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Executive Summary 

The purpose of this Project Handbook (D7.1) is to provide the consortium with select key resources 

and information. This is to help enable effective management expectations across the life of the 

project, especially during its early stages. 

This Handbook is structured around the provision of the following items: 

• Project Management Plan, which outlines key contractual documents, timelines, and 

management processes (section 2) 

• Risk Register and Mitigation Strategies detailing the updated risk assessment and associated 

mitigation strategies (section 3) 

• Reporting Guidelines overview (section 4), with dedicated step-by-step instructions and 

submission expectations provided for project deliverables (section 5) and milestones (section 

6) 

• Advisory Board Guidelines (section 7), for both the Business Advisory Board and the Citizen 

Advisory Board 

• Open Science/Open Education Plan (section 8) 

• Gender Action Plan (section 9) 

• Conflict Resolution Procedures, outlines the processes and procedures for addressing 

conflicts within the consortium, as agreed by all partners in the project’s Consortium 

Agreement (section 10) 

• Ethics Regulations, detailing the steps being taken to ensure project activities are of good 

ethical practice (section 11) 

• Online, Consortium-Wide Data Management System, provides step-by-step guidance of how 

to use the Consortium MS Teams (section 12) 
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1. Introduction 

The purpose of this Project Handbook is to provide the consortium with select key resources and 

information. This is to help enable effective management expectations across the life of the project, 

especially during its early stages. 

The intention of the Handbook is to support project partners throughout the project. All partners were 

able to comment on the draft version of this handbook, with edits being made accordingly. 

This Handbook is structured around the provision of the following items: Project Management Plan 

(section 2), Risk Register and Mitigation Strategies (section 3), Reporting Guidelines (sections 4, 5 

and 6), Advisory Board Guidelines (section 7), Open Science/Open Education Plan (section 8), 

Gender Action Plan (section 9), Conflict Resolution Procedures (section 10), Ethics Regulations 

(section 11) and a guide on how to use the Online, Consortium-Wide Data Management System 

(section 12). 

2. Project Management Plan 

2.1. Key contractual documents and procedures 

The Description of Action (DoA) is the formal document which consortium members will likely refer to 

the most. The DoA is Annex 1 (Part A) of the Grant Agreement and outlines the precise task 

descriptions (originally section 3 of the project proposal), milestone/deliverable deadlines, and 

person-month efforts for each WP. It is the core reference resource when reporting on actions 

undertaken. 

The wider Grant Agreement (beyond the DoA) is also a key reference resource, as it includes all the 

agreed terms and conditions between the European Commission (as the funder) and the partners (as 

funding recipients). The content of the standard Grant Agreement text, including the terminology and 

jargon, is explained in an Annotated Grant Agreement which has been produced by the European 

Commission. 

Each partner has also signed the Consortium Agreement, which ARU led on drafting as the Technical 

Coordinator. As this is an Agreement between the partners, the European Commission is not involved. 

To support understanding of work packages, tasks, their relationship and the timelines for their 

completion, a Gantt Chart and Work Breakdown Structure (WBS) have been included (subsections 

2.1.1 and 2.1.2). 
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2.1.1 Gantt Chart showing SSH CENTRE work packages and their associated tasks 

 

2.1.2 Work Breakdown Structure (WBS) of the SSH CENTRE project 

 

 

 

 

 

 

 

2.2. Internal progress meetings 

A number of internal progress meetings will occur throughout the project’s lifetime to support the 

progression of project activities. 

These include the following: 

• At least six full consortium meetings (aligning with other project events wherever possible), 
where each partner will send at least one representative; four of these will be conducted in-
person (with hybrid provision sought wherever possible), and two of these will be conducted 
online. 

• Quarterly WP Leaders meetings held online, although all consortium members are welcome 
to attend should they wish. The only compulsory attendees are one per WP Leader. 

• There must be communication (at minimum an email exchange, but preferably an online 
meeting supported by email exchange) between WP Leads and Task Leaders. WP leads are 
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encouraged, for instance, to have a kick-off call with key task contributors at the start of their 
WP. 

 

2.3. Management structure 

The management structure of the SSH CENTRE project is informed by successful collaboration 

experiences in partners’ previous international projects, as well as influenced by the UK’s decision to 

not associate with Horizon Europe. Having a well-organised structure will facilitate cooperation 

between partners, and support the timely achievement of project milestones, deliverables, and 

objectives. Partners have been assigned leadership roles according to their skills, knowledge, 

experience, and networks. 

Administrative Coordinator: ACC is the Administrative Coordinator of SSH CENTRE, thereby 

representing the primary interface with the European Commission and is responsible for keeping the 

General Assembly fully informed of Commission reporting outcomes and other relevant interactions. 

Through their role as Administrative Coordinator, ACC will oversee administrative and financial 

management, including contract set-up/amendments, ensuring that all payments are properly 

performed and that administrative or contractual issues are adequately resolved. 

ACC will liaise with ARU as Technical Coordinator (see below) to ensure the successful completion 

of the project. 

Technical Coordinator: Due to the UK’s continued non-association to Horizon Europe, ACC are 

acting as Administrative Coordinator, with ARU having the role of Technical Coordinator, overseeing 

the (social) scientific content of the project. ARU is responsible for the successful delivery of project 

activities, and ensuring deliverables are of acceptable scientific standard before ACC reviews, signs 

off on and uploads deliverables on the Portal. 

In their role as Technical Coordinator, ARU will oversee the: 

• arrangement of consortium meetings and consequent reporting; 
• monitoring and control of the work plan, and of other roles in the project (WP Leaders etc.), 

the lists of deliverables and milestones being key elements; 
• quality assurance and the submission of deliverables; 
• ratifying of risk contingencies for each project stage; 
• confidentiality, ethics and data handling procedures (including Data Management Plan); 
• monitoring content and submission of periodic reports, including monitoring the actual 

consumption vs. planned budget and person efforts. 

Chris Foulds and Rosie Robison will jointly be the technical lead of the project, on behalf of ARU. 

ARU will also provide active support to ACC in their administrative coordination tasks, based on their 

past experience of EU project coordination and in-depth knowledge of partner contexts. 

Work Package (WP) Leaders: WP Leaders are responsible for the day-to-day technical management 

of their Work Package, to ensure that the actual work defined in the project plan is: completed in a 

timely fashion and within budget by task leads/contributors; achieves the WP objectives and 

deliverables; successfully interfaces with other WPs; is appropriately included in project reporting. 

They will be responsible for monitoring progress (task goals, milestones, adequacy of results, 



 

9 

 

deviations) and handling small issues but, where an issue will have an impact outside of their Work 

Package, they will escalate issues to the Technical Coordinator and implement any mitigation actions 

as advised. 

 

2.4. Partner communications 

The core management team at ARU consists of Chris Foulds (chris.foulds@aru.ac.uk) and Rosie 

Robison (rosie.robison@aru.ac.uk) (as joint Technical Coordinators), supported by Emma Milroy 

(emma.milroy@aru.ac.uk) and Megan Plumb (megan.plumb@aru.ac.uk). We ask that all partners Cc 

all four of us into all emails regarding management and coordination. Indeed, even if only one 

individual is replying to these emails, please keep Cc’ing in all four for our own record-keeping and 

reference purposes. 

It was agreed at the kick-off meeting that all partner emails would include “SSH CENTRE” in the email 

SUBJECT, usually in squared brackets. This was noted as very useful to colleagues’ email filtering 

and searching purposes. In addition, where possible, those who need to act on an email should be in 

the ‘To’ field, and those for whom it is for information only should be in the ‘Cc’ field. 

All partners are responsible for keeping the shared spreadsheet of contact details for individuals linked 

to the project within their organisation up to date. 

ARU has invited all partners onto a dedicated MS Teams channel. The expectation is that this will not 

be used for day-to-day communications, nor will it be used to manage tasks (unless a WP Leader 

regards this as preferable for their respective WP). Instead, the primary purpose of the MS Teams 

channel will be as a document store. Partners are encouraged to upload final versions of documents 

- as well as key documents/emails that lead up to the production of said final documents - rather than 

use it as a collaborative platform (many colleagues have experienced issues in collaborating in the 

same documents via MS Teams, in real time, and thus we ask that this is avoided). 

 

3. Risk Register and Mitigation Strategies 

The Risk Register below outlines identified risks and proposed risk mitigation measures for each WP 

in the project. Risks are also discussed during WP Leader meetings and wider consortium meetings. 

In consideration of these continued assessment and discussion of risks, the Risk Register will be 

updated throughout the lifetime of the project. 

The 12 risks highlighted in green were risks included at the proposal stage and have since been 

incorporated into the Grant Agreement. Consequently, these 12 risks will be reported against during 

periodic reporting. However, an additional 16 risks have been included (leading to a total of 28 

identified risks) as a result of further risk assessments being undertaken. 
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Table 1: Risk Register and Mitigation Strategies identified for SSH CENTRE project 

WP 

Number 

Risk 

Number 

Description of the risk Proposed risk-mitigation measures 

WP1 1a Lack of synergies with stakeholders 

(T1.2) 

T1.2 interviewees recruited based on 

shared interests (e.g., projects, EU policy 

roles); Interviews on what interests them, 

not us; 

WP1 1b Little interest in workshops (T1.3) T1.3 workshops have co-hosts to help 

recruit; Participant costs covered; 

Commitments already secured. 

WP2 2a Collaborations not new (T2.1) Applicants must declare in proposals that 

they represent new collaborations, with 

sign-off by PI’s Dept. Head; Proposals 

reviewed against clear eligibility criteria, 

assessing capacity to deliver. 

WP2 2b Climate-energy-mobility cross-

fertilisation does not happen (T2.3) 

Early dialogue with teams ensures cross-

fertilisation activities (e.g., symposium) 

meets needs and uses common threads. 

WP3 3a Cities that have expressed an interest 

back out (T2.1) 

All 55 regions gave concrete Letter of 

Support, with more interested, so ECIT 

will open applications again before 

launch; hubs are strategic ECIT 

investment. 

WP4 4a Policy actors lack interest in SSH 

and/or policy dialogue with us on it 

(T4.1-4.3) 

EC has high-level policy commitment to 

mainstreaming SSH; FOE, ARU, ECIT, 

EERA all have direct links to WP4’s policy 

communities; Regular contact with key 

gatekeepers, with several commitments 

already secured. 

WP5 5a Lack of interest in Open Science 

training (T5.2) 

T5.2 webinar and course will be built on 

T5.1 findings, to ensure relevance and 

interest to transdisciplinary and cross-

sector colleagues. 

WP5 5b High-level actors do not engage in 

Policy Insights (T5.3) 

Trainings will build on previously 

developed networks and WP2-4 

activities; FOE regularly run such events 

and have long-standing working 

relationships with senior EU players. 

WP6 6a SSH Members do not engage with 

Open Knowledge Platform (T6.2) 

Platform content can be co-created and 

user-led; Platform to be a continuation of 
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common interests setup via core project 

activities. 

WP6 6b Fail to sell the project’s USPs Gatekeepers to wider networks 

prioritised; USPs include SSH breadth, 

policy links, and city hubs; Our comms 

starter pack will ensure identity and USPs 

are used consistently. 

WP7 7a A partner leaves the consortium Formal project meetings, which have 

begun during proposal preparation, will 

ensure good communication; Our clear 

structure (e.g., active support partners) 

mean tasks could be transferred; 

WP7 7b Ambitious scope of deliverables mean 

compromise on quality. 

Milestones support timely deliverable 

preparation; Deadlines set in 

collaboration with partners, and with 

slack time. 

WP1 1c Not enough information in factsheets 

to be relevant (T1.1) 

Use interviews with stakeholders and 

potential users to ensure relevance. 

WP1 1d A partner leaves the consortium 

involved in the WP1 tasks 

Partner tasks could be transferred as 

there are some overlapping 

competences. 

WP2 2c Deliverable deadline is missed as a 

result of waiting on the input of 

different author teams, or the 

publishing timeline not aligning. 

Process will be designed to support 

effective time-management and 

completion of tasks including adding in 

buffer time within internal deadlines, clear 

timescales and deadlines being outlined, 

clear communication of expectations 

from the start, a short(er) word count for 

the chapters. 

WP2 2d There is not enough variation within 

the groups in terms of SSH and STEM 

researchers. 

Ensure that the eligibility criteria for the 

teams is clearly outlined alongside the 

application form (as there is a 

requirement for both SSH and STEM 

researchers within the team), share the 

call for participants across the network of 

the consortium including both SSH and 

STEM networks, work with more STEM-

facing partners to ensure that the call is 

attractive to STEM researchers. 
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WP3 3b Low interest of SSH ECRs to 

participate in knowledge brokerage 

activities. 

A large-scale dissemination activity will 

be triggered using social media, 

academic networks, and personal 

contacts. 

WP3 3c Few of the SSH ECRs involved in 

knowledge brokerage with a STEM 

background. 

An internet search will be done to identify 

research institutions and individual ECRs 

combining SSH and STEM in their 

research activities. 

WP3 3d None of the SSH ECRs speaks the 

City Hub local language 

The recruitment process of ECRs will 

mainly focus on the countries where the 

city hubs are located, using national SSH 

associations and academic networks as 

well as personal contacts. 

WP4 4b Delays with the EC decisions on which 

HEU Cluster 5 Candidate 

Partnerships will be funded. 

Prioritising work with the Partnerships 

with guaranteed support from the EC. 

WP4 4c SET-Plan is going through a major 

revamping process which might lead 

to the IWGs restructuring and their 

Strategic Plans change. Risk of 

working with the documents which will 

become irrelevant soon. 

New documents replacing the former 

Implementation Plans will be analysed. 

Get more information on when the results 

of the SET-Plan revamp can be 

expected. Contact the IWG leads to get 

some “insider” information. 

WP4 4d Difficulty with accessing SET-Plan 

Steering Group meetings and getting 

slots at the SET-Plan annual events. 

Learn from ARU experience with SHAPE 

ENERGY and Energy-SHIFTS 

EERA is in the process of getting a formal 

role in the SET Plan Steering Group 

WP5 5c External participants withdraw 

consent or participation before the 

follow up interviews take place (T5.1) 

Task 5.1 lead builds trust with 

participants and invites discussion and 

problem-solving if a participant wishes to 

withdraw. Thus 'quitting' is unlikely, and 

the final interview provides a 'debriefing' 

opportunity. 

WP5 5d Consortium members do not provide 

information requested before and after 

consortium meetings, thus limiting the 

scope and useability of the reflexive 

FAR workshops. 

Workshops have an outline structure 

from the start of the project that feeds into 

the SSH CENTRE programme. This 

ensures that the workshops are 

generating insights that are immediately 

useful to the actions of the project, 

generating motivation in the team to 

engage. When individuals disengage, the 

task lead will seek a 1-1 conversation to 

understand why (and rectify), and if more 
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people disengage, this will be addressed 

in a reflexive workshop. 

WP6 6c Researchers are reluctant to 'Open 

up' their resources/educational 

materials to be freely and openly 

shared on the SSH Open Knowledge 

Platform (D6.2), and (re)used, 

remixed, redistributed by interested 

stakeholders. 

A more critical and reflexive approach to 

the integration of SSH CENTRE's 

dimensions of Open will be taken, 

acknowledging that any understanding of 

openness is highly personal and 

contextualised. More focus of the training 

activities for researchers (T5.2.1: webinar 

and open online course; and T5.2.2 

digital guidebook on 'How to go Open') 

will be given to the recognition of 

complexities and risks of openness, as 

well as its potential benefits. 

WP6 6d Low impact of projects' social media 

activities, e.g., number of followers not 

increasing, few likes/shares etc. 

Additional and/or changed content 

activities on social media. Stimulation of 

more active involvement of consortium 

members (individual and organisational 

accounts). Synergies with sister projects 

to better connect and cross-fertilise also 

in social media. Increased activities with 

citizen-focussed social media channels, 

related to the topics of energy, mobility, 

and climate. 

WP7 7c Partners do not follow agreed project 

ethics procedures leading to 

participants feeling unhappy with how 

their data is used (e.g., being made 

open access). 

Templates provided for use and all 

partners watch a webinar about ethics 

processes 

WP7 7d Tasks take much longer than 

anticipated, causing partners to scale 

back work on later parts of the project. 

Project reviews provide clear points at 

which discrepancies in time allocation 

can be picked up; Partners provided with 

timesheet templates to use if they wish 

 

4. Reporting Guidelines: overview of submission commitments 

The purpose of these guidelines is to detail ACC (as Administrative Coordinator) and ARU’s (as 

Technical Coordinator’s) expectations for the development and submission of European Commission 

(EC) deliverables and milestones. In their role as Technical Coordinator, ARU are responsible for 

ensuring (i) the quality of research conducted and thereby the (ii) ‘sign-off’ of deliverables in respect 

to this quality assessment. 
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We now summarise the project’s deliverable and milestone submission commitments, after which we 

detail the step-by-step processes of developing and submitting deliverables (section 5) and 

milestones (section 6). These step-by-step processes include the preparation, internal review, 

approval, and submission for both public and confidential deliverables and milestones. 

 

Table 2: Deliverable submission commitments, as stated in the Description of Action (DoA) 

WP Delivery 
No. 

Delivery Title Lead 
Partner 

Status PM Due 
Date 

7 D7.1 Project handbook ARU Confidential 3 Nov-22 

6 D6.1 Plan for dissemination, 
exploitation, and 
communications 

CONS Confidential 4 Dec-22 

7 D7.2 Data management plan 
and ethics management 
plan 

ARU Confidential 4 Dec-22 

1 D1.1 Scoping resources, 
including 12 engagement 
factsheets and 10 
literature briefs 

NTNU Public 8 Apr-23 

1 D1.2 Position Statement on 
SSH support for S & CEE 
Europe 

CERS Public 10 Jun-23 

6 D6.2 Digital SSH Open 
Knowledge Platform 
(project website, Phase 2) 

ACC Public 18 Feb-24 

3 D3.1 Training materials K&I Public 23 Jul-24 

2 D2.1 Books on actionable EU 
Green Deal policy advice 
(x3) 

ARU Public 25 Sep-24 

3 D3.2 Policywork realities & 
research responses briefs 
(x6) 

ECIT Public 27 Nov-24 

4 D4.1 EU policy 
recommendations, 
including SET Plan, 
Missions, Partnerships 

EERA Public 29 Jan-25 

2 D2.2 Cross-cutting apparatus 
videos and infographics 

BC3 Public 30 Feb-25 

5 D5.1 Post-project sustainability ARU Confidential 39 Nov-25 



 

15 

 

plan 

5 D5.2 Formative evaluation 
report & accompanying 
Research and Innovation 
Agenda 

CZG Public 40 Dec-25 

5 D5.3 Conference report, 
including EC 
recommendations 
summary 

FOE Public 41 Dec-25 

5 D5.4 Open Science/Education 
guidebook for Cluster 5 
projects 

CONS Public 42 Feb-26 

 

Table 3: Milestone submission commitments, as stated in the Description of Action (DoA) 

WP Delivery 

No. 

Delivery Title Lead 

Partner 

Status PM Due 

Date 

6 MS6.1 Online presence ACC Confidential 2 Oct-

22 

7 MS7.1 Management 

expectations 

ARU Confidential 2 Oct-

22 

1 MS1.1 Scoping plans NTNU Confidential 3 Nov-

22 

7 MS7.2 Ethics & data ARU Confidential 4 Dec-

22 

6 MS6.2 Communications 

resources 

ACC Confidential 5 Jan-

23 

1 MS1.2 Scoping data CERS Confidential 7 Mar-

23 

2 MS2.1 Team recruitment ARU Confidential 10 Jun-

23 
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3 MS3.1 ECR recruitment K&I Confidential 11 Jul-23 

4 MS4.1 WP4 plans EERA Confidential 12 Aug-

23 

3 MS3.2 Hub workshop plans ECIT Confidential 17 Jan-

24 

6 MS6.3 Updated D6.1 CONS Confidential 21 May-

24 

7 MS7.3 Updated data 

management plan 

ARU Confidential 28 Dec-

24 

5 MS5.1 Training delivery CONS Confidential 36 Aug-

25 

6 MS6.4 External fora 

engagement 

CONS Confidential 42 Feb-

26 

 

5. Internal processes before submission of a deliverable 

5.1. Step 1 – Reviewing the deliverable 

To support the preparation of deliverables, communication between the deliverable lead and the WP 

leads (as well as ARU, if necessary) is required in advance of work on the deliverable beginning. 

Typically, the deliverable lead is also the task lead, but if not, the task lead should also be involved in 

the communication as well. As a minimum, this communication must be an email exchange, but both 

a meeting and email exchange is ideal. Through this email exchange and/or meeting common 

expectations for the deliverable should be agreed, including the purpose of the deliverable, how it will 

deliver on DoA commitments, how it connects to other WPs/tasks (where relevant), timelines and the 

structure of the deliverable (ideally captured in an annotated contents page). 

 

All deliverables need to be reviewed by at least one individual based at a SSH CENTRE partner 

organisation. When sending the deliverable document to the reviewer, ARU should be cc’d into the 

email. The reviewer cannot be a (co-)author of the deliverable. It is expected that WP Leaders will 

take responsibility for reviewing deliverables within their WPs, or to identify other reviewers where 

needed. It is possible to have more than one reviewer, which may be preferred for longer deliverables 

as the deliverable can be divided up to different reviewers, with this supporting a quicker review 

turnaround. It is possible to include additional external reviewers, but it is not mandatory. All reviewers 

must be thanked in the deliverable’s Acknowledgements section. 
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Reviews should be conducted as a critical friend, rather than a formal peer reviewer, thus there is the 

expectation for reviewers to be collegial and constructive. Tracked changes and hanging comments 

are to be used by reviewers when reviewing the deliverable. 

 

When conducting the review, reviewers should check that the deliverable delivers against the 

commitments outlined in the DoA and ensure that robust and systematic methodologies have been 

developed/implemented (although it is expected that any potential methodological issues will have 

already been discussed before the deliverable was sent for review). The review should also ensure 

that the information presented in the deliverable is accessible and that the implication of the research 

is clear, with this being particularly important for public deliverables. 

 

Upon completion of their review, reviewers are to email the MS Word document with tracked 

changes/hanging comments back to the deliverable lead. Within the accompanying email, reviewers 

are to outline their headline comments on the document. The deliverable lead will then act upon the 

review comments provided (with tracked changes on) and then submit an updated deliverable to both 

the WP Leader and to ARU. When sending the edited deliverable to the WP lead and ARU, the 

deliverable lead should outline how they have responded to the review comments in the 

accompanying email. 

 

Once the WP lead and ARU have signed-off on the final MS Word document, then the deliverable 

text will be approved. At this point, the next step differs between public and confidential deliverables: 

• For public deliverables (subsection 5.2), the approved text will be sent to ACC. Prior to this, 

contact should have already been made with ACC to discuss design features including the 

front cover design, and any icons, figures, tables, etc. that can be prepared in advance). 

• For confidential deliverables (subsection 5.3), there is hopefully minimal formatting beyond 

the point of approval so long as the MS Word confidential deliverable template has been used 

(as used for this document). 

 

To support the timely completion of deliverables, it is important for all submission deadlines to be 

kept, both internal and external (including for initial drafts, review comments, edits, and finalised 

documents). 

 

5.2. Step 2A (public deliverables only) – Designing and formatting SSH CENTRE 

deliverables by ACC 

This subsection outlines the design and formatting of public deliverables, with the process for non-

public/confidential deliverables being outlined in subsection 5.3. The ‘status’ (i.e., public, or non-

public/confidential) of each deliverable is outlined in the table in subsection 3.1. 

 

All public deliverables must have: Contents; Executive Summary (1 page); and Acknowledgements, 

which would include explicit reference to the project and the Grant Agreement number. 
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For all public deliverables which will be presented as a report on our website, ACC is responsible for 

designing and formatting the work. It is important to note that ACC are not responsible for proof-

reading the deliverable, thus all proofing must be suitably completed before sending the final 

deliverable text to ACC. ACC are responsible for making the deliverable look attractive, with the 

content of the deliverable being the responsibility of the deliverable lead. 

 

ACC will produce a pdf proof of the deliverable, which the deliverable lead will be responsible for 

reviewing. Only very minor text changes will be possible at this moment, as the text would have 

already been finalised at the end of Step 1. The review of the pdf proof will have a quick turnaround 

time, with these timelines being agreed in advance between ACC and the deliverable lead. 

 

ACC have kindly provided the following guidance: 

• FRONT COVER: 
o The deliverable lead (in conjunction with the WP lead) should send a publication title 

and a brief description of its contents, as well as some initial ideas to design the front 
cover, to ACC. In sending this email to ACC, you may wish to cover the following 
questions, in providing them with an appropriate overview of what the front cover 
should capture: 

▪ Is there any concrete action(s) the front cover should reflect? E.g., 
communication actions, innovative technology/methodology, teamwork, project 
the environment, boost the bicycle as sustainable means of transport… 

▪ Are there some potential elements or objects that may contribute to the front 
cover? E.g., governmental buildings, public transport, wind turbines… 

▪ Is any element that should NOT be in the front cover design? 

Timeline: This information on the front cover should be sent at least one month before 

submission date.  

 

• VISUALS: 
o Graphics and infographics: all data for graphics (including ideas to be shown in a visual 

way) will be collected in a Google spreadsheet 
o Icons: a brief explanation of a number of icons and ideas for each of them should be 

explained to ACC via e-mail 
o Images/photos: These files should be sent in high quality (minimum 800x800 pixels 

and at least 100k size). If there is no possibility to provide these images, ACC will find 
these in their images databases. 

Timeline: The previous information should be sent three weeks before submission date. 

 

• TEXT: 
o Final text will be sent in Google Docs or MS Word document, addressing the following 

points: 
▪ 1 working day for each 25 pages is needed. 
▪ 1 working day for 50-page corrections (covering 2 corrections rounds per 

publication). These amendments will be sent via Adobe reader edit tools and 
within the PDF formatted publication. 

Example: One 75 pages publication should be sent at least five days before 

the submission date 
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All email communications with ACC on matters of deliverable design and formatting must be sent to 

the designer (María Torres-Senés: creatividad@acentocomunicacion.com) and ACC’s main project 

contact point (Inma Garrido: europe@acentocomunicacion.com). 

 

5.3. Step 2B (non-public/confidential deliverables only) – Designing and formatting 

SSH CENTRE deliverables 

This subsection outlines the design and formatting of non-public/confidential deliverables, with the 

process for public deliverables being outlined in subsection 5.2. The ‘status’ (i.e., public, or non-

public/confidential) of each deliverable is outlined in the table in subsection 3.1. 

 

Confidential/non-public deliverables are not professionally formatted and branded by ACC. Rather, 

these deliverables will be submitted to the European Commission as a pdf (created from a MS Word 

document) which uses the standard confidential deliverable template. This document has used the 

confidential deliverable template. 

 

5.4. Step 3 – Submitting the deliverable to the European Commission (EC) 

Through their role as Administrative Coordinator, ACC are responsible for submitting deliverables to 

the European Commission (EC) via the portal. Through their role as Technical Coordinator ARU are 

responsible for the research integrity and quality of the project, so will oversee the deliverables 

submitted to ensure they are of standard. Prior to submission, the deliverable lead must sign-off on 

ACC’s finalised pdf. 

 

As well as uploading the deliverables to the portal, ARU/ACC will likely email the deliverable directly 

to the SSH CENTRE’s EC Project Officer for thoroughness. 

 

All deliverables will be uploaded to the SSH CENTRE’s MS Teams, in both the WP they correspond 

to as well as a folder in WP7. 

 

Deliverable deadlines are strict as they form part of the project’s contract. Whilst there may sometimes 

be a degree of flexibility in task deadlines, deliverable deadlines absolutely do not have this flexibility. 

Should there ever be a moment where a partner believes it is not possible to meet a deliverable 

deadline, then they must let ARU (and ACC) know as soon as possible as a matter of urgency. 

 

6. Internal processes before the submission of a milestone 

Compared to deliverables, milestone reports are typically shorter, more contained, and concise. 

Milestone reports are highly focused, for example presenting a resource to the consortium or offering 

proof to the EC that a particular activity has happened. As a consequence, despite the internal 

process of preparing and submitting a milestone sounding similar to the deliverables process, it is 

actually a more streamlined process. 
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6.1. Step 1 – Reviewing the milestone report 

To support the preparation of milestones, communication between the milestone lead and the WP 

leads (as well as ARU, if necessary) is required in advance of work on the milestone beginning. 

Typically, the milestone lead is also the task lead, but if not, the task lead should be involved in the 

communication as well. As a minimum, this communication must be an email exchange, but both a 

meeting and email exchange is ideal. Through this email exchange and/or meeting common 

expectations for the milestone should be agreed, and any internal deadlines to support completion. 

 

All milestone reports need to be reviewed by at least one individual based at a SSH CENTRE partner 

organisation. When sending the milestone document to the reviewer, ARU should be cc’d into the 

email. The reviewer cannot be a (co-)author of the milestone. It is expected that WP Leaders will take 

responsibility for reviewing milestones within their WPs, or to identify other reviewers where needed. 

All reviewers must be acknowledged in the information table at the start of the milestone document 

template (page 1). 

 

Reviews should be conducted as a critical friend, rather than a formal peer reviewer, thus there is the 

expectation for reviewers to be collegial and constructive. Tracked changes and hanging comments 

are to be used by reviewers when reviewing the deliverable. 

 

When conducting the review, reviewers should check that the milestone delivers against the 

commitments outlined in the DoA. It is also important to check that the content of the milestone report 

is clear and accessible to the European Commission (EC) and all members of the consortium. 

Considering the nature of the milestone reports, it is expected that the reviews should not be too time-

consuming. 

 

Upon completion of their review, reviewers are to email the MS Word document with tracked 

changes/hanging comments back to the milestone lead. Within the accompanying email, reviewers 

are to outline their headline comments on the document. The milestone lead will then act upon the 

review comments provided (with tracked changes on) and then submit an updated milestone to both 

the WP Leader and to ARU. When sending the edited milestone to the WP lead and ARU, the 

deliverable lead should outline how they have responded to the review comments in the 

accompanying email. 

 

All milestones are confidential – they are written for the European Commission (EC) and consortium 

members only. They will not be made public and as such will not be made available online. All 

milestone reports are to be written in the project’s standard template, which is also used for 

confidential deliverables (this report is written in the project’s standard template). 

 

Once the WP lead and ARU have signed-off the final MS Word document, then the milestone text will 

be approved and ready for submission (subsection 6.2). 
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6.2. Step 2 – submitting the milestone reports to the European Commission (EC) 

Milestone reports do not technically need to be submitted to the European Commission (EC) – there 

is no mechanism to do so on the portal. Rather, ACC ticks a box on the Portal to confirm that the 

consortium has achieved the milestone. As with the deliverables, for thoroughness, ARU/ACC will 

always send the milestone reports to the SSH CENTRE EC project officer by email. All milestones 

will also be uploaded to the SSH CENTRE’s MS Teams, in both the WP they correspond to as well 

as a folder in WP7. 

 

As with the deliverables, all milestone deadlines are strict deadlines with no flexibility as they are part 

of the project’s contract with the European Commission (EC). 

 

7. Advisory Boards 

The SSH CENTRE project has a commitment to run two Advisory Boards, one Business Advisory 

Board and one Citizen Advisory Board, who will feed into the framing of a number of activities across 

the project. Each of these Advisory Boards consists of five members who have been invited to take 

part either as business or as a citizen or representative of citizens with a track record of engaging in 

climate, energy, or mobility activities.  

 

7.1. Business Advisory Board Guidelines 

This project situates itself at the intersection between SSH academia, policymakers, the private 

sector, and civil society. Of these relationships, the one between the SSH and business is probably 

the most neglected and the least developed. There are manifold attempts to understand and support 

citizens' initiatives, while policymakers regularly rely on social sciences - at least its more positivistic 

branches - for policy sourcing and vetting. However, the connections between SSH researchers and 

entrepreneurs and R&D departments are more uneasy and less institutionalised. The starting point 

of this framework is that this status quo needs to be disrupted. There are lots of ways that 

businesses, especially those carving out new niches, can benefit from the lenses and other tools of 

the social sciences and humanities. The converse is also true too: the challenges of (trailblazing) 

companies can be uniquely enlightening of system characteristics for researchers trying to 

understand transitions. 

 

7.1.1. SSH CENTRE Business Perspective Framework 

It is the role of the Business Advisory Board (BAB) – and by extension DuneWorks’ particular charge 

– to make intelligible the particular needs and perspectives of people running a business for good. 

We believe a framework might help insights getting lost in translation. It should help consortium 

partners understand and write for their business audience. Below we present our initial version of this 

framework. We will submit it for review to the BAB whose members will likely allow us to meaningfully 

amend it with experiences and reflections. In January 2023, we expect to update this text that will 

serve SSH CENTRE for the next two years or so.   

 

The framework is built around the challenges innovative companies face. These challenges include: 

• Dealing with complexity and uncertainty. 
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o Putting together new value chains, working with minimally viable products, fledgling 
market segments and muddled user preferences put very specific demands on 
organisations. 

• Acquiring or developing the right skills and competencies for uncertain niches. 
o When things are not clear and they are not settled, you need skills that can help you 

uncover the information you need to thrive. In addition, you need a network of actors 
that can help you stabilise and embed new value propositions. 

o Work as part of such networks – loose collectives pushing for similar change – requires 
flexibility and adaptability. 

• Showing leadership in collaboration. 
o When new value propositions – products or services – experience difficulty getting a 

foothold in the market, then concerted action may be necessary to push the boundary. 
That requires collaboration and coordination. How to best take up a role in this? 

o One particular challenge is dealing with regulatory institutions and (local) executive 
branches of government. They have a key role to play in furthering better markets, but 
usually find it difficult to take up that role. Working for institutional change thus 
becomes a particularly big challenge for ambitious social entrepreneurs. 

• Co-creation in business development. 
o Similarly, developing new value propositions requires cooperation with (potential) 

users. They are more than passive recipients of products; they are stakeholders in new 
value creation. 

• Creating multiple values 
o Sustainable and responsible business development goes beyond mere financial value 

(whether in the shape of economy for clients or profits for the company). Social 
innovators strive for multiple value creation: value for multiple stakeholders as well as 
non-financial values, like environmental and social/community value, making sure that 
monetary values aren’t obtained at the cost of social and environmental ones. 
 

7.1.2. SSH and business relations in the future 

In working through such themes and making sure that we as SSH have something to say about them 

could be a laboratory in itself – a testbed for new relationship between business and SSH. Can the 

consortium and BAB develop an understanding and take joint steps forward? Then those steps will 

contain lessons for broader SSH and business communities as well. We will submit this question to 

both parties and crystallise it into a set of operationalised aspects with which we can experiment. 

 

7.1.3 Guidelines 

SSH CENTRE is committed to meaningful engagement of stakeholders, which the project considers 

as empowering stakeholders by facilitating their active roles in policy design. Putting in place a 

Business Advisory Board is one of the mechanisms we have designed to ensure meaningful 

engagement of the business community throughout the project and, ultimately, that content is well-

tailored for business.  

 

The management for this Advisory Board will be overseen by DuneWorks. The advisory board 

members are:  

• Roberta Dall’Olio, President, EURADA (Belgium)  
• Audrey Nugent, Head of Global Policy, World Green Building Council (UK) 
• Rod Janssen, President, Energy Efficiency in Industrial Processes (France) 
• Oliver Greenfield, Convenor, Green Economy Coalition (UK) 
• Adrian Joyce, Secretary General, EuroACE, (Belgium). 
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We ask that each advisor commits to 6 days of work between 01 September 2022 and 28 February 

2026 on the project. Those days will be spread out to complete a number of key tasks outlined below. 

There is flexibility in how much time is allocated to each task and DW will work with the advisory board 

to make it manageable: 

• By 22 January 2023: Attend an induction meeting about the project and the role of the 
advisory board. Agenda for this meeting: what is important in these partnerships that couple 
SSH with business? What would board members expect from SSH (as field and as Centre)? 

• Between November 2022 and January 2023: provide input to and sign off on the Advisory 
Board Guidelines (this document). These guidelines detail how the advisors will engage with 
the project. 

• Between December 2022 and February 2023: lightly input on a series of 1-page factsheets 
on engagement methods and tools (produced by the SSH CENTRE team).  

• Between May 2023 and December 2024, attend virtual meetings about how SSH can 
contribute to 11 Horizon Europe Cluster 5 partnerships. Contribute to the design of these 
meetings (May ’23-Sep ’23).   

• Between November 2023 and February 2024: engage with Early Career Researchers to 
sharpen key challenges they will be working on within six City Hubs.  

• Between February and May 2024, provide input for, and be present at, a virtual symposium 
that will present early findings on how to strengthen networks across climate, energy and 
mobility communities. 

• Between October 2024 and November 2025: help ensure the sustainability of SSH 
collaboration after project’s end, e.g., by identifying new opportunities for collaboration, to 
make sure open scientific and educational resources are accessible and useful to business, 
and stipulating conditions for business exploitation potential of this project’s results. 

• Throughout the project: engage with the consortium via e.g., video-recording answers to 
questions from consortium partners ahead of consortium meeting; online attendance to 
relevant sessions of consortium meetings. 

• Throughout the project: there will be other opportunities to be involved with the project and 
DW will discuss those with advisory board members at the induction meeting and at yearly 
catch-up meetings (e.g., foreword or afterword for one of the edited books)  

DW will set up relevant meetings, invite advisory board members to relevant meetings and provide 

detailed guidance on all those activities throughout the course of the project.  

7.1.4 Contractual and budgetary considerations for advisory board 

€7,500 is included in the budget for the Business Advisory Board, which boils down to €1,500 per 

member. We expect each advisor to contribute up to 6 days to the project (1 day = 7.5 hours; each 

day amounts to €250). In principle, all interactions will be virtual.  

 

We envisage a payment schedule of three pay-outs (see below). Payments will go through 

DuneWorks. In due time board advisors will be asked to sign a contract with DuneWorks. Come the 

designated moment for payment, DuneWorks will email the advisors to notify them that they need to 

confirm their time spent working on the project at a given date. The payment schedule and the list of 

work to be completed for each payment will be confirmed by email with each of the advisors. As part 

of this process, and in consultation and agreement with board members, we will set a number of 

expected hours per task ahead of time. 
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In terms of the indicative payment schedule, we would recommend the following, noting that the exact 

list of tasks for each payment will be confirmed by email with advisors:  

Payment 1 - for contributions to the factsheets on citizen and user engagement as well as the 

help with an SSH approach to the EU’s Cluster 5 partnerships (around September 2023) 

Payment 2 - for contributions to the virtual symposium on co-fertilisation and for working with 

Early Career Researchers (around September 2024) 

Payment 3 - for identifying the long-term viability of vibrant SSH-business collaborations as 

well as attendance at any relevant meetings (around September 2025) 

 

7.2. Citizen Advisory Board Guidelines 

SSH CENTRE is committed to meaningful engagement of stakeholders, which the project considers 

as empowering stakeholders by facilitating their active roles in policy design. Putting in place a Citizen 

Advisory Board is one of the mechanisms we have designed to ensure meaningful engagement of 

citizens into the project.  

 

The management for this Advisory Board will be overseen (as budget holders) by ARU. The advisory 

board members are:  

• Marco Boaria, ALDA Director (Belgium) 
• Eva Bordos, DemNet Managing Director (Hungary) 
• Beth Doherty, 2019 Irish Youth Assembly member (Ireland) 
• Karolina Siemlat, climate assembly member in Poznań (Poland) 
• Anna Pellizzone, Giannino Bassetti Foundation (Italy) 

 

We ask that each advisor commits to 6 days of work between 01 September 2022 and 28 February 

2026 on the project. Those days will be spread out to complete a number of key tasks outlined below. 

There is flexibility in how much time is allocated to each task and ARU will work with the advisory 

board to make it manageable: 

• By end of January 2023: Attend an induction meeting about the project and the role of the 
advisory board.  

• By end of November 2022: comment/sign off on advisory board guidelines detailing how the 
advisors will engage with the project. 

• Between September 2022 and February 2023: lightly input on a series of 1-page factsheets 
on engagement methods and tools (produced by the team). 

• Between January 2023 and March 2025: input during development of videos and infographics 
on Social Science and Humanities tools and dialogue aids. 

• Between April 2023 and February 2024: discuss and review the design of focus groups on 
how citizens engage (or not) with the priorities identified by the 4 relevant EU Missions (i.e. all 
missions but Mission 2 on cancer). 

• Between November 2023 and February 2024: engage with a number of Early Career 
Researchers to sharpen key challenges they will be working on within six city hubs. 

• In February 2024: input into the planning and attend a Policy Insight event run by Friends of 
Europe on citizen engagement strategies for Horizon Europe (attendance online, or if any 
advisor is Brussels-based, they would be welcome to attend in person). 

• Throughout the project: engage with the consortium via e.g., video-recording answers to 
questions from consortium partners ahead of consortium meeting; online attendance to 
relevant sessions of consortium meetings. 

https://research-and-innovation.ec.europa.eu/funding/funding-opportunities/funding-programmes-and-open-calls/horizon-europe/eu-missions-horizon-europe_en
https://research-and-innovation.ec.europa.eu/funding/funding-opportunities/funding-programmes-and-open-calls/horizon-europe/eu-missions-horizon-europe_en
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• Throughout the project: there will be other opportunities to be involved with the project and 
ARU will discuss those with advisory board members at the induction meeting and at yearly 
catch-up meetings (e.g., foreword or afterword for one of the edited books)  

ARU will set up relevant meetings, invite advisory board members to relevant meetings and provide 

detailed guidance on all those activities throughout the course of the project.  

7.2.1. Contractual and budgetary considerations for advisory board 

Each advisor is expected to contribute up to 6 days to the project (1 day = 7.5 hours). We have set 

aside a budget of €250 per day for 6 days per advisor, over the course of the project. No travel costs 

are budgeted for, and it is expected that all interactions will be virtual.  

 

At each point of the suggested payment schedule (see below), ARU will email the advisors to notify 

them that they need to confirm their time spent working on the project at a given date. The advisors 

will then confirm this and provide their bank details for ARU to pay them directly. The payment 

schedule and the list of work to be completed for each payment will be confirmed by email with each 

of the advisors. As part of this process, and in consultation and agreement with board members, we 

will set an amount of expected hours per task ahead of time.  

 

In terms of the indicative payment schedule, ARU would recommend the following, noting (1) that the 

exact list of tasks for each payment will be confirmed by email with advisors, and (2) that each 

payment will equate to around 2 days of work:  

Payment 1 - feedback on focus groups on how citizens engage; attendance at relevant 

meetings (around September 2023) 

Payment 2 - input and attendance in the Policy Insight event and engagement with ECRs; 

attendance at relevant meetings (around September 2024) 

Payment 3 - input in videos and infographics for the project; attendance at relevant meetings 

(around September 2025) 

 

8. Open Science/Education Plan 

8.1. SSH CENTRE's strategic orientation towards Open Science and Education 

Open Science and Open Education are central to the SSH CENTRE's role in driving forward the 

transitions and generate best practice for SSH policy advice across city, Member State and EU level, 

and improve the SSH-STEM collaboration approaches. 

The SSH CENTRE has a strategic orientation towards Open Science and Education, in line with the 

FAIR (Findable, Accessible, Interoperable, Reusable) guiding principles. Therefore, wherever 

possible, open source tools (e.g. repositories, platforms, software) and processes will be planned and 

implemented to enable interested stakeholders to reuse, remix, revise and redistribute the research 

and educational materials and other resources, created by the SSH CENTRE users/members. 

Open Science and Open Education dimensions will be carefully considered in planning and 

implementation of the project's communication, dissemination, and exploitation activities. Special 

attention will be given to the political, economic, social, and technical drivers and challenges behind 

the findability, accessibility, interoperability, and reusability (FAIR) of research results and connected 
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(open) educational resources. A specific section of the Plan for dissemination, exploitation, and 

communications (D6.1) will be focussed on the different dimensions of Open Science and Education, 

integrated in project activities. The dissemination activities will not only promote the content of the 

SSH CENTRE but also the open and collaborative process itself, contributing towards efficient open 

approaches of related cluster 5 Horizon Europe projects. 

 

8.2. Connecting three forms of openness 

Open Science represents an approach to research that is collaborative, transparent, and accessible. 

It encompasses a wide range of activities, including (but not limited to) Open Access publishing, Open 

Data, Open Notebook, Open Peer Review, and Open Education. Data, findings, tools, and methods 

need to be readily and freely available in order for all communities to play their full part in moving 

towards a net-zero world as rapidly as possible. 

To reflect our commitment to Open Science, three forms of openness will create a strong value 

proposition and increase SSH CENTRE's societal value: 

o Open Access 

o Open Research and 

o Open Education. 

Connecting and meaningfully overlapping these forms of openness will provide considerable added 

value, enabling innovation, improvement of quality, and expansion of knowledge domains, related to 

the SSH CENTRE and across SSH-STEM collaborations. The synergistic overlaps between Open 

Science and Open Education will benefit both the SSH and STEM community to overcome 

fragmentation on Energy, Climate and Mobility issues. 

Open Science practices, related to all three forms of openness, will be embedded in several of the 

SSH CENTRE's project activities. 

 

8.3. SSH Open Knowledge Platform 

The central deliverable, related to the realisation of SSH CENTRE's openness, is the SSH Open 

Knowledge Platform (D6.2). It will be built on the SSH CENTRE's initial website where several 

additional educational, awareness-raising and networking features will be introduced to create an 

interactive collaboration space. The Open Knowledge Platform will support researchers and other 

interested stakeholders to find, share and produce the knowledge they need to stimulate effective 

collaborations between transition-focussed SSH and STEM.  

Educational and awareness-raising content will be freely accessible, and selected parts will be offered 

as OER (Open Educational Resources) that are ready for use, reuse, remix and other forms of 

adaptation tailored to stakeholders' research, educational, community, business or other needs. 

Additional features will be developed for the SSH CENTRE members as registered users, e.g., 
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content recommendations, based on the interests expressed in the registration process, and 

networking and collaboration opportunities across SSH and STEM. 

 

8.4. Training for the improvement of researchers' Open skills 

There are two major open collaborative tools planned to train the researchers and other interested 

project stakeholders in Open Science and Open Education: 

• Open online course, preceded by an interactive webinar and 

• Guidebook for Cluster 5 projects on ‘How to go Open’ (D5.4), which will be translated into at 

least 5 non-English languages. 

Both tools will be developed with the aim for the researchers to be more aware of the benefits of Open 

and better trained to practise Open Science and Open Education, as this increases the potential to 

fundamentally change the way research is performed and disseminated, fostering a scientific 

ecosystem in which research gains visibility, is shared more efficiently, and is performed with 

enhanced research integrity. 

The following categories of researcher's Open Science skills will be covered in this training: 

• Skills and expertise necessary for Open Access publishing, including technical/library 
research support and open publication literacy skills 

• Skills and expertise regarding Open Research, including early sharing of preprints and open 
peer-review 

• Skills and expertise to practise Open Education and create OER – Open Educational 
Resources. 
 

9. Gender Action Plan  

9.1 Rationale 

To consider gender aspects, a project Gender Action Plan will be developed. It refers to the framework 

set by the EC for developing Gender Equality Plans (GEPs) in research institutions as a requirement 

to access European research funds. The EC identifies four mandatory building blocks and five 

thematic areas of Gender Equality Plans. 

The four building blocks are a) the publication of formal documents on the institution´s website, b) 

having dedicated resources on equality within the organisation, c) collecting and monitoring gender-

disaggregated data, and d) having internal training and capacity-building activities on equality and 

diversity. The five recommended thematic areas are i) work-life balance and organisational culture, 

ii) gender balance in leadership and decision-making, iii) gender equality in recruitment and career 

progression, iv) integration of gender into research and teaching, and v) gender-based violence and 

sexual harassment. 
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Although not all the components listed above can be directly applied to the project (since they were 

designed to be implemented in research institutes), they all contribute to identifying the basic 

orientations of SSH CENTRE Gender Action Plan 

 

9.2. Basic orientations 

Publication of formal documents. SSH CENTRE's commitment to gender equality should be public. 

Therefore, it should be made explicit in the communication activities carried out within the project. 

This does not imply that the content of the action plan (which is part of a confidential deliverable) 

should be disclosed. However, it is important to make public the fact that the project is engaged in the 

realisation of a project-level Gender Action Plan. 

Dedicated resources. The project cannot allocate dedicated resources for the implementation of the 

Gender Action Plan. However, within the already planned activities and the limit of allocated 

resources, additional effort should be ensured, when necessary, to implement the project's action 

plan.   

Disaggregated data. SSH CENTRE is not a research project. However, WP3 includes some 

research activities implying the collection of data. In such cases, the use of gender-disaggregated 

data (when available) is required. 

Training and capacity building. Training activities (focused on knowledge brokerage) are 

concentrated in WP3. A training module on gender variables should be included.  

 

9.3. Thematic areas 

Work/life balance. The project is developed with teams located in different working environments. 

Therefore, as for work/life balance, national and organisation-wide regulations and procedures will be 

followed. However, recognising the relevance of this area and aligning with European policies, all 

meetings (online and offline) and communication (e.g., e-mails) must take place at times compatible 

with family life (and thus within normal working hours) and on weekdays (taking into account national 

holidays). This applies both to activities within the project team and to those involving external 

persons. 

Gender balance in leadership and decision-making. This area mainly concerns the gender 

composition of the project team and the creation of the Citizens' Advisory Board and the Business 

Advisory Board. As far as the gender composition of the project team is concerned, this has already 

been taken into account in the project proposal. However, verifying that an appropriate gender 

balance is maintained over time might be useful. Regarding the two advisory boards, they have 

already been established. Jointly, they include 6 women and 4 men, although the gender distribution 

in one board is unbalanced. However, the overall composition of the boards matches the criterion 

adopted also for recruitment (see below) according to which at least 30% of the members should 

belong to the less-represented gender.  
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Recruitment. Under the project, this area mainly concerns the recruitment of Early Career 

Researchers (ECRs) (WP3), and speakers in the training activities, symposia, workshops and events. 

In these cases, at least 30% of the members should also belong to the less-represented gender. This 

threshold is lower than usually recommended (40%) but considers both objective difficulties to reach 

the target and the temporary nature of the project. However, a percentage closer to 50% is strongly 

recommended. 

Gender into research. This area touches on many project products, including literature briefs, book 

chapters, small projects, events, and videos. Under this area, the gender dimension should be 

considered; otherwise, it would be important to explain why it is not relevant. The gender composition 

of any panel (workshop, interviewees, focus group, etc.) should be balanced as far as possible, also 

adopting an intersectional perspective. This allows the different standpoints to be represented and 

should increase the quality of the research products. 

Gender-based violence and sexual harassment. No specific procedures or targets have been 

established in this area. Whenever possible, reference will be made to the procedures adopted in the 

organisation (whether one of the project partners or not) where situations of gender-based violence 

or sexual harassment are reported. WP Leaders are however invited to pay special attention to this 

aspect during the implementation of project activities. 

 

9.4. Specific activities 

To facilitate the implementation of the action plan, in the following tables the activities are listed where 

the components described above are particularly relevant. 

9.4.1. Publication of formal documents 

Task Activities where the engagement of the project could be made explicit 

6.1 The Plan for dissemination, exploitation and communication developed under T6.1.1 

6.2 The project website developed under T6.2.1 (it should include a public statement about the 

consideration of gender equality issues in the project and the adoption of a Gender Action 

Plan) 

 

9.4.2. Use of gender-disaggregated data 

Task Activities where gender-disaggregated data should be used, when available 
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3.3 Small projects related to the hubs’ strategic decarbonisation 

 

9.4.3. Training and capacity-building activities 

Task Activities where a training module on gender variables should be included 

3.2 Online training for ECRs under T3.2.3 

 

9.4.4. Gender balance in leadership 

Task Activities where the gender composition is relevant (at least 30% of the participants 

should belong to the less-represented gender and a % closer to 50% is to be sought) 

7.2 Gender composition of the Citizen Advisory Board established under T7.2.3 

7.2 Gender composition of the Business Advisory Board established under T7.2.3 

 

9.4.5. Gender balance in recruitment 

Task Activities where the gender composition is relevant (at least 30% of the participants 

should belong to the less-represented gender and a % closer to 50% is to be sought) 

2.1 Collaborative teams involved in the experiments across epistemic cultures  

2.3 Speakers at the virtual symposium 

3.1 ECRs recruited under T3.1.1 to participate in knowledge brokerage activities 
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3.2 Speakers at the training under T3.2.3 

3.3 Speakers at the hub workshops 

5.3 Speakers at the 3 Policy Insight transdisciplinary events under 5.3.1 

5.3 Speakers in the final multi-stakeholder conference under 5.3.3 

6.3 Speakers at both the networking session and the 1-hour daytime debate with EU/city 

policymakers, businesses and civil society 

 

9.4.6. Integration of gender into research and teaching 

Task Activities where gender aspects should be considered (A) or in which the gender 

composition is relevant (B) (at least 30% of the participants should belong to the less-

represented gender and a % closer to 50% is to be sought) 

1.2 Development of 10 literature briefs (A) 

1.2 Interviews with 20 relevant project/community leads for the development of the literature 

briefs under T1.2.1 (B) 

1.2 Interviews with15 HEU policy stakeholders under T1.2.2 (B) 

1.3 Evidence survey under T1.3.1 (A) 

1.3 The position statement on SSH support for S & CEE Europe (A) 
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1.3 Participants in the two workshops under T1.3.2 (B) 

1.3 Respondents (100) to the survey under T1.3.1 (B) 

2.1 Participants in 30 collaborative teams involved in the development of recommendations (B) 

2.2 The 30 chapters produced under this task (A) 

2.3 The 7 online articles produced under this task (A) 

3.3 The small projects related to the hubs’ strategic decarbonisation aims (A) 

3.3 The short briefings of the findings of small projects (A) 

4.1 The first and second presentations on the project’s offering and findings for SET-Plan (A) 

4.2 Participants in the 4 series of focus groups (B) 

4.2 Participants in the 4 online live panels (B) 

4.3 The analysis of the Strategic Research & Innovation Agendas (A) 

5.1 The reflexive workshops under T5.1.1 (A) 

5.1 The Research and Innovation Agenda for the EC (A) 
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5.2 The 3-hour webinar on the basics of Open Science and Open Education and the 2-hour self-

paced open online course under T5.2.1 (A) 

5.3 The long-term plan for SSH CENTRE under T5.3.2 (A) 

5.3 Participants in the focus group series involving 40 EU citizens under 5.3.3 (B) 

5.3 Participants at the 3 Policy Insight transdisciplinary events under 5.3.1 (A) 

5.3 Participants in the final multi-stakeholder conference (A) 

6.2 The 40+ videos published under T6.2.2 on the SSH CENTRE YouTube account (it is 

recommended that one video is devoted to gender equality issues crosscutting the project 

content) (A) 

6.2 The quarterly newsletter established under T6.2.2 (A) 

 

9.5. Implementation and monitoring 

The measures included in the action plan will be presented and discussed with the project Consortium 

Members. The partners will be responsible for applying the measures to the tasks they lead based on 

the tables above and will report on their application in the consortium meetings (at least, six of them 

will be held during the project). If problems arise to meet the established target, the concerned 

WP/Task Leaders should take corrective measures, possibly with the support or under the 

coordination of the project leaders. If this is not possible, it will be necessary to identify the factors 

that prevented the achievement of the targets. 

Progress in the application of the action plan will be considered in both the internal progress 

monitoring reports (T7.4) and the periodic reports to the EC (T7.3). Furthermore, the achievement of 

the established targets will be reported, when possible, also in the reports relevant to the concerned 

WPs/tasks. 

10. Conflict Resolution Procedures 

Throughout the lifetime of the project, ACC and ARU (supported by the WP Leaders where 

appropriate) will take a proactive stance to dealing with any emerging conflicts in the consortium. The 
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intention is to address concerns when they arise, rather than waiting for problems to emerge that are 

detrimental to the project. In light of this, ACC and ARU encourage all partners to make contact should 

they wish to discuss any concerns and worries - these discussions will be treated confidentially. The 

establishment of positive working relationships will support the success of the project. Transparent 

and fair management, both in general and in response to conflict, can support this.  

All conflict resolution approaches, and mitigation strategies will be in accordance with the governance 

structure of the project (see section 6, p.9-14, of the project’s Consortium Agreement). 

In the case of conflict, the following procedure will be executed: 

• Problem solving discussions and negotiations between the relevant partner(s) and WP Leader 
(the Technical Coordinator, ARU, must be informed); if no solution achieved, then: 

• Mediation between relevant partner(s), WP Leader, Technical Coordinator, with active input 
from the Administrative Coordinator; if no solution achieved, then: 

• Discussion and decision within the General Assembly; if at least two-thirds majority decision 
is not achieved, and the conflict significantly affects the viability or scope of the project, then: 

• The Technical and Administrative Coordinators will seek advice (e.g., from other experienced 
Coordinators, Advisory Board members with relevant expertise, EC where appropriate). If a 
two-thirds majority decision is not achieved amongst WP Leaders, ultimately the Technical 
and Administrative Coordinators will make the final decision. The European Commission will 
immediately be informed in case additional steps become necessary. 

• Should any disagreements occur between the Administrative and Technical Coordinators, 
then the terms in the ARU-ACC bilateral Collaboration Agreement will be followed. 

Should additional problems still emerge that cannot be easily managed, project partners are 

encouraged to revisit the Consortium Agreement. Included below is an extract relevant to the 

settlement of disputes, which has not been paraphrased intentionally, as the precise wording of the 

Agreement would matter in dealing with such events): 

“11.8 Settlement of disputes 

The parties shall endeavour to settle their disputes amicably. 

Any dispute, controversy or claim arising under, out of or relating to this contract and any 

subsequent amendments of this contract, including, without limitation, its formation, validity, 

binding effect, interpretation, performance, breach, or termination, as well as non-contractual 

claims, shall be submitted to mediation in accordance with the WIPO Mediation Rules. The 

place of mediation shall be Brussels unless otherwise agreed upon. The language to be 

used in the mediation shall be English unless otherwise agreed upon. 

If, and to the extent that, any such dispute, controversy or claim has not been settled 

pursuant to the mediation within 60 calendar days of the commencement of the mediation, it 

shall, upon the filing of a Request for Arbitration by either Party, be referred to and finally 

determined by arbitration in accordance with the WIPO Expedited Arbitration Rules. 

Alternatively, if, before the expiration of the said period of 60 calendar days, either Party fails 

to participate or to continue to participate in the mediation, the dispute, controversy or claim 

shall, upon the filing of a Request for Arbitration by the other Party, be referred to and finally 

determined by arbitration in accordance with the WIPO Expedited Arbitration Rules. The 
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place of arbitration shall be Brussels unless otherwise agreed upon. The language to be 

used in the arbitral proceedings shall be English unless otherwise agreed upon. 

The award of the arbitration will be final and binding upon the Parties. 

Nothing in this Consortium Agreement shall limit the Parties' right to seek injunctive relief in 

any applicable competent court.” 

p.24, SSH CENTRE Consortium Agreement 

 

11. Ethics Regulations 

In accordance with ‘Article 14 - Ethics and Values’ of the Grant Agreement, as well as wider 

professional standards of best practice, this project has a duty to adhere to ethical concerns. Section 

2 of the Grant Agreement was written in accordance with likely ethics risks associated with the 

research activities to support ethical practice - it is highly recommended for partners to read this 

Section 2.  

 

ARU (with support from ACC) is leading on the development of the Data Management Plan (DMP) 

and Ethics Management Plan (EMP) which form the confidential deliverable D7.2 (to be submitted in 

December 2022 (M4)). The data management plan covers topics such as data storage and data 

processing, whilst the ethics management plan supports ethical research practices, including 

informed consent. Alongside the DMP and EMP, ARU is also arranging an ethics webinar which all 

partners are required to attend (MS7.2) which will provide in-depth information on all ethics and data 

management commitments and procedures.  

 

To support the preparation of the ethics deliverable and milestone, ARU will be working closely with 

its relevant ethics committee - ARU’s Global Sustainability Institute Departmental Research Ethics 

Panel. A formal ethics application will be submitted, which covers all project activities. As part of this, 

ARU will provide templates for participant information sheets (or equivalents) and consent forms to 

all partners, with these being used for all data collection and engagement methods that are planned 

throughout the project. These templates may require partners to input additional information to ensure 

the information sheet and consent form is tailored to their specific research activities, and data 

collection needs. The ethics webinar presented to the consortium will include information on how and 

when to use the different ethics templates provided.  

 

An initial ethics application has been submitted to cover the interviews, survey and workshops of WP1 

and any in-person events throughout the project. Due to uncertainties in the research activities being 

conducted within certain WPs commencing later in the project, such as WP2 where the teams 

conducting the research activities are yet to be completed, thus, there is the acknowledgement that 

further ethics applications will be submitted in due course. 
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Informed consent will be provided by participants by either: providing consent in writing (e.g., physical 

signature on form, or via email); ticking a box on a form; or verballing consent on an audio or video 

recording. 

 

12. Online, Consortium-Wide Data Management System 

It has been agreed that for the SSH CENTRE project the consortium members will use MS Teams to 

store and share important documents and information such as meeting agendas, meeting records 

and actions alongside final non-public deliverables and milestones. 

 

Each project work package has a folder where relevant information can be stored, here you can see 

the file structure in the MS Team all consortium members have access to: 

 

 
Figure 1: SSH CENTRE Microsoft Teams 

 

Using MS Teams also allows ARU (or other partners) to be able to post relevant information about 

project that needs to be shared with all the consortium, although most messages are still shared via 

email as a primary point of communication. 

 

Additionally, within the MS Team are pages with links to: (i) the Consortium contact list, (ii) Meeting 

Actions and (iii) the ongoing comms reporting form so all partners can find all the sheets and data in 

one place. Here is a screenshot of the different tabs available, and how the ongoing comms reporting 

tab looks: 
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Figure 2: SSH CENTRE Microsoft Teams Meeting Actions 

 

 
Figure 3: SSH CENTRE Microsoft Teams Monitoring of Activities 

 

For live documents that need several people to be editing them simultaneously the consortium will 

use other tools, such as Google Docs and Google Sheets, until they are completed at which point, 

they will be stored on MS Teams. 

 


