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ANNEX 1

STAKEHOLDER ANALYSIS

Example table of contents for a stakeholder analysis. Read more at www.i2p.dk

 BASIC ASSUMPTIONS
1	 Background to the project

Why was the project started?

2	 Goal of the project 
What does the client hope to achieve with the project?

3	 Client and project organisation: 
How is the project and client organisation set up?

ANALYSIS, GOALS AND STRATEGY

4	 Stakeholder identification and prominence 
Who are the stakeholders and how important are they?

5	 Analysis of the stakeholders’ perception of the project and the client organisation 
What are the stakeholders’ views and expectations of the project and the client?

6	 Analysis of the purpose of stakeholder management 
What behaviour do the project and client organisation expect of the stakeholders?

7	 Strategy for stakeholder management 
What specific goals should stakeholder management meet for the project and client organisation?

IMPLEMENTATION OF STAKEHOLDER MANAGEMENT

8	 Organisation and procedures 
Who should manage stakeholder analysis and management? 
Who should do what, and how should these things be done?

9	 Schedule and activities 
When and how should the stakeholders be dealt with?

10	Budget 
What resources should be allocated to stakeholder analysis and management?

11	Evaluation and measurement 
Is the stakeholder management producing the expected results?

http://www.i2p.dk/værktøjer/18


ANNEX 2

TERMS OF REFERENCE FOR USER  
INVOLVEMENT

Example table of contents for user terms of reference: 

1	 PURPOSE OF USER INVOLVEMENT

2 	 SUCCESS CRITERIA

3	 ORGANISATION
Organisation and decision plan for user involvement

4	 ROLES AND RESPONSIBILITIES
Policy-makers

Administrators

External consultants

User groups

Authorities

5	 DESCRIPTION OF GROUPS AND TASKS
User groups in general

Handling feedback

Total consultant

User steering group and consultative group

Departmental groups

Interdisciplinary subject-groups

Other stakeholders

6	 THE PHASES
Start of process

Design specification phase

Outline proposal

Preliminary design

Pre-project – regulatory project

Detailed design

Commissioning

7	 PROCESS TO DATE

8	 TIME SCHEDULE

9	 DOCUMENT LIST AND LINKS



The Client Group
UBST, KU, LIFE

ANNEX 3

AGENDA FOR USER MEETING
COPENHAGEN PLANT SCIENCE CENTRE 
PROGRAMME FOR KICK-OFF-WORKSHOP

8.30	 Doors open
	 Coffee and pastries

9.00	 Off we go!
	� Chair and facilitator: Tenna Tychsen, Promonitor Interaction
	
	� Welcome and structure of the day, from Lone Zeeberg Nielsen, Campus Chef LIFE

	� Presentation session: Project management group/Client group, Steering group, Planning group, Con-
sultants, Departments, Faculty service

9.30	 Presentation of the project
	 from Lundgaard og Tranberg, architects
	 Approx. 10.00 – Questions on the project

10.30	 Coffee break (and mobile check!)

10.45	 Presentation of the departments
	 •	� Department of Agriculture and Ecology – Svend Christensen
	 •	� Department of Plant Biology – Svend Christensen
	 •	� Department of Soil Science and Environment – Susanne Sørensen
	 •	� Department of Food Science – Nanna Viereck

12.00	 Lunch

12.45	 Values – appearance and function of the building
	� The client has described the values in the tender specifications. The consultants have incorporated 

user requirements and values into the project. We all have our own ideas and expectations. Now we 
have a chance to bring these values into play and arrive at shared images and ideas of the values that 
we consider important, such as:

	 •	� What is a unique research and training environment?
	 •	� What does it mean to say the building should support creativity?
	 •	� What does a spirit of efficiency and technical innovation feel like?
	 •	�� How can we maintain clinical cleanliness together with transparency, shared functions and flow?

	 Group work and plenary discussion

14.30	 Walkabout in groups  
	 (with a few questions to think about)

15.00	 Time for coffee (and mobile check)

15.30	� Presentation of organisation and process
	 by Anette A. Persson, KU and Anja Gabelgård, LIFE
	 Approx. 15.45 – Questions and comments

16.00	 The good process
	� Participants’ expectations of the process and collaboration.

	� Participants give their initial ideas of values and elements of a good process,  
to be developed in elaborating the design brief in the  
coming weeks.

	 Group work and plenary discussion
	
	 Expectations of next steps

17.00	 Wrap-up of the day by Lone Zeeberg Nielsen

17.15	� Guided tour

18.00	� Dinner

21.00	 Thanks and good night



ANNEX 4

DECISION PLAN
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Enlarged extract from an example decision plan:



ANNEX 5

CHANGE MANAGEMENT FORM
Example of filled-in A3 form to document choice of solution:
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ANNEX 6

INITIAL WPA
Extract from an initial workplace assessment. Find out more at www.arbejdsmiljo.ku.dk

DEPARTMENT FOR SMALL ANIMAL DISEASES – COMMISSIONING WPA

...

INDOOR CLIMATE WHERE

It gets too warm/no air-con ICU/ISO and corridor 1-72 / Reception 1-81; 1-82;

Poor ventilation
 
 

All of 1-72 (Cardio); preparation area and cages 15 and 
16 1-72

Rehab (smell of chlorine) 1-71

Ventilation at floor level in preparation area?

Too warm in the summer/too cold in the winter Reception 1-81; 1-82; Foyer; Rehab 1-71; 1-72

Curtains do not keep the light out / can’t unlock the 
awnings

Reception 1-81; 1-82;

Bright light all summer Reception 1-81; 1-82;

Lighting timer should be set so lights do not go out ICU

Bad smell from drains 1-81; 1-82; and 1-72

Consultation room too small The 2 small consultation rooms in 1-811

Lack of daylight Preparation area 1 -72

Lamps not correctly placed over tables Preparation area 1 -72

No windows in doors to individual consulting rooms Small consulting room in 1-81

High humidity and temperature when the door is 
closed

Neuroclinic

Lack of daylight (no windows) Hospital and Patient preparation 1-72

Sufficient lux?? Preparation/Surgery/ICU/HOSP 1-72

NOISE WHERE

Poor acoustics
 

Lunch room/Reception/Foyer 1-71 A; 1-72

Phone calls can be heard from a distance

Hard to hear phone calls
 

In Reception/noise from dogs/clients 1-81; 1-82;

Waiting room

Noise from cage rooms for specialist clinics Specialist clinics/Cardio/Rehab/Reception 1-71;1-81; 
1-82;

Noise from many people Preparation 1-72

Noise from dogs coming round Orangery 1-72

COMMUNAL AREAS WHERE

Dogs urinating in heating gratings, stale smell Reception 1-81; 1-82;

Automatic doors allow loose dogs to run off Reception 1-81; 1-82; Foyer 1-71A

Doors not always locked/outsiders can get in Foyer/Outside doors

Light constantly going on and off Reception 1-71

Automatic door opener to be fine-tuned Foyer

Door sticks Closed consultation room ??

No sofa groups/noise damping Foyer

...

http://arbejdsmiljo.ku.dk/byggesager/ibrugtagnings-apv/
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