Enterprise Green Communities Charrette Tools


Guidance for Facilitating the Breakout Groups 
(with Aging-in-Place Amendment)
Breakout sessions are a key component to a successful charrette.  They allow time for charrette participants to share ideas, expertise and perspectives in smaller groups as they tackle the charrette goal and key objectives at hand. In this way, breakout groups also create an opportunity for all participants and stakeholders (as opposed to a few dominant voices) to get involved and actively engage in the session. 

How should breakout groups be structured and how should their assignments be managed?

Breakout groups can be structured in a variety of ways and can take on a number of different approaches to engage charrette participants. One example would be to task participants to develop a design solution that incorporates passive design and optimizes the site layout; another would be posing critical questions that focus on identifying barriers and obstacles to reaching a determined goal; or brainstorming partnerships and funding opportunities that may aid the project. Depending on the structure and goal of the charrette, individual breakout groups may each have the same task and objective, or groups can be assigned different topic areas and questions to focus on (for example, one group may focus on technical or design issues, while others may focus on community engagement or building stakeholder support). If breakout groups are all focusing on the same topic, try to have groups with participants from a variety of backgrounds and experience in order to gain a diverse set of opinions and perspectives from each report-out. The report-out will be the opportunity for the groups to share their thoughts and findings with the larger group. 
What materials are required for the breakout groups? 

Depending on the task and focus for the breakout groups, particular resources and tools may be useful for the group to provide effective feedback and thoughts. Materials may include maps and plans of the project (in various sizes), tracing paper, rulers, markers and pens, pads of paper and post its, and flip charts for recording highlights of the discussion. In addition to these materials, providing each breakout group with a handout of instructions can help guide the process and make the breakout sessions more effective. This handout can reiterate the goal of the charrette, the objective and deliverable of the breakout groups, and provide step-by-step instructions to tackling the working session task. An example of this step-by-step instruction is below:

STEP 1 – Introductions - Go around the table for a round of brief introductions
STEP 2 – Facilitation - Select a group facilitator who will ensure that everyone is participating, the discussion stays focused on the guiding questions below, and all of the questions are discussed within the allotted time.

STEP 3 – Notes - Select someone who will document notes and key ideas on the flip chart.
STEP 4 – Objective / Task – This step notes the key considerations to focus on during the breakout session, and can include questions to help draw out the strategies, perspectives, barriers, benefits, etc., at hand. Some examples are as follow:

· Consider the current efforts, strategies and challenges related to stormwater management and green infrastructure at ABC project. Spend the 75 minutes discussing the key questions identified by the group, and create a list of the barriers, potential solutions, and next steps on the flip chart.
· Spend the next hour discussing what building energy strategies are needed to maximize the energy efficiency of the project while minimizing first cost impacts, and what are the pros and cons of these strategies, their feasibility and next steps towards implementation.

· What barriers exist for an aging resident to safely travel to nearby stores and services? Discuss strategies to eliminate these barriers and give aging residents the confidence to feel safe traveling outside of their residence.

STEP 5 – Report-Out – Select someone to present the highlights of your working group’s discussion.
How much time should be allotted for breakout groups and report-outs, and how should this be monitored?

The time required for breakout groups depends much on the task at hand and the rest of the agenda, but in general, it is good to have at least 50 minutes to allow groups to really get into a fruitful discussion. There should be plenty of time allotted for sharing of ideas and the report-out as well – this can be estimated at 10 – 20 minutes per breakout group, but extra time should be allotted for longer discussions.  The charrette facilitator should keep a close eye on the time, and regularly notify the breakout groups of how much time is remaining, and where they should be in the process of questions, identifying next steps, etc. 
What is the role of the facilitator during breakout groups?

During these working sessions, the facilitator assigned within each breakout group is in charge of encouraging everyone’s participation, and ensures all group members have a voice in the discussion. The facilitator also makes sure the discussion stays focused on the guiding questions, and that all of the questions are discussed within the allotted time. The overall charrette facilitator can migrate from one breakout group to the next and participate in the breakout groups as desired, posing questions for consideration and take note of various perspectives / themes that are coming out around the room. 

How do you encourage dialogue and get everyone to participate?

The benefit of the breakout groups is that there is often more exchange and sharing of perspectives and experience in these smaller groups. It often takes a little time to get everyone participating, but this is a key role of the facilitator. Calling on individuals and asking of their experience or thoughts on the task at hand is an easy approach to opening this dialogue. Another strategy is to ask each participant to write down five ideas or thoughts as they relate to the topic at hand, and then ask each member to share those thoughts as a way to start things off. Additionally, it can be a good idea to have several pads of sticky notes available so that members can write down ideas without disrupting the flow of the conversation. Lastly, as each question is coming to a close, the facilitator can ask each group member for his or her final thoughts and perspective to ensure everyone has an opportunity to participate.  
What is the structure for report-out and recording the findings from the group?

Report-out is the culmination of the working session, where each breakout group shares their highlights and key points from their discussion.  It is best to have a lead team member record each of the breakout groups’ key ideas and outcomes on a flip chart (or on a computer projected to a screen) to allow the rest of the charrette participants to not only hear from the group, but to have it recorded on paper for all to see (this will also be a great reference for later if developing a final charrette report). As each group is reporting their findings, it may be beneficial for the charrette facilitator to invite thoughts or feedback from the rest of the participants, or vocalize common / contrasting perspectives that have been raised. This invitation for questions and comments should not overtake the time for report-out however, as the focus of this time is to hear feedback and thoughts from the group and time is limited. The final wrap-up and next steps can pull the common themes from these breakout groups and summarize the report-out. 

Prioritization Exercise

Once the ideas have been written down and posted (on flip chart paper on the walls, on a computer screen, or to the charrette website), it is often useful to have participants prioritize the ideas and strategies that have been developed. This can be done using colored sticker dots (red = high, yellow = medium, green = low) and allowing each member a given number of dots of each color to allocate to a given idea. This gives a great visual report at the end of the session of the items that the group has voted to be of highest priority.  Group 4 should utilize the Aging-in-Place Charrette Exercise to prioritize strategies.
Final Wrap-Up and Next Steps

The final wrap-up for the charrette does not have to answer all the questions that have been raised over the course of the charrette, but should identify common themes and conclusions related to the charrette goal and explicitly relay the next steps for the project team and participants. The final wrap-up is an opportunity to solidify buy-in for the path forward, which may include specific approaches to each of the Green Communities criteria discussed, or other ideas that came from the prioritization exercise, and the steps required to move them forward. Depending on the specific criteria, strategy or idea, this may include identifying a champion for a given topic or category area (e.g. energy related), specifying follow-up analysis or research that should take place, following up with potential funding sources, technical experts or stakeholders to push these ideas into action. The content of the wrap up should be easily translatable into a final charrette report that can be distributed to the project team, and if appropriate, made available to all charrette participants, stakeholders, or the general public. 
SAMPLE BREAKOUT GROUP EXERCISE
Breakout Groups:
Break up into groups of 5-8 people. Have each group take on a different category: Site, Building or Behavior / Operations (if there are more than 3 groups, ensure there is a balanced distribution across the three categories; i.e., if there are 6 groups, have 2 groups take on each of the categories). Have each group review the charrette goal and step-by-step instructions below to identify strategies particular to their category. Use the provided worksheets for guidance in brainstorming and fleshing out ideas.
STEP 1 – Introductions - Go around the table for a round of brief introductions
STEP 2 – Facilitation - Select a group facilitator who will ensure that everyone is participating, the discussion stays focused on the guiding questions and task at hand, and all of the questions are discussed within the allotted time.  

FACILITATOR = ______________________
STEP 3 – Notes - Select someone who will document notes and key ideas on this page. 

NOTE TAKER = ______________________
STEP 4 – Strategies Prioritization - Spend the next 30 minutes brainstorming the strategies for consideration and/or analysis related to your category (Sites, Building, or Occupant Behavior / Operations). List the top 5 priority strategies to consider for the project. Consider cost implications, feasibility, contribution to Green Communities Criteria, etc.

STEP 5 – Strategies Evaluation - Spend the next 45 minutes discussing the following questions for each priority strategy. 
Guiding Questions: 
1. What are defining metrics of success for your category area (e.g. lowest energy intensity while maintaining budget goals)?  What design and implementation strategies contribute to meeting that metric and related Green Communities criteria? What other strategies (synergies) are required to be put in place in concert to ensure success?

2. What are the implementation considerations related to the strategies that need to be addressed to successfully meet the criteria and project goals? Consider measurement and verification requirements and approach, operations and maintenance requirements, etc.

3. What are the challenges and feasibility to implementing the strategy? Consider technical and political perspectives when evaluating the feasibility; some issues to consider include site constraints, durability, financing, codes and regulations, etc. 

4. How does the strategy link to the outcomes and items identified in the Touchstone Exercise? 

5. What are the next steps for implementing the proposed strategies (e.g., what analysis is needed, are there any funding sources or partners that need to be engaged, guiding principals and metrics, etc.)?
Facilitator Guidance Questions (by category) 

SITE:

Landscape and Stormwater Management

· How can reduced or porous parking or other hardscape surfaces contribute to SWM?

· What landscape features can support SWM best practices?

· How can the building design support optimal SWM?
· What water reuse opportunities may exist that support stormwater management and / or landscape water reuse?

· Does the site promote activity and community among the residents? 

· What strategies can be incorporated in the project to increase amenity space and access to open space?
Site Layout, Orientation, and Passive Design

· What flexibility is there to building orientation and how can this influence site planning and design?
· Are there opportunities to integrate passive design strategies with the needs of creating a connected urban streetscape?
· What features can be integrated into the building to optimize passive design? 

Transportation and Connectivity

· What attributes can be incorporated at the site to encourage walking, biking, car sharing, or the use of alternative transportation? 

· How can the project design support connectivity to the surrounding development? 

BUILDING:

Energy / Daylight / Ventilation
· How does the architecture of the building support or detract from the building’s overall energy, natural ventilation, and daylight goals (envelope, ceiling heights, space layout, window size, placement, degree of operability)? 

· What are the top three energy uses for the project and how can this be addressed?

· What incentives are available that can support the implementation of energy efficiency strategies? (see dsireuse.org)

· What are the top 3 HVAC system types to support the energy efficiency goals?

· How is each space receiving fresh air?

· How can the building architecture support the overall health and ventilation goals?

Material Selection

· What sustainable attributes should be prioritized when selecting materials (construction materials, fixtures, finishes, furniture, etc.) for a project?

Renewable Energy

· What opportunities for on-site renewable energy exist for the project? 

· How can this be incorporated into the project design and what are the potential hurdles to implementation?

Acoustics

· What qualifies as good acoustics? 

· How do acoustics relate to other sustainability considerations? 

Indoor Water Use Reduction

· What is the water use reduction goal for the project? 

· What strategies can be implemented to support the reduction of potable water use?

· Are there any process water uses that represent a significant portion of the overall water use? How can these be addressed?

OPERATIONS AND RESIDENT ENGAGEMENT:

Walkability and Connectivity

· How can the project design encourage walkability around the site and neighboring developments?

· Does the architecture promote an active streetscape (stoops, raised entrances, eyes towards the street, etc.)?

Access to Food

· What resources currently exist that can support residents access to local, healthy foods?

· How can this be increased?

Resident Engagement

· How can residents be incentivized or motivated to participate in the overarching sustainability goals of the project (achieving actual energy and water reductions, maintaining high indoor air quality, etc.)?

· What would a day-in-the-life of a resident interested in living a vibrant, connected, healthy, car free, reduced footprint life look like?
AGING-IN-PLACE:

Addressing Physical Limitations
· Can aging residents easily travel/navigate throughout the building and site? Are indoor and outdoor amenities equally available to residents?
· Can ADL (activities for daily living) be performed with ease (cooking, bathing, traveling to the store etc.)? Analyze kitchen, bath and bedroom zones within units and building common areas.
· Imagine that you are in a wheelchair, what barriers exist in the current site and building design?

· What opportunities for physical fitness can be provided that residents of (all) varying physical abilities can participate in?

· How can the design of the building and units foster occupant independence?
· Can aging residents easily travel to local stores and services? What challenges might an older adult without a car face when trying to bring back packages from a store?

· Are unit layouts flexible to accommodate upgrades as resident needs change?

· What building amenities would be helpful for (occupants) residents that have regular visits from caregivers or aids?

· In mixed age communities how can physical infrastructure and space changes be designed to be appealing to residents who may not need those support amenities yet?
Addressing Diminished Mental Capacity
· How can the building provide opportunities for social interaction?
· What design elements can aid residents who are easily disoriented or experiencing memory loss?
· Does the building design offer safety and not appear institutional?
Addressing Auditory Impairment
· In social situations it can be frustrating when it is difficult to hear what others are saying, what opportunities or systems can be provided to assist in engaging with others when hearing might otherwise be difficult?
· How will residents with auditory impairments be alerted to emergency situations or visitors arrival? Does the building offer transparent lounge/lobby areas easily recognizable by residents and guests?
Addressing Visual Impairment
· How can interior design decisions help residents with visual impairments avoid trips and falls?
· Residents are often expected to read small text on signage to navigate within the building, respond to emergency instructions or operate appliances, automatic doors, elevators. What aids can be provided that offer alternative means of achieving these functions?
· Do hazards exist for someone who has trouble seeing, to safely cook a meal in the proposed kitchen design?  
