate Policy Stichting - IEECP
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About PROSPECT | who we are
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The Learning Programme | Structure

Learning cycle 1

Reimbu mbursement
Mentor: EUR +EUR 730
Mentee: EU : EUR 600

ACTIVITIES 4
INVOLVEMENT: 1-ah moving
Transferability session, forward 2
evaluation & feedback [ Joleje] Vi §
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The Learning Programme | Structure

Learning cycle 1

Mix of online
«—— (Stepl, 2,and 4)

and physical

activities (Step 3)

Reimbu mbursement
Mentor: EUR +EUR 730
Mentee: EU : EUR 600

ACTIVITIES an 4
of INVOLVEMENT: 1 E‘""'"; B The duration is a
e TN [ JoJeJe! ma___/' 5" suggestion. The
15.% & programme can
%Dmmwa‘o —— move faster if we

want to.
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The Learning Programme | Reimbursement

PROSPECT will reimburse the participants’ costs related to the physical visit (Step 3).

ente eac)

Budget covers course materials, food,

Budget covers travel and accommodation
and refreshments as well as transport of for 3 d
the facilitator and mentee(s) or > days
Reenmentonng Study visit Peer mentoring and/or Study Visit
(1 mentee) (up to 7 mentees)
Maximum of Maximum of Maximum of
270 euro 730 euro 600 euro

The participants will be reimbursed based on the real costs. Make sure to save all the original receipts as
well as flight/train boarding pass/tickets.

An invoice and original receipts and tickets should be sent to the financial coordinator for reimbursement.

For more information, check the booklet.
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The Learning Programme | Materials

£ PROSPECT o Booklets

Information about the entire learning
programme: steps, process, tasks and roles,
activities, reimbursements, and other
information. Fundamental guide!

Learning Plan

Step 1: Getting started

Learning Plan

Our main learning document. Here, we will input
relevant information about mentor’s experience,
mentee’s needs, the agenda of our visit, main
conclusions and action plan for next steps. = =T

PEGT




The Learning Programme | Materials

Modules handbook

Basic content prepared by PROPECT about the main
innovative financing schemes under each module.

. Learil - <, 4 .
%98 Lea‘.‘,'mgﬂ P:::;::BIH PL:;” ing ty. It can support the mentee on better understanding the
> public 148 ; lic gy, / ; , scheme and creating questions for the mentor (Step 1).

m\“%a : 25y s : . .
A0 € % - It can also guide the mentor on developing a draft agenda

%ﬂ)ss AR e 7
: W 7 for the physical visit (Step 3).
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The Learning Programme | Platform

Learning platform: our main communication channel, under the Climate-KIC Community.

Link to the platform: https://learning.climate-kic.org/

e The platform is free of charge and not connected to a subscription.
e You can unsubscribe from the platform at any time.
e You will not receive advertisement because of your registration to the platform.

e The platform offers a variety of free online learning nuggets. Feel free to browse the
“Programmes & Courses” section and participate in as many as you like.

£ PROSPECT
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The Learning Programme | Platform

Learning platform: our main communication channel, under the Climate-KIC Community.

The Learning Platform is similar to other social media platforms, such as Facebook and Linked-
in. There will be 2 types of groups (Learning Platforms) :

1 closed group only for us
(facilitator, mentor, and
mentees)

1 (big) group for all
PROSPECT’s participants

£ PROSPECT



The Learning Programme | Platform

Learning platform: our main communication channel, under the Climate Kic Community.

The Learning Platform is similar to other social media platforms, such as Facebook and Linked-
in. There will be 2 types of groups (Learning Platforms) :

Find relevant documents and files needed throughout the learning
1 closed group only forus — programme

(facilitator, mentor, and Share your own documents in an easy and reliable way (only visible to the
mentees) members of the group)

Freely communicate in a dynamic way (similar to Facebook, with
comments and likes) without the need of sending several e-mails that
could be lost

Check schedule of the group, in events created by the facilitator

1 (big) group for all

PROSPECT’s participants
T The participants of all learning groups and cycles can freely communicate,

sharing experiences, news, interesting documents, posting questions, etc.




The Learning Programme | Platform

How does the Learning Platform work:
1.When the learning programme starts, the participants are automatically signed up for the Climate-KIC
learning platform and registered for both PROSPECT groups.

1.  We will use your name, e-mail address and country of residence for this purpose as you stated them in the
application form. All other personal details are not mandatory for the usage of the platform.

2.Participants will receive an e-mail from Climate-KIC with a preliminary password. Please follow the link in
the e-mail to accept and finalise the registration for the platform. In this step you will be asked to create a
new password.

3.After signing in to the platform, you can find all groups you are a member of in the section “Community >
Groups”

Note: WE ADVISE TO USE THE LEARNING PLATFORM FOR PROSPECT, BUT IT IS NOT MANDATORY

If the participants prefer to use other communication channels (e-mail, facebook, phone) and drives to
share files (Dropbox, Google Drive, WeTransfer), you are allowed to use other options. But make sure that all

participants are comfortable with sharing these information within the group.
£ PROSPECT
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Initial learning objectives

Summary of learning objectives and level of experience with the financing scheme (info
available from the application)
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Facilitator

Logo:

Name:
Position:

City/Region:

About:

Your Name
Your Title

Name of your city/region

Insert your
photo here

Please write a few sentences about yourself, your expertise and

your interests related to this project.
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Logo:

Name:
Position:

City/Region:

About:

Insert your
photo here

Your Name
Your Title

Name of your city/region

Please write a few sentences about yourself, your expertise and
your interests related to this project.
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Logo:

Name:
Position:

City/Region:

About:

Your Name
Your Title

Name of your city/region

Please write a few sentences about yourself, your expertise
and your interests related to this project.

Insert your
photo here
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Mentor’s experience

Project name

* Short description

* Financing scheme used
» Stakeholders

* Main success factors
* Main barriers

e Other topics...

Sample: Insert own pictures
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Next steps
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Next steps

Documents to be prepared before Step 2 session:

Learning Plan
8 Benchmark
Mentee
Mentee and mentor
. Add “Mentee’s project” and “Mentee’s needs” .
. Upload to the Learning platform or send it by email to facilitator and ° Complete benchmark - deadline XX/XX
mentor e Link to document
Mentor
. Read the Step 2 of the Learning Plan, developed by the mentee

Next meeting
Mentee and mentor

At the end of step 4 you will all be asked to fill out a survey asking for
your feedback and possible recommendations. We would appreciate it
* Agree on date for session: doodle link if, during the course of the entire programme, you write down notes
any comments or impressions so that you can easily remember them
when filling out the survey.

£ PROSPECT
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Peer Powered Cities and Regions

Thank you!

921275 .0N Juawaalgde Juels Jopun swwerdold uoneAouur pue yoaeasa.l
0202 uozLioy s,uotuf) ueadoany ay3 £q Suipuny paaradau sey| 30a(oad sy,




	Deliverable 3.3�Guidance Notes for Facilitators 
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Facilitators' Checklist.pdf
	Checklist

	Learning Plan.pdf
	Learning group
	Participants

	Preparation for the Step 1
	Step 1: Getting started
	Online session
	Mentor’s experience

	Step 2: Working together
	Online session
	Mentee’s project
	Mentee’s needs
	Learning objectives

	Step 3: Meeting up
	Basic information about the visit
	Agenda
	Relevant documents
	Site visits
	Lecturers

	Take-away from the visit
	Rethinking the financing scheme (after visit)

	Step 4: Moving forward
	Online session
	Transferability analysis
	Action plan

	Evaluation of the learning activities and process
	Dissemination

	Annex 1: Invoice template
	Annex 2: Sessions’ Minutes
	Annex 3: Take away from the physical visit
	Annex 4: (to be added by the participants)

	PPT Template_Step 1.pdf
	Step 1�Orientation session
	Agenda
	Slide Number 3
	About PROSPECT | Idea
	About PROSPECT 
	About PROSPECT | who we are
	Slide Number 7
	The Learning Programme | Structure
	The Learning Programme | Structure
	The Learning Programme | Reimbursement
	The Learning Programme | Materials
	The Learning Programme | Materials
	The Learning Programme | Platform
	The Learning Programme | Platform
	The Learning Programme | Platform
	The Learning Programme | Platform
	Slide Number 17
	Initial learning objectives
	Facilitator
	Mentee
	Mentor
	Slide Number 22
	Mentor’s experience
	Slide Number 24
	Slide Number 25
	Next steps
	Thank you!

	SLIDE.pdf
	Slide Number 9

	Learning Plan.pdf
	Learning group
	Participants

	Step 1: Getting started
	Online session
	Mentor’s experience

	Step 2: Working together
	Online session
	Mentee’s project
	Mentee’s needs
	Learning objectives

	Step 3: Meeting up
	Basic information about the visit
	Agenda
	Relevant documents
	Site visits
	Lecturers

	Take-away from the visit
	Rethinking the financing scheme (after visit)

	Step 4: Moving forward
	Online session
	Transferability analysis
	Action plan

	Evaluation of the learning activities and process
	Dissemination

	Annex 1: Invoice template
	Annex 2: Sessions’ Minutes
	Annex 3: Take away from the physical visit
	Annex 4: (to be added by the participants)




