GUIDELINES FOR SETTING UP
SSH-ICT COLLABORATIVE
EVENTS:
ICT MAKERLAB METHODOLOGY

HubIT
TECHNOLOGY WITH AND FOR SOCIETY

Programme

Horizon 2020
Contract Number

769497
Duration

36 Months + 6 Months (extension)
Start

1st September 2017

www.hubit-project.eu
info@hubit-project.eu

MAKERLAB METHODOLOGY

LIST OF TABLES
Table 1: Effects expected of MakerLabs in different settings ................................................................................. 9
Table 2: Description of the various promotion channels ...................................................................................... 16
Table 3: Example of projects and their RRI dimensions........................................................................................ 24
Table 4: Template of a whiteboard to collect pitch ideas..................................................................................... 24
Table 5: What participants should be aware of during the event ........................................................................ 29
Table 6: The steps of the RRI self-assessment ...................................................................................................... 30
Table 7: Handout for the group discussion ........................................................................................................... 31
Table 8: Template for project assessment ............................................................................................................ 38

LIST OF FIGURES
Figure 1: The five RRI principles according to the European Commission.............................................................. 7
Figure 2: The Lab process ...................................................................................................................................... 11
Figure 3: Timeline for the pre-lab ......................................................................................................................... 12
Figure 4: Template of application form ................................................................................................................ 18
Figure 5: Timeline for lab ...................................................................................................................................... 20
Figure 6: Overview of the making process ............................................................................................................ 23
Figure 7: Example of an “assessment poster” ...................................................................................................... 33
Figure 8: Handout for documenting the discussion on RRI .................................................................................. 34

Page 3 / 45

MAKERLAB METHODOLOGY

TABLE OF CONTENTS

1.

WHY ORGANISING MAKERLABS ........................................................................................................... 5
BACKGROUND OF MAKERLABS METHODOLOGY .................................................................................................. 6
RRI: A CENTRAL ASPECT OF MAKERLABS ........................................................................................................... 6
WHO CAN USE THE METHOD? ......................................................................................................................... 7

2.

1.3.1.

What kind of participants can take part in the MakerLab? .............................................................. 8

1.3.2.

What kind of initiators benefit from the MakerLab? ........................................................................ 8

HOW TO IMPLEMENT A MAKERLAB? ...................................................................................................11
2.1.

2.1.1.

Selection of topic ............................................................................................................................. 12

2.1.2.

Selection of venue and needed material ......................................................................................... 13

2.1.3.

Promotion ........................................................................................................................................ 14

2.1.4.

Setting up a central registration platform ...................................................................................... 16

2.1.5.

Preparation of a starter-kit ............................................................................................................. 16

2.1.6.

Managing applications and recruiting participants ........................................................................ 17

2.1.7.

Prepare the travel arrangement and the logistic ............................................................................ 19

2.1.8.

Forming a jury and defining prices .................................................................................................. 19

2.2.

LAB .......................................................................................................................................................... 20

2.2.1.

Welcoming and Introduction ........................................................................................................... 20

2.2.2.

Making in small working groups ..................................................................................................... 22

2.3.

3.

PRE-LAB................................................................................................................................................... 11

POST-LAB ................................................................................................................................................ 39

2.3.1.

Publication of the results and dissemination .................................................................................. 39

2.3.2.

Reporting ......................................................................................................................................... 40

2.3.3.

Keep in touch with the participants? ............................................................................................... 40

ANNEXES ............................................................................................................................................41
3.1.

ANNEX 1: EXAMPLE OF CODE OF CONDUCT...................................................................................................... 41

3.2.

ANNEX 2: EXAMPLE OF CONFIDENTIALITY STATEMENT ....................................................................................... 43

Page 4 / 45

MAKERLAB METHODOLOGY

1. Why organising MakerLabs
The deployment of information and communication technologies (ICT) introduces radical
changes to our lives. Therefore, it is crucial that ICT innovations follow the expectations,
needs, and values of society—not only in a reactive way, but also proactively through
constructive, reflective, and critical interactions with social sciences and humanities (SSH).
Everyone is aware of the societal implications of Information and Communication
Technologies (ICT) development. However, only few attempts have been made to practically
tackle such issues during the early stage of research and development (R&D). This is therefore
the reason why the HubIT project aims to develop various kinds of practical collaborations
between ICT developers and social scientists.
But why bringing together SSH and ICT experts? We believe that there are several reasons
for that. Firstly, bringing social scientists in ICT innovations can make them better geared to
address social challenges. Through cooperation between SSH and ICT, ICT expert might
become aware of specific social problems and design ICT solutions to address them.
Secondly, cooperating with SSH enable to bring the social science perspective, and therefore
the variety of society’s interests into ICT development. Through that, important bias, as it has
been already discussed in the case of algorithm bias1, might be avoided or corrected. As
argued by Alison Parish in a talk entitled “programming is forgetting: Toward a new hacker
Ethics”2 the process of programming or digitizing left much of the work forgotten instead of
taking with it “the richness of the world”. By fostering collaboration between SSH and ICT
experts, for instance through collaborative experimentations, we see a huge potential in
bringing the values of society in ICT development and avoiding technological bias, and finally
making these developments more responsible. Finally, SSH stimulate processes of
responsible ICT innovation by supporting anticipation, inclusion, reflexivity and
responsiveness during the innovation process3
This document presents the Methodology for ICT interactive labs (hereinafter referred to as
MakerLabs). It provides practical guidelines for the organizers of the various activities by
delving into the particular aspects of each phase of the MakerLab process. Ultimately, the
developed methodology is to be tested and replicated in various context in order to be used
as a stand-alone methodology.

1

Kleinberg, J., Ludwig, J., Mullainathan, S., & Sunstein, C. R. (2018). Discrimination in the Age of Algorithms.
Journal of Legal Analysis, 10, 113-174.; Kleinberg, J., Ludwig, J., Mullainathan, S., & Sunstein, C. R. (2018).
Discrimination in the Age of Algorithms. Journal of Legal Analysis, 10, 113-174.
2
http://opentranscripts.org/transcript/programming-forgetting-new-hacker-ethic/
3
Stilgoe, J., Owen, R., & Macnaghten, P. (2013). Developing a framework for responsible innovation. Research
policy, 42(9), 1568-1580.
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1.1.

Background of MakerLabs methodology

The MakerLab methodology takes stock on already existing schools of thoughts and
initiatives: The maker culture, the critical making and the FabLab movement. The maker
culture, which is close to the DIY culture, focuses on the creation and tinkering of physical
objects where participants can learn and develop practical skills. Critical Making combines
critical thinking with hands-on productive digital activities. Through critical making, the focus
is more on the process of making than on the output of the process. It aims to "to use material
forms of engagement with technologies to supplement and extend critical reflection and, in
doing so, to reconnect our lived experiences with technologies to social and conceptual
critique4 (Ratto, 2012). In order to make critical making more concrete, Labs were organized
with the goals of enhancing collaboration, communication and engagement with the critical
making process. Finally, the methodology of our MakerLabs relies on the setting of the Fab
Labs, which are small scale workshops enabling digital fabrication, by providing participants
with all the material necessary for digital fabrication. In contrast to mass production, Fablabs,
which started as a grassroots movement, enable to empower individual and to design
products in line with local or personal needs.

1.2.

RRI: A central aspect of Makerlabs

Responsible Research and Innovation (RRI) is a term used by the European Union's
Framework Programmes to describe scientific research and technological development
processes that take into account effects and potential impacts on the environment and
society. The European Commission defines Responsible Research and Innovation as “an
approach that anticipates and assesses potential implications and societal expectations with
regard to research and innovation, with the aim to foster the design of inclusive and
sustainable research and innovation5”[1].
In contrast to other kinds of practical collaborations, such as for instance classical
hackathons, MakerLabs are therefore aimed to provide a setting which enables
interdisciplinary collaboration through constructive, reflective, and critical interactions with
social sciences and humanities (SSH) in order to achieve responsible research and innovation
(RRI) in ICT development. To put it another way, the aim of such labs is to enact RRI principles
in the process of innovation through making and reflecting on making. Concretely, bringing
RRI in ICT development means taking the principles described in figure 1 during the
innovation process into account:

4

Ratto, M. &Ree, R. (2012). "Materializing information: 3D printing and social change". First Monday. 17 (7)

5

https://ec.europa.eu/programmes/horizon2020/en/h2020-section/responsible-researchinnovation
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Figure 1: The five RRI principles according to the European Commission

1.3.

Who can use the method?

This methodology is going to be tested in various contexts and is expected to be easily
replicated indifferent settings of interdisciplinary collaboration. Usually there are 3 parties
involved in a participatory activity like the MakerLab:
▪

An initiator, who has an interest in bringing people together

▪

Participants, who join the activity

▪

A neutral facilitator who organizes and moderates the activity. Sometimes the initiator
is very experienced in carrying out suchlike activities and also takes the role of the
facilitator.

The MakerLab is designed in a way that various
kinds of initiators can make use of the method and
various kinds of participants can take part in it.
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1.3.1. What kind of participants can take part in the MakerLab?
As the MakerLab is about interdisciplinary collaboration in a low-level tech-project, the main
question is, how to compose your group. In general, there should be a balance between
participants
1) with tech background, i.e. people with basic knowledge in coding and/or electronics.
In HubIT the focus is narrowed to people who are specialized in ICT technologies.
2) without tech background, i.e. people who have any other specialization. In HubIT the
focus is narrowed to people who are specialized in Social Sciences and/or Humanities
(SSH). However, for “making” some knowledge in design is also very helpful.
3) eventually: from different demographic and socio-cultural background, such like age,
sex, nationality, social class etc.

The participants do not necessarily have to be experts. For instance, the workshop can be
well run with kids or students who naturally have a mixed set of interests and talents. As it
was advanced in the context of the event in Tel-Aviv, organising such kind of collaborative
events with young people might even contribute to inscribing RRI in their DNA: However, in
this case the facilitator should adapt presentations, work tasks etc. to the knowledge level of
the participants.

1.3.2. What kind of initiators benefit from the MakerLab?
There is basically no limitation concerning who can initiate a MakerLab. The question is
rather: Which initiator is interested in the effects of a MakerLab?

Independently from the setting the MakerLab is
always fostering cross-learning and thus
broadening of participants’ minds on the one
hand and on the other hand leading to the
creation of an object which combines technical
innovation with societal concern.

Additionally, some context related effects can be created in differing settings that come with
differing initiators:
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Initiator

Participants

Public bodies

Citizens

(municipalities,
administrations
etc.)

(Open set of
participants with
mixed
characteristics)

Higher
education

Students
Researchers

(universities,
research
institutions etc.)

Schools

Effects
➢ Increase trust in public
authorities
➢ Democratization
political education

and

➢ Team
building
Networking

/

➢ Ideas for research projects
➢ Awareness raising toward
Responsible Research and
Innovation or, at least,
some dimensions.

Pupils

➢ Promotion of technical
and natural sciences
➢ Democratization
political education

and

➢ Awareness raising toward
Responsible Research and
Innovation or, at least,
some dimensions.

Big institutions

Staff

(Firms, NGOs,
administrations
etc.)

from different
divisions

➢ Team
connectivity
divisions

building,
between

➢ New
or
improved
products and services
➢ Lower transaction costs
➢ New
vision/discourse/narrative

Networks

Actors

➢ Networking

(loose or
institutionalized)

with shared
interests

➢ New
or
improved
products and services
➢ New
vision/discourse/narrative

Table 1: Effects expected of MakerLabs in different settings
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The list is should not be considered as exhaustive. Many more kinds of initiators could use the
MakerLab and create other effects. It depends on how the initiator is building the setting.
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2. How to implement a MakerLab?

Figure 2: The Lab process

As summarised in the figure above, the MakerLab process is divided into 3 stages: the Prelab, the Lab and the Post-lab, each including several activities for organisers and participants.

2.1.

PRE-LAB

The pre-lab is the first stage of the MakerLab. With the main goal of ensuring the smooth
running of the lab and the good preparation of the participants, this stage encompasses
activities that take place before the actual event. The figure below illustrates a possible
timeline for the pre-design period.
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Figure 3: Timeline for the pre-lab
The following sections elaborate on the components of the pre-lab phase.

2.1.1. Selection of topic
MakerLabs can have a specific overall topic, meaning that small working groups should design an
object focusing on a certain theme, e.g. sectors like health, energy, artificial intelligence etc. or
environmental or social challenges like e.g. climate change, job quality, hyperconnectivity of young
people, privacy issues etc. However, to have such a MakerLab topic is not mandatory6 and the event
can also happen in a more open way, that is, where participants choose themselves what kind of
problems/issues they want to address.
A must of a MakerLab is that small groups and their objects respect the following two conditions:
1) Participants from ICT (Information and Communication Technology) and SSH
(Social Science and Humanities) should both play a role in the group work by
contributing to
➢ the creation of the object or a prototype
➢ the creation of additional material like poster, presentation etc.

6

Concrete topics of the working groups are anyways chosen bottom-up by the participants themselves. The
procedure for defining a topic within each group is described below in the chapter “Pitching of ideas and
group building”.
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2) RRI (Responsible Research and Innovation) must in the group work be addressed
by either
➢ Pointing to a societal or environmental problem or
➢ Providing a prototype solution for suchlike problem or
➢ Illustrating impact or effects of suchlike problem, e.g. on certain segments
of society

2.1.2. Selection of venue and needed material
In contrast to other kinds of sprint-like events, such as for instance the designathons, the
choice of the venue is a central prerequisite for the successful running of the Makerlab.
Indeed, as makerlabs aim to support working groups in the realisation of concrete prototypes
or objects, it is central that the organisers rely an adequate infrastructure. Venues like maker
spaces often provide some working material when you book them, however, sometimes you
need to bring them as an organizer to the event place. This is a non-exhaustive list, of what
you will need to enable a productive collaboration when creating a (potentially smart) object:
➢ Infrastructure
➢ Internet Access
➢ Useful Tools like e.g.
➢ 3D Printer
➢ Laser Cutter
➢ Electrical engineering
➢ Professional personnel with the credentials to use the tools, who can
support the teams and ensure work safety.
➢

Basic working material

➢ wood or plastic for making boards or boxes etc.
➢ Microcontrollers (e.g. arduinos)
➢ Space for
o

plenary sessions

o

small group work

➢ Food & beverages
Venue should comply with RRI requirements such as gender (not sex), the needs of people
with disabilities, pregnancy etc.. For instance, the organiser can make sure that the location
follows the European Accessibility Act (EAA) and enable people with disabilities to fully
participate in the event in a safe and accessible environment.
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Most likely you will cooperate with another institution – probably a makerspace, a Fablab or
a university – to fulfil the MakerLab venue requirements. Make sure you start early enough
with setting up this cooperation since it might be challenging to find a suitable partner. In
order to anticipate, please think also about asking participants soon enough if they have
specific material needs for the realisation of their project.

2.1.3. Promotion
Promotion activities are a central part of the organisation of the Makerlabs in order to ensure
that enough participants take part in the event. Therefore, it is important to increase the
visibility of the event on both the national and international arenas. Promotion of the events
can occur at different levels depending on its scope: at the international/European level in
order to attract participants from various national contexts and secure the European
dimension of each event. In parallel, a promotion at the local level is expected to take place
in order to secure a well-balanced mix of participants
The promotion usually happens in 2 steps:
➢ Save the date: should be sent around 2 months before the event takes
place. Rough information should be distributed, including at least:
➢ Date and time
➢ Location
➢ Goal and process
➢ Conditions for participation
➢ Timing of registration (from when to when it is possible to apply)
➢ Prices
➢ Invitation with all relevant information on the event. Around 3-4 weeks
before the event takes place, more detailed information should be given.
On the one hand, the invitation should present the necessary information
on date and venue and reimbursement conditions of the event, as well as
the contact of the organisers in case potential interested participants have
specific questions on the event. On the other hand, this invitation should
explain the goal and the process of the event, what it is expected from the
participants, and what will they get out of it. This means that the
organisers should have a clear idea of the topic of the event, have
developed a rationale that is understandable to everyone. It is here
especially important to use a clear wording and avoid concepts that are
just used by specific experts.

Some general hints for the promotion of MakerLabs:
Target the participants you want to have at your event. Since makerlabs need participants with
various backgrounds that are going to work together during almost 3 days, the selection of
participants is very crucial. Targeting the participant can be done in different ways.
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1) Firstly, by directly inviting people from your direct or indirect network to the
event. You can for instance approach potential participants you know might
be interested in such an event and ask them to forward the invitation within
their network. In that way, you can create a snowball effect and increase the
potential number of applications coming not only from your direct network
and but also from the networks of your direct network.
2) Secondly, you can set up an open call for applications and publish/diffuse it
on an event-age but also through various mailing lists or social networks (such
as linkedin) in order to increase the number of potential applicants. This
strategy might require more effort both in the promotion and in the selection
of the participants.
3) Thirdly, get in touch with various institutions that might be interested in you
event and can act as multiplicators. Universities are especially good
candidates for that as they can reach out a great number of students or
alumnus with both ICT and SSH backgrounds. But depending on the general
theme of you event, there might be further institutions that can help in
promoting you event directly to their members.

Select the channels you want to use in order to promote your event. Several channels can
be used to promote the events. Depending on the channel chosen, the format of the
invitation might need to be changed/adapted.
Channels
Emailing

This is the most common and effective way of promoting the event by
writing directly an invitation to a list of targeted potential participants. A
template for a standard email can be found in the next figure.

Event-Page

An event page needs to be created very soon in order to present on a static
page all the information on the event and even enable participants to
register from there. Event page can be set up as a stand-alone page or
integrated into another webpage, such as the webpage of a project for
instance. Event page enable invited participants to find more information
on the event and also help build up search engine optimisation with
google.

Social Media

Social media are also an important instrument for spreading the
information on the event. As such, social network sites, such as Facebook,
Twitter, and Linkedin are central for the promotion of the event in a short
and direct way. Social media can also refer to the event page in order to
inform potential interested participants. These social media can also be
used during the event in order to make an up-to-date promotion.
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Mailing
lists Using mailing lists and newsletters from specific SHH or ICT communities
and newsletter can be useful in order to diffuse information about the event and increase
the participation of various kinds of experts beyond the internal network
of the organisers.
Other pages

You can also use web pages from other partners of projects in order to
promote you event. Also you can use pages such as Evenbrite in order to
promote the event and also make participant register.

Other events

Finally, you can also promote your event at other similar events, where you
know that you might meet potential interested participants. In that
occasion, you can rely on flyers with the important pieces of information
on your event.

Table 2: Description of the various promotion channels

2.1.4. Setting up a central registration platform
Setting up a platform for the event can serve several functions:
▪

It can enable organisers to gather all the information necessary for potential
participants and interested stakeholders on one page, as an internet event page
would do.

▪

In addition to that, you can also set up a platform in order to enable participants to
register online, and/or to have the possibility to publish their first ideas and
exchange on it prior to the event. In that case, teams might be built up before the
beginning of the event.

Example of tools that can be used during such an event in order to centralise the information
and application is Zoho Backstage (a tool for event management). Another example of tools
that can be used during such an event in order to support collaboration prior to the event is
Etherpad (a collaborative real-time editor, allowing authors to simultaneously edit a text
document, and see all of the participants' edits in real-time), or discord (an online
communication platform). Such tools can be useful to enable participants (especially from
different geographical regions) to exchange and discuss ideas with each other before the
event. Teams might also emerge out of such online discussions. Moreover, drafting first ideas
prior to the event enable organisers to see what kind of materials would be needed for the
realisation of the projects.

2.1.5. Preparation of a starter-kit
In order to get the participants prepared for the makerlabs, a starter-kit should be prepared
by the organisers. This starter kit is expected to provide participants with all the necessary
information related to the makerlab and the specific topic that will be addressed during the
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event. This starter kit will enable participants to get acquainted with the makerlab process
and to help the developing some ideas by introducing them to the topic of the event. The
starter kit should be compiled as a pdf document, diffused at least two weeks before the
event and comprise the following section:
1) Welcome introduction with photos of the organisers and some
information on the city
2) A short and clear introduction to the ground principles of RRI in order to
familiarise the participants with responsible research and innovation
3) A short and clear introduction to the makerlab methodology in order to
clarify what we expect from the participants
4) First information on the organisation of the event (agenda, list of
participants, presentation of the jurys and prices, venue ….)
5) Information on the topic and concrete cases/examples in order to prepare
the participants and stimulate their imagination
6) Conditions of participation and security information

2.1.6. Managing applications and recruiting participants
Generally, the selection of participants should - if possible - result in a general balance of
➢ Gender: The challenge here is to get enough female participants joining
the event. It might be wise to set a target number, e.g. ⅔ male max.
➢ Expertise: The event is supposed to be interdisciplinary. It might be good
to ensure that ICT and SSH experts are represented more or less equally.
A limit for this could again be a ⅔ majority of one group over another.
➢ Origin: In case the MakerLab is designed as a European format thus a
variety of countries should be represented (min. 5 countries).
In order to obtain the anticipated distribution of characteristics it might be useful to create
an application form (See figure 4 below) where participants need to enter the respective
data for the selection process. The form might be made available on the event webpage.
Participants may also apply as a group. If possible, the group also need to respect a general
gender balance and interdisciplinarity if participants want to be selected. For instance, the
event can expect to build 4 to 5 competing teams of around 4 to 5 participants with different
skills and knowledge.
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Name* _________________ Surname*______________
Gender*
〇 Male 〇 Female 〇 Other
Country of residence*[dropdown list]
City of residence*[dropdown list]
Age*
〇 18–24
〇 25–34
〇 35–44
〇 45–54
〇 55–64
〇 65–74
〇 75+
Highest level of education completed*
〇 Primary
〇 Secondary
〇 Vocational
〇 Bachelor’s degree or equivalent
〇 Master’s degree or equivalent
〇 Doctorate degree or equivalent
〇 Other:_______
Choose the option that best matches your field of professional activity*
〇 Information and communications technology
〇 Social sciences
〇 Humanities
〇 Public administration/decision-making
〇 Other: _______
Choose the option that best describes where you work*
〇 A public organization
〇 The industry field
〇 Academia
〇 Non-governmental organization
〇 Other: _______
Specific skills and competencies ________________
Relevant experience (projects, conferences, etc.) ________________
Hopes and expectations*________________________
Please specify your dietary requirements, if any. ________________________
I agree to adhere to the Code of Conduct and safety instructions (see Annex for templates)*
I agree to the Confidentiality Statement and Notice Regarding Personal Data*

Figure 4: Template of application form
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2.1.7. Prepare the travel arrangement and the logistic
When selected, participants need to get all the information necessary to attend the event. This is
especially important when participants are expected to come from abroad. One member of the
organisation team should be assigned the responsibility to manage the application and
communicate with the participants. Be sure to email the participants on a regular basis in order to
provide them all the details they need to know on the following topic:
▪

Conditions of reimbursement for travel and accommodations. If reimbursed, the
organisation team has to clarify the amount and the conditions of
reimbursements with the participants. Organisers can either choose to manage
the travels and accommodations for the participants or let the participants book
their own travel and accommodations and get reimbursed on the basis of the
invoice. In both cases, an agreement should be signed by both parties in order to
make sure that participants will attend and get reimbursed following the event.

▪

Dietary needs: in order to manage the catering during the 2.5 days, it is also
important to know if participants have special allergies or are vegetarians or
vegans.

▪

How to get to the venue: in order to facilitate the transfer of participants (from
the hotel or from the airport) to the venue, in case they do not know the city.

▪

Suggestions for hotels: in case you do not reserve an hotel by yourself for the
participants, you might want to recommend them some hotels near to the venue.

Please not that some of these topics can be also directly included into the starter kit.

2.1.8. Forming a jury and defining prices
As the event is designed as a competition, the organisers of a Makerlab also need to build a jury in
order to evaluate the various projects developed during these 2.5 days. Therefore, organisers need
to start forming a jury quite early since it is not always easy to find the appropriate experts for such
kind of events, especially available at the date of the event.
The size and composition of the jury may vary depending on the topic and location of the event.
Ideally, the jury should be made up of at least three experts with a good gender balance, an
interdisciplinary background (at least one Jury member with ICT expertise and one with SSH
expertise), and various professions (public institutions, research, industry, consulting, etc…).
In order to be able to evaluate the projects the jury should preferably have a basic understanding
of responsible research and innovation (or be made aware of RRI) and in the topic addressed during
the event. They also need to be briefed about what they have to evaluate (see template).
In parallel to forming a jury, organisers also have to define some prices for the best teams. Prices
are good incentives to increase the participation rate of the event and to motivate the teams give
their best. Several kinds of prices can be delivered: monetary prices, coaching or support, presents
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linked to the topic of the event, invitation to an accelerator, invitation to present their project to
another event (a trade fair or a conference).

2.2.

LAB

The current methodology has been designed for an event of 2.5 days. Depending on your needs,
you are free to adapt the schedule of your event. However, we see 2.5 days as a very challenging
schedule and we would not recommend to organise Makerlabs with a shorter duration. The first
day starts late afternoon and is dedicated to preparing group work. The second day is completely
dedicated to making in groups. The third day is used to finish group work and celebrate together
with the public the outcomes of the group work:

Figure 5: Timeline for lab

2.2.1. Welcoming and Introduction
Registration
Duration: 17.30 – 18:00
Registration is needed to welcome participants as well as to formalize the event. Best is to
set up a table with a welcoming person who says hello and supports with things such as:
Signature in the list of attendees
➢ Signature of consent form for taking pictures
➢ Answering questions on reimbursement, collecting of receipts etc.
➢ Distribution of name badges: This can either be done by handing out
prepared badges or in a - more free way by letting the participants make
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it themselves. In this case you should provide - material for the creation
of badges.
➢ Distribution of agenda for the workshop and marketing material

Introduction to the event
Duration: 18.00 – 18.30
Getting to know each other: Depending on the group size different methods can be applied to
make the participants more familiar to each other. This can be a simple introduction round or
more sophisticated ice-breaker methods like the ones presented here:
https://www.sessionlab.com/blog/icebreaker-games/
Introduction: The organizers should – probably with a PowerPoint presentation – introduce
themselves and give some basic information
▪

Goal of the workshop (on the impact level)

▪

What is RRI and how to take it into account during the making process

▪

Agenda and methodology of the stages

▪

Expected outcomes

Facilities: Before the work can start, the operators of the venue should introduce briefly
▪

The facilities

▪

The tools available

▪

The rules to follow when using the tools

▪

The staff that can be approached for support

This can be done, for instance, through a short walkthrough of the facilities with the
participants. This may provide participants with a first rough idea about what they will be
able to use during the event.

Lighting talk
Duration: 18.30 – 19.00
To make the topic of RRI-focused making more tangible, a speaker either with academic or
practical background should shortly present a very concrete example about the process
leading to successful case of RRI making or the relevance of the topic. This will help to
contextualize the workshop and inspire participants with already existing ideas or projects.
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If it seems challenging to find such a speaker, as sometimes the RRI aspect of the project is
not so obvious, try the following strategies:
➢ Contact the local/surrounding makerspaces or Fablabs, they might know
somebody
➢ Contact the (probably existing) local or national association of
makerspaces with the same question
➢ Check for experts in the fields
➢ Critical making
➢ Sustainable making
➢ Socially responsible production/service/innovation
➢ Ethical aspects of ICT/Making
➢ Try to find someone focusing on the theme of your event, which might
indirectly address RRI. You might want to make him focus his/her talk on
these specific aspects then.
➢ Here again, look at the projects being done in the universities in you
surrounding or in pre-identified organisations. If you find an interesting
project, get in touch with the project coordinator.
As in every presentation, it is important in end to leave a slot for Q&A. This enables
participants to ask the speaker about his/her experience with the making process or results,
and inspire them even more for their own project.

2.2.2. Making in small working groups
Making is at the centre of the workshop and thus takes most of its time. It contains 4 main
parts:
1) Pitching of ideas and group building
2) Making
3) RRI-Assessment
4) Project fair and celebration
When introducing the making phase, the participants should receive a timeline and some
explanation about what is expected from them at which time:
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Figure 6: Overview of the making process

Pitching of ideas and group building
The making is happening in small groups of 4 or 5 participants who work together on a project
which is supposed to be a physical object with (ideally) some digital components.
The project ideas and groups are built by the participants themselves. Participants who have ideas
for a group project present those in short pitches to the other participants. Those can then freely
choose which project they would like to work on – this is how the working groups are formed.
The whole process is supposed to run without much interference from the moderators. The
following sections describe how the participants can be supported in this process.

Preparation of pitches + Snack
Duration: 19.00 – 19.45

The goal of this session is to give guidance and time so that
participants can come up with ideas for group making projects,
i.e. pitch ideas, to work on later during the following 2 days.
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The session is briefly introduced by the main moderator. He or she should point out what are the
requirements of a MakerLab project (see also section “Selection of topic” p. 13):
RRI (Responsible Research and Innovation) must in the group work be addressed by either
➢ Pointing to a societal or environmental problem (connected to an RRI
dimension) or
➢ Providing a prototype solution for suchlike problem or
➢ Illustrating impact or effects of suchlike problem, e.g. on certain segments
of society
It might be helpful to show some examples of objects/products that have taken RRI into account.
Examples like these might be presented to create a deeper understanding what kind of projects are
expected:
Topic

Example of projects

RRI Dimension(s) taken
into account

Health

Careables: Platform that enables citizens to co-design and deliver
people-centred health products through means of digital fabrication
www.careables.org

Public engagement
Science Education

Open
schooling

Science set: The Science Set is a portable kit which makes it easy for
students to perform basic experiments in science and enhance their
knowledge of science in a fun and engaging way.
https://www.thescienceset.com/

Science Education

Environment

Air Quality Sensor: Open-source fine particle sensor, where Citizens
can measure the air quality in their cities themselves. The data is
uploaded to a server and visualized on a world map.
https://luftdaten.info/

Public engagement
Science Education
Open access

Table 3: Example of projects and their RRI dimensions
After the introduction, the participants move around freely, exchange and come up with own ideas
for a project. During the 45 minutes a snack is served to create an informal atmosphere.
To support exchanging on ideas for group making, a table of project ideas should be put
somewhere well visible, e.g. a prepared whiteboard or a big poster pinned to a wall. Participants
are then asked to fill in the table with their ideas:
Number
1

Name of project

Pitcher

2
3

Table 4: Template of a whiteboard to collect pitch ideas
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As a moderator keep in mind the following moderation guidelines for the session:
1) Be clear about the work task when you end the introduction. Best is to show the last
presentation slide with a step-by-step instruction throughout the whole time slot
including the following points:
▪

Do you have an idea for a project/object?

▪

Does the idea address RRI somehow?

▪

Are you ok with presenting it very briefly later?

▪

Write it down on the table!

2) Be available to explain RRI – this might be the biggest barrier for participants to
come up with project ideas
3) If there are too many project ideas on the list: Don’t worry, in the following session
the grouping will show naturally whose idea attracts enough participants to form a
group. Small working groups should ideally be composed of 3-5 participants.
4) If there are not enough project ideas on the list: First give some more minutes to the
session and encourage participants to come up with ideas. If this does not work you
might put there some prepared ideas yourself and hope that participants will take on
them in the following session.

Presentation of pitches
Duration: 19.45 – 20.00
The list created in the previous session is used in this session as the speakers list. The main
moderator asks the pitchers one by one to come to stage to present their pitches in maximum 3
minutes. Here you need to make participants aware that:
▪

they need to sell their idea to the other participants. Pitching is also the
occasion to introduce the participant behind the idea and to inform the
other participants about the skills competencies that are already available
in the group, and the ones that are needed to realise the project.

▪

they need to respect the timing of the pitches. Especially if there are a lot
of ideas to be presented during the pitching.
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Grouping participants
Duration: 20.00 – 20.30
The goal of this session is the creation of working groups. In principle each pitch can potentially
become a working group. It is up to the participants to decide which group to join, respectively on
which idea they would like to work.
The organizers do not interfere with group size or group composition. It might happen that some
pitches do not attract more participants and are therefore abandoned.
The creation process runs as following:
1) The pitchers should spread out throughout the room to form “stations” for the
participants
2) Each pitcher should write her or his project title on a blank sheet in order to make
visible to participants what this station is about
3) The participants move freely from station to station to talk with the pitchers about
goal and method of the projects
After 30 minutes the process is cut, the groups should at this point be more or less stable. In case
some individuals are not sure yet which group to join they are free to decide later.
The slot should be introduced very briefly by a moderator, eventually showing a presentation slide
with the process steps.

Making (prototyping)
Duration:
Day 1: 20.30 – open end
Day 2: 9.00 – 14.00, 16.00 – open end
Day 3: 9.30 – 14.00
When the groups are formed, the making can start. Depending on the venue the groups either work
in separated rooms or in different corners of the main room. The teams are working independently
without moderation. Only exception is the RRI-assessment at day 2 from 14.00 to 15.45 (see
below). Breakfast, lunch and dinner are served in an informal way, participants are free to eat there
or at the tables of their group.
The making process includes the following 3 items which should be briefly introduced by the main
moderator:
1) The group project / object
2) Technical Documentation:
Each group is supposed to make their project accessible to the public by putting online a
documentation of the making process and the outcome. This can be done by taking pictures
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of the making progress, the components of the object etc. and giving the following
information:
▪

PROJECT TITLE

▪

TEAM MEMBERS

▪

DESCRIPTION

▪

USED MATERIALS

▪

LINKS (e.g., github, other documentation, project website etc)

The easiest way to get the information online is to pre-setup an etherpad with a basic
structure that reflects the above listed information. Then you will only have shared the link
with participants.
The deadline for uploading the documentation is day 3, 14.30!
3) Project poster
The project poster is kind of the offline equivalent to the online documentation. It is used
during the object fair when each group will present their solutions/products/objects. As the
audience during the fair is probably less tech-experienced the poster should contain some
more background information on the solution.
It is up to the group to decide who produces the poster (one participant or the whole group
together) and what should be the content and the layout. The poster will be done hand
maid by the participants of the group on a A0 piece of paper. If organizers have a printer for
such a format at their disposal, they can also choose the leave the participants do it on the
computer and then print it. The goal is to make visitors from the public understand the
object and the rationale why and how it has been produced. Thus, we suggest to include the
following information:
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➢ Background information on the object:
➢ What is the problem that is addressed by the solution? Why is it relevant
in terms of RRI / how does it touch social and environmental
responsibility?
➢ Get some research data, find examples or graphs, make it tangible and
easy to understand!
➢ How does it work:
➢ What material is used? What is the working principle?
➢ Take pics from components, make a diagram of the working principle
➢ Effects of the workshop on team members:
➢ What did you learn in this workshop? Quotations from team members
➢ Make short interviews with the group members!
When and how? The production of the poster is a mandatory contribution for the group
work. It is announced at the beginning of the workshop. The groups thus can start producing
whenever they wish – important is, that they finish the creation early enough to print it
before the object fair starts.
The RRI-session will deliver important information for the poster. Thus, the main moderation
should remind the participants again after this RRI session to produce the poster.
What participants should be aware of before they start and during the making:
Working
principle

Using tools

Participants from ICT (Information and Communication Technology)
and SSH (Social Science and Humanities) should both play a role in the
group work by contributing to
▪

the creation of the object

▪

the creation of additional material like poster, presentation
etc.

Some of the tools might be dangerous or complicated to use.
Therefore:
▪

Dangerous tools should be inaccessible to participants.
Professional staff needs to be available all the time to
operate these tools.

▪

Complicated tools – tools that are challenging in terms of
software or hardware, such like 3D printers or electronic
stations – can be accessible to participants, however,
professional staff should be available to support
participants to use these tools.
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Material for
making

One of the main challenges in making is to find the right material to put
your project into practice. In this workshop only little time is available
to solve this problem. There are 2 sources for getting material:
➢ The organizers purchase material for the
groups in the early morning of day 2.
➢ The facilities offer free usage of material they
have in stock.
Of course, in advance clarification is needed on the budget that is
available for purchasing material and with the facility manager on how
much of their material can be used.
In order to understand what material needs to be purchased or
borrowed from the facility, the main moderator should point out to the
groups to create a list of needed material for their project until the
end of day 1.

Table 5: What participants should be aware of during the event
The ending of the making phase at Day 3 is announced by the main moderator at around 13.00
with a reminder to produce until latest 14.30
1) upload of documentation to etherpad
2) sending of poster to organizers team
3) sending of presentation slides to organizers team

RRI self-assessment
Goal of RRI-Assessment:
1) Awareness-raising on RRI in general, with regard to the product and
the production process of the group
2) Improvement of co-production and group product to increase RRI
compliance
The RRI-self-assessment happens in
Step

How long When

Who

What

1

15 min

Beginning
of RRI
session

Main
moderator

Introduction to RRI:
Powerpoint explaining
goals and criteria

2.1

25 min

RRI-session Working
groups

Evaluation of the
production process/group
work: Is it RRI compatible?

6 x Handout how to fill in
Assessment poster
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2.2

2.3

free

45 min

After RRIsession
until
evening
day 2?

All

RRI-session Working
groups

Assessment-poster: Mark
your personal perception
of RRI compliance in group
work

Evaluation of the group
product: Is it RRI
compatible? How can it be
improved in order to be
more compatible?

▪

Printed
“assessment
poster” in A0

▪

Printed
task
description pinned
next to the poster

▪

20 yellow sticky dots

▪

20 blue sticky dots

▪

For each
group :

▪

Task description +
“Example
documentation
paper”

▪

“documentation
paper” in A3

▪

Small
pens

▪

3 eddings

work

post-its

Table 6: The steps of the RRI self-assessment

Introduction to RRI
Duration: 14.00 – 14.15.
The RRI-self-assessment should be carefully introduced by the main moderator to explain the
two parts of the assessment, namely the evaluation of the process (part 1) and the evaluation
of the product (part 2). To support the introduction to the RRI self-assessment, it is
recommended to prepare a Power-point presentation that might contain following sections:
1) What is RRI: As RRI is a concept that might be new for some participants, this is
the occasion to remind them again, and in a very simple way, what is RRI about.

2) How can RRI be deployed in projects: This part is expected to make the RRI
concept more concrete and to reinforce the link between the concept of RRI and
the (participants’) project level. Here you can address for instance the various key
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dimensions of RRI, and how and why it is necessary to (re)connect ICT R&I with
society.

3) Goal of the RRI self-assessment: Remind them what is the goal of the selfassessment. Focus here on the importance of the reflexivity that each team should
have about their own product and process. Here it is also important to remind
them that there are no “perfect” RRI projects and that mostly just several
dimensions or aspects might be addressed.

4) Steps of the RRI self-assessment: Finally, introduce carefully the various steps
leading
the
participants
through
this
self-assessment.
During the session the groups stay at their tables. Their table discussions are unmoderated.
For each session there are specific handouts which need to be distributed at the time.
Additionally, each session is introduced by the main moderator with a Power Point slide.

Part 1 – Evaluation of the process: RRI-compliance in group work (25 minutes)
Duration: 14.15 – 14.40
The goal of the session is to make the participants reflect on their way of working together.
The session is not documented in order to not create tensions among participants. Instead,
the plenary will AFTER the session assess anonymously the cooperation within their groups
on a poster (Session 2.2) to visualize the current level cooperation (see below).

Group discussion (duration: 25 minutes)
Please discuss briefly the following questions:
▪

Do you think that people from all fields contribute the project?
every member integrated into the process?

▪

How happy are you with the cooperation among the participants of your
group? Are there any difficulties?

▪

Is everyone bringing its own expertise/competencies into the process? How
can this be improved?

Is

Discussion rules
▪

Don’t interrupt when someone is speaking

▪

Listen actively

Table 7: Handout for the group discussion
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The session is closed by the main moderator asking the participants to fill in with a sticky dot the
“Assessment-poster” (session 2.2) at the end of the day, see next chapter “Group work assessment”
Documentation for the Group work assessment
This activity is not a session but a semi-permanent participation offer, which serves as a result
documentation of the previous discussion. It is introduced by the main moderator after Part
1 of the RRI session. Each participant can contribute whenever it suits her/him within a
certain timeframe.
The group work assessment is registering the level of cooperation in the working groups twice:
▪

Phase 1: after the reflection session (session 2.1): contribution is open from
afternoon until evening

▪

Phase 2: when the cooperation terminates: after last working slot until award
ceremony

The goal is to visualize participants’ feelings concerning group work without exposing
themselves or others. To do so a poster is prepared with 2 axis that show dimensions of group
work. The axes cross in 0:
▪

x-axis: Feeling comfortable in the group (From -5 to +5)

▪

y-axis: Feeling of contributing to the group (From -5 to +5)

Each participant receives one sticky dot in yellow and one in green. The yellow sticky dot is
put on the coordinate system in phase 1, the blue dot is put there in phase 2. By this, an
overview on RRI-compliance in group work and its development during the workshop is
created.
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Figure 7: Example of an “assessment poster”

Part2 – Evaluation of product: RRI-compliance of group work output (45 minutes)
Duration: 14.45 – 15.30
Goal of this session is
▪

to make participants of the group work reflect on the object or product on which they
are working in relation to RRI-criteria.

▪

Furthermore, they are engaged to adapt their envisioned outcome in order to make it
more aligned to (some) RRI dimensions.

For the session the working groups stay at their tables and discuss along a prepared
“documentation paper” which clarifies on the discussion questions and ways of documenting
results.
The discussion is divided in 3 parts as reported in the figure below:
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Part 1 of the discussion
(10 minutes):
- Group discussion
- Write on poster
Part

2

of

the

discussion

(25 minutes):
- Brainwriting: Every
participant writing silently
on post-its
- Mutual presentation of postits while putting them on the
poster
- Group discussion: on which
idea can you all agree?
Part

3

of

the

discussion

(10 minutes):
- Group discussion
- Write on poster

Figure 8: Handout for documenting the discussion on RRI

As this discussion might be a little challenging for the participants, the facilitators should
support by:
▪

showing a filled in “example documentation paper”

▪

introducing the discussion parts with power point slides, clarifying on the task, giving
some more discussion questions to incite discussions, explaining on the methodology
etc.

▪

announcing loudly the beginning and ending of each discussion part
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Going public and celebration
By this time the active making is finished. The workshop might be open to the public for the
following steps:
1) Presentation and discussion of results
2) Project Fair
3) RRI Awards
4) Networking party
While opening the event to the public is not obligatory, we think that this might contribute
to promote the projects, the events, and the concept of RRI to a broader audience in an
informal way. This also the occasion for each team to exchange about their projects and get
feedback, not only from experts (the judges) but also from the general public and from
potential end-users.
Make sure before the presentations start that all judges are present. The number of judges
can vary from 3 to 5. They should have a differing background, e.g.
▪

Judge 1: Experienced maker

▪

Judge 2: RRI expert

▪

Judge 3: ICT expert

The judges during the presentation and the project fair get to know the projects. Their task is
to assess the projects in terms of societal relevance, design, innovation and technical
complexity and to determine winners.
Dedicated evaluation material (especially a paper printed survey) should be developed in
advance and handed out to the judges to make the assessments fair and transparent.
Examples for this are described below in “presentation”, “project fair” and “RRI awards”.
Note that this up to you either to invite the public through direct connections of people (for
instance friends and colleagues of the organizers or participants) or to actively promote the
event in order to attract a greater number of visitors.

Presentation and discussion of the results
Duration: 15.00 – 15.30
For the presentation each group will prepare a few slides. These should be sent to the
organizers in advance to compile a comprehensive presentation that includes all group work.
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The content and format of the presentation is quite free – the main moderator should
encourage the teams to be innovative when presenting the results. Performances of all kind
are highly welcomed. The only requirement, however, is that the presentation must address
the RRI dimension of the project, e.g. by pointing out
▪

the societal/environmental problem that triggered the project

▪

the societal/environmental impact that the project has

The sequence of presentations should follow the pitch list from day 1.
Each team is then presenting to the plenary their project very briefly, e.g. 3-5 minutes, depending
on the number of groups and the overall timeframe. Each presentation is followed by 5 minutes of
Q&A.
The organizers should keep in mind to document well the activity to include it in the report.

Project Fair
Duration: 15.30 – 16.30
In the meantime, the project fair is prepared: Each team is given a table or room for
presenting their project outcomes as well as an opportunity to show the project poster (a pin
board, tape to tape it to a wall or alike).
After the presentation the teams occupy their tables. They set up their projects and talk to
visitors and jury members that come by, presenting the objects and its working principle, the
background of the problem, the expected impact etc.
The organizers should be aware to provide the needed infrastructure, which in most cases is
simply space, electricity and a wall for the poster. However, best is to speak with each team
in advance to learn about special requirements.
Assessment criteria of projects and determination of winners
Each judge receives a paper printed evaluation survey for each project which he or she uses
during the project fair. The following criteria are assessed by the judges from 1-5 for each
project:
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•

Relevance: How socially or environmentally relevant is the problem/solution?

•

Innovation: How surprising and new is the solution?

•

Design: How beautiful/well designed is the appearance of the solution?

•

Technical complexity: How complex is the solution?

Table 8 depicts how an assessment table can look like. These criteria are, of course, indicative
and can be adapted depending on the situation or the specific needs/interests of the
organizers.
At 16.30 the judges gather and the filled in evaluation sheets are collected. All scores of the
judges are added for each project to see which team reached the highest score in the
assessment criteria.
Please note, that only for the categories “innovation”, “design” and “technical complexity”
there will each be a winning team. As societal relevance is the underlying rationale of the
whole event, the category “relevance” is not a winning category but instead a steady factor
when calculating the winning team.
We suggest a ratio of 25% of score being attributed to “relevance” and 75% of score going to
the respective category. By this, the RRI dimension is taken into account in each winning
category. Here is again a structured description of the process:
▪

Add up for each team the scores of all judges in all categories

▪

Determine winner of “innovation”:

▪

Add up for each team the scores: (innovation*0,75) +(relevance*0,25)

▪

The team with the highest sum score wins the category “innovation”

▪

Determine winner of “design”:

▪

Add up for each team the scores: (design*0,75) + (relevance*0,25)

▪

The team with the highest sum score wins the category “design”

▪

Same goes for “technical complexity”

Best is to enter manually into a prepared excel sheet the scores in order to automatically calculate
who are the winners of the categories.
Note the following rules for tricky cases:
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▪

If 2 teams have even sum scores in one of the winning categories the higher
relevance score wins. If the relevance score is even, the category score wins.

▪

Each team can only win one award. If a sum score goes to a team that has already
won a category, the second highest score is chosen as winner.

Parallelly at 16.30 the public as well as the participants are invited to vote for an audience award
winner. We suggest to keep this process very simple by just asking “Which of the projects did you
like most”?
The votes can be collected in an analogue way by distributing a ballot paper or by using a digital
tool like e.g. Mentimeter. In any case, make sure that the results are not shown before the next
session starts. The audience award can be granted also to teams who have won a judges’ award.
In the meantime, you can prepare the next session by putting the results of the judges’ and the
audience assessment onto PowerPoint slides.

Please assess the projects’ level from 1 (= very low) to 5 (= very high)
Relevance

Innovation

Design

Technical
Complexity

Presentation

Comment

Project 1

Project 2

Project 3

Project 4

Project 5

Project 6

Table 8: Template for project assessment

RRI Awards
Duration: 17:00-17:30
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This session is the last one of the event and should have a ceremonial character. We suggest the
following order of presenting the awarding results:
▪

Thanking of all participants and organizers

▪

Show the prizes

▪

Explain the assessment criteria and process

▪

Announce the winning teams one by one

The main moderator is announcing the winning teams of the categories “innovation”, “design”,
“technical complexity” and “audience award” and handing over the prizes. During this, it can be
also recommended to leave the judges speak, for instance by explaining how they assess some of
the projects and why they choose one over the others.

Networking party
To mark and end to this challenging event, we recommend to organise a small celebration. This will
be the occasion to have every participant, together with the judges, the organisers and the public
to share some time together and to exchange again, and share experience about the events and
the results in an informal way. Finally, this the occasion of foster informal networking among
participants.
Please note that the networking party can happen directly in the location of the event but also in
another location close to the event’s location.

2.3.

POST-LAB

The post-lab is the third and final phase of the Makerlab. It encompasses activities that take place
after the actual event.

2.3.1. Publication of the results and dissemination
You might want to promote your event and its result to a wider audience, especially to target groups
that might be interested in/profit from the process and the results. For that, you should develop
promotion material shortly after the event. You can produce various kinds of material for
dissemination, for instance photos, short articles, results of the projects and lessons learned,
(video) statements from participants to be published…. Also there are a great number of channels
through which you can promote your event, including, of course, social media.
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2.3.2. Reporting
Based on the various data collected during the event (observations, survey etc....), reporting of the
event should be carried out for internal purpose. One of the goals of the reporting is also to learn
and improve the process if it is going to happen again.
If you intend to carry out a reporting of the event, please thing about designing reporting templates
that enable some observers to carry out the assessment of the event and its impact in a
standardised way.

2.3.3. Keep in touch with the participants?
The event is both about RRI projects and cooperation between participants from various
backgrounds. If you want to secure the sustainability of your event and the projects that emerged
during it, but also fostering collaboration between the participants, you might want to keep contact
with some of the participants or try to make them keep in touch with each other. Through the event
itself, relationships are expected to be built either through personal interests or through the project
which is developed. Such relationships might, as we could experience it, last beyond the events.
Some participants, for instance, might improve their project ideas after the event and try to apply
to further events. Some of the participants might ask for support in getting in touch with some
experts to get further feedbacks. From your side, you might want to keep participants informed
about future events or projects in line with their interests. Therefore, think about the various
possibilities of keeping contact with the participants either:
▪

Individually: for instance, through Linkedin.

▪

As a group: you can create for instance a whatsapp group, or suggest them to do that,
in order to exchange about their specific project.

▪

All the participants: you can create for instance a mailing list of you participants and,
if needed, inform them about similar events or projects that are in relation to this very
event.
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3. Annexes
3.1.

Annex 1: Example of code of conduct

CODE OF CONDUCT
HubIT aims to offer a Makerlab where all attendees feel welcome, included, respected, and safe. All
attendees, including participants, speakers, judges, the general public, and organisers are, therefore,
required to abide by the following code of conduct at all times.

TL;DR
Be respectful. Our Makerlab is dedicated to providing a harassment-free space for everyone, regardless
of gender, age, sexual orientation, ability, physical appearance, race, or religion.
HubIT stands for inclusivity.
We do not tolerate harassment in any form. Sexual language and inappropriate imagery are not
appropriate for submitted projects or at any time or place during the event, including talks, workshops,
receptions, and online media. Attendees violating these rules may be expelled from the event at the
discretion of the event organisers. Any occurrences that violate the HubIT Code of Conduct should be
reported as specified in the procedures at the end of the document.

Full Version
Harassment includes, but is not limited to offensive verbal comments related to:

▪

Gender,

▪

Age,

▪

Sexual orientation,

▪

Ability,

▪

Physical appearance,

▪

Race,

▪

Religion,

▪

Sexual or graphic images in public spaces,

▪

Deliberate intimidation,

▪

Stalking, following, harassing,

▪

Photography or video recording someone without their consent,

▪

Sustained disruption of talks or other events,

▪

Inappropriate physical contact,

▪

Unwelcome sexual attention.

All attendees, including participants, speakers, judges, the general public, and organisers are required to
abide by the following code of conduct at all times. Attendees exhibiting any of these harmful behaviours
will be asked to stop immediately, and at the discretion of event organisers, any action deemed
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appropriate may be taken, including warning the perpetrator or expelling them from the event without
the right to demo.
Photography is encouraged, but attendees must be given a reasonable chance to opt out from being
photographed. If they object to being photographed, please comply with their request. It is inappropriate
to take photographs in contexts where people have a reasonable expectation of privacy, for example, in
bathrooms or when attendees are sleeping.
If you are being harassed, notice that someone else is being harassed, or have any other concerns, please
follow the reporting procedures at the bottom of this document and report the incident immediately.
Equity officers will be clearly identified and reachable at all times via the phone numbers below.
Our staff will be happy to help attendees contact venue security or local law enforcement, or otherwise
assist those experiencing harassment to feel safe for the duration of the event.

Reporting Procedures
If you feel uncomfortable or think there may be a potential violation of the code of conduct, please report
it through the following methods. All reporters have the right to remain anonymous.

o

John Doe:(123) 45 678

o

Jane Doe:(123) 45 679

You can also email us at [insert mail address]
If you are in need of emergency help, please contact the following resources immediately:

▪

Emergency: [Number]

▪

Police: [Number]

▪

Ambulance: [Number]

Stay safe
We want to provide a safe environment for everyone. This requires taking some precautions regarding
health and safety during the event.
Your project might require dangerous tools or chemicals to work out. Before you do anything that could
potentially harm you or others, come and talk to one of the organisers. This includes, but is not limited to,
●
●
●
●
●

Lasers (anything above class 1, like the laser diode out of a DVD drive)
Fast moving, heavy tools (angle grinders, electric saws…)
Chemicals (bases or acids, bleach, solvents, alcoholic compounds…)
Loud or explosive devices (sirens, fireworks…)
Any other kind of explosive or flammable material.

Before you attempt to do anything that could pose a risk to you or others, talk to the organisers. They will
not stop you from completing your project. You might just have to take certain precautions to reduce risk
of harm for everyone around you. In general, we aim to allow as much as possible as long as we talked
about it before.
If we find you using any dangerous tool or material without having talked to us first, we will have to take
consequences that can lead up to the exclusion from the event in extreme (but so far very rare) cases.
Be smart, be safe.
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Credit for this code of conduct go to the following codes of conduct:McHacks Code of Conduct, Major
League Hacking Code of Conduct, Hack Code of Conduct, Hack@Brown Code of Conduct, JustHack Code
of Conduct.
If you have any questions regarding this code of conduct,
HubIT reserves the right to modify this code of conduct at any time.

please

contact

[email].

Last modified on October 30, 2019

3.2.

Annex 2: Example of confidentiality statement

CONFIDENTIALITY STATEMENT AND NOTICE REGARDING
PERSONAL DATA
The MakerLab is implemented by the HubIT consortium partnersas a part of the proposal “The HUB for
boosting the Responsibility and inclusiveness of ICT enabled Research and Innovation through
constructive interactions with SSH research”. The Program is funded by the European Commission.
The goal of the Program is to activate constructive interactions between the stakeholders forming the RRISSH ecosystem. The program will help stimulate the uptake of SSH research within the framework of
ongoing H2020 ICT project solutions and ideas for new SSH-ICT collaborative projects either funded by
H2020, national or international programmes, or private investors. The methods used within this WP will
itself become tested tools for SSH/RRI implementation in ICT research and be part of The Final European
Framework Model.
I, participant of the Makerlab:
Commit to protect the reputation of the Program and not take any intended actions that could
compromise the image and reputation of the Program.
Confirm understanding that all intellectual property (IP) created and/or presented before/during the
Program belongs only to its creator(s) and is protected under Intellectual Property Law and other IP
protection laws.
Agree with the use of photographs and video materials made during the Program for publicity purposes
without my additional prior consent.
Understand that confidential information includes any IP, business idea, know-how, business concept,
software, procedures, products, services, development projects or programs, idea descriptions, or any
conclusions revealed to me. Confidential information does not include information that was known or
developed independently prior to learning about the business idea; information that is publicly available
through non-illicit activities; information obtained from third parties who have the right to disclose such
information.
Commit not to disclose any confidential information about Program participant(s) to any third party
without the prior written consent of Program participant(s).
Commit not to use confidential information for any purposes other than to participate in the Program
and/or review and evaluate and to provide assistance to participants during the Program.
Agree that the Data processor—HubIT consortium partners, would process my personal data—name,
surname, gender, email address, phone number, LinkedIn contact details, city and country of my origin in
order to administer a contact database for the Program. Processed data will be kept for 3 (three) calendar
years. I understand that I have the right to disagree with this clause, in which case I shall lose the right to
participate in Program activities, directly receive information about the possibilities provided by the
Program, ongoing and upcoming events and news. I am informed that I can cancel my given consent at
any time. I am informed that in accordance to the EU General Data Protection Regulation (thereinafter—
GDPR) articles 15, 16, 17, 21 that foresee personal subject’s data rights and their regulation I have the
right to 1) know (be informed) about processing of my personal data; 2) learn about my personal data and
get copies; 3) insist that my personal data be deleted or activities related to the processing of my personal

Page 43 / 45

MAKERLAB METHODOLOGY

data be paused when data is processed not compliant with GDPR and principles of other legal acts that
regulate the use and processing of personal data; 4) to object to the processing of my personal data. I am
informed that in case any issues with Data processor cannot be resolved, I have the right to contact the
supervisory body. Personal data is any information related to a natural person—the data subject, whose
identity is known and can be directly or indirectly identified primarily by using such indicators as name,
surname, location information, by using one or several physical, physiological, economic, cultural, or social
identity traits, special personal data related to personal health, ethnic origin.
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