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 y       
The  e o t ex m nes the  ctiv ties  nd the  esu ts of them conducted  t the Eu o e n 
 ssoc  tion fo  the Educ tion of  du ts  n B usse s, Be g um, s  nn ng f om       unti  
        . The methodo og    o osed co  es onds to the wo k of  n o g n s tion th t 
h s sc  ce time  nd c   c t  wh  e   so b  e   to no ch nce to h ve   s   on the office 
s  ce   ov ded. The   o osed  ctiv ties   m to    se   w  eness on wh t ch nges need 
to be m de  n o de  to be mo e env  onment     sust  n b e th ough sho t deb  efing 
sess ons m de du  ng the week   st ff meetings  nd   fu   d    ese ved to d scuss the 
 ssues we f ce w th  oss b e o  o tun ties to  m  ove. 

     duc    
The   ocess of    oting  t the E E  w s d v ded  nto mu ti  e sections, m k ng su e th t 
most of the st ff w s  b e to cont  bute to   wo k ng methodo og   nd ensu  ng th t 
s m     o g n s tions w th sc  ce time  nd c   c t  wou d be  b e to fo  ow  t. We 
dec ded to t ck e the   e  of the Env  onment   Sust  n b   t  of the  nstitution, 
fo  ow ng   voting sess on  n one of the co  es ond ng st ff commun c tion g ou s, 
c e ted fo  the  u  ose of the    oting. To fu the  co-deve o  the fu   d   wo ksho , 
the st ff voted  nd dec ded to wo k on the fo  ow ng sub-  e s: Le de sh    nd 
m n gement, Sust  n b   t   o  c es  nd st  teg es fo  the o g n s tion  nd Bu  d ngs 
 nd  e  n ng s  ces. These sub  e s we e co  es ond ng to the wo k be ng done  t th t 
moment, w th  dvoc c  t sks, them tic  e   on sust  n b   t   ecent   fin   sed  nd   
st ong  nfluence of the t   n ng we   ov ded on S fe s  ces. 

 c         
The  ctiv ties we e d v ded  nto two sections. 

ONLINE 
In  ntic   tion of the  n- e son fu   d   of    oting, th ee st ff meetings on F  d  s, 
between 1 :    nd 11:   CET befo e the event  nc uded   sho t  n ut on the 
ex ect tions of the  n- e son sess on. To co   bo  te fu the ,   se    te st ff 
commun c tion g ou  w s c e ted,  n o de  to sh  e methods,  de s  nd   so to kee  
t  ck of the  og stics. The m  n   m of these sho te  sess ons w s to co-c e te the  n-
 e son    oting. 



Sustainability Matrix for ALE institutions #SMALEI 

Guidelines for Case Reports 

 

IN-PERSON 
The  n- e son d   took    ce on the 8th of      n the  undo   dou cent e. It w s 
d v ded  nto s x sections: 

T m   c v  y      d    y 

1 :   – 1 : 5 W  m u   nd objectives;  nt oduction to 
the   oject 

Qu   ties co-c e tion 
 ctiv t  

P esent tion 

1 : 5 – 1 :     e  1: Le de sh    nd m n gement The  s ects  oke  

1 :   – 13:   Lunch b e k  

13:   – 1 :15   e   : Sust  n b   t   o  c es  nd 
st  teg es fo  the o g n s tions 

1:1:1 

1 :15 – 15:3    e  3: Bu  d ngs  nd  e  n ng s  ces Wo  d c fé  e m g ned 

15:3  – 17:   Reflection  nd conc us ons G ou  d scuss on 

Ten st ff membe s of the E E   ttended the  ctiv t  fo  the who e d  . 

 

Figure 1: EAEA staff shares their expectations of the session 
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Figure 2: The staff divided into two groups and discussed the aspects 

 

Figure 3: After each session, the staff discussed the results 

 

Figure 4: To discuss Area 3, one of the proposed methods used was LEGO Serious play 
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     d    y 

QU LITIES CO-CRE TION  CTIVITIY 
Du     : 5 m  u       d v d  – w     d y 

        :    d     d ff      c   u   w    d ff      qu       w  tt         m. T   
 m u      c   u      d     c        d         m u          c      . 

In  dv nce,   e   e c  ds. E ch of the c  ds needs to h ve    o e/qu   t : 

• ENERGETIC – The  e son  s  es ons b e fo  we  -be ng of the    tic   nts, 
m k ng su e to  ccount fo  the ene g   n the  oom. 

•  INDFUL – The  e son  s  es ons b e fo  kee  ng t  ck of time  nd m k ng su e 
the event sticks to the schedu e. 

• REFLECTIVE – The  e son  s  es ons b e to   e   e  nd f c   t te the  eflection 
 fte  e ch sess on.  

• H RVESTER OF RESULTS – The  e son  s  es ons b e to g the   nd document 
the  esu ts of the wo k ng g ou s. 

• C RER – The  e son  s  es ons b e fo  the s  ce, kee  ng  t tid , m k ng su e 
th t the    tic   nts fee  comfo t b e  n  t. 

•  RTSY – The  e son  s  es ons b e fo  th nk ng outs de the box  nd   o os ng 
v   ous w  s on how to   esent the wo k/ esu ts. 

If  ou need mo e c  ds,   e   e them  cco d ng to the needs of the s  ce  nd of the 
g ou . 

E ch    tic   nt gets   c  d  nd   esents the    o e to the g ou . In c se   t sk  s too 
b g to do  t w th on   one  e son  ss gned to  t,  ou c n   e   e two c  ds w th the 
s me  nst uctions.  

W th the    o es, the    tic   nts co-c e te the wo ksho   nd des gn the t   n ng 
 cco d ng to the   needs  nd ex ect tions. 

THE  SPECTS POKER 
Du     : 45 m  u    

        :         d      x      w    d  c      ,   b   d   d c  d  w                c   
            x      
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D  w   bo  d w th th ee  ect ng es, d  w  n X fo    s  ce fo    c  d. D st  bute   set 
of c  ds w th one  s ect e ch. E ch    tic   nt  n   g ou  gets   set. The  get to  ut 
one c  d  n one s  ce, one  t   time. The most exte n    ect ng e  e  esents th ngs 
th t   e  ess  m o t nt, the most  nte n   one those th t   e c uc   .  If the e  s no 
mo e s  ce, the g ou  st  ts   d scuss on to see  f one of the c  ds c n be  emoved. 
       tic   nts need to  g ee to  emove   c  d  nd    ce   d ffe ent one.  

Ex    n th t some c  ds c n go com  ete   outs de the bo  d! 

X                                  X                              X                          X                                   X                  
            X       

X                                       X                                                    X                                                       X  

 
X                                                                                                                                                    
X 

 

X 

 

X                                           X                                                 X                                                   
    X 

X                                          X                                           X 

X ….. 

The most exte n    ect ng e h s the b ggest numbe  of Xs, the m dd e one fewe , the 
sm   est one on   3 Xs. The bo  d  s des gned  cco d ng to the numbe  of  s ects  ou 
w    wo k w th. 

WORLD C FÉ REI  GINED 

Du     : 45 - 60 m  u    

        :   GO b  ck ,      , c   u      , k  ck-k  ck  (   v  ,   ck ,   ck     m   
w  k), c  d  

Fo  th s  ctiv t , d v de  ou     tic   nts/ e  ne s  nto th ee g ou s of s m     s ze. The 
g ou s c n ch nge wo kst tions du  ng the  ctiv t , howeve ,  t  s   w  s best to h ve 
one  e son st   beh nd, to ex    n wh t w s done  t e ch wo kst tion to the othe s. 

The fi st g ou  needs to d  w   sust  n b e s  ce fo   e  n ng, howeve , the    e not 
   owed to t  k. The  c n use the    e   nd co ou   ens   ov ded. 
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The second g ou  needs to bu  d   sust  n b e  e  n ng commun t , us ng the kn ck-
kn cks   ov ded. Th s c n v    f om f b  cs to n tu     esou ces.  

The th  d g ou  needs to  ut togethe    sust  n b e bu  d ng. The  use the LEGO b ocks 
  ov ded. 

 fte  the  ctiv t   s fin shed,   ov de 5 m nutes  e  t b e fo      of the    tic   nts to 
d scuss the  ss gnment  nd to see  f the so utions   o osed cou d be  m  emented. 

● If needed,  dd  efe ence m te     - quotes,  ns    tion, theo etic    efe ences 
etc. 

● Reflect on the outcome - how d d  t tu n out? Wh t w s the  esu t, wh t d d  ou 
 e  n  nd wh t w     ou ho d on to  nd fu the  deve o ? You c n  nc ude comments f om 
co  e gues  nd    tic   nts  n the   ocess. 

● P e se  dd   ctu es, v deos, sound  eco d ngs  nd/o  othe   ud ov su   content. 
Fo  ex m  e   fi med  ctiv t  o   n  nte v ew w th      tic   nt. 

1 : 1 : 1 

Du     : 30 - 60 m  u    

        : P       d     ,  m   

The f c   t to  sets questions,  e ev nt to the d scuss on. In the c se of the E E  
   oting, th s w s: 

• Wh t shou d be the “g een m ss on” of E E ? 
• Wh t shou d   com  ehens ve st  teg   nc ude? 
• Wh t ste s shou d be t ken to deve o    st  teg ? 

The    tic   nts need to d v de themse ves  nto g ou s of th ee. One  e son   stens  nd 
t kes notes, one  e son t  ks  nd one  e son  sks questions.  fte  1  m nutes, the 
 o es tu n, so th t e ch of the    tic   nts  s  b e to ex e  ence     of them. 

Once fin shed, the    tic   nts g the  togethe   nd sh  e the m  n t ke w  s  nd the   
ex e  ence of d ffe ent  o es. 
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   u                   
The st ff of E E  w s  v             d by                          d. The     ticu      
enjo ed the g m fied d scuss on sess ons  nd be ng  b e to wo k  n sm   e , d ve se 
g ou s wh  e   so  b e to sh  e the   v ews  nd o  n ons  t the end of e ch sess on. 

Du  ng the g m fied sess ons, some    tic   nts mentioned th t the  we e  nte ested 
 n know ng mo e  bout the f c   t tion o tions  nd th t the  enjo ed see ng eve  one 
 nvo ved  nd  b e to  eflect. The      ec  ted h v ng the defin tions of the   e s  nd 
 s ects of the   t  x  n f ont of them,  s some ke  wo ds   one we e not 
unde st nd b e. Some    tic   nts mentioned th t need ng to    o  tize the  s ects 
w s ch   eng ng  nd m  be th t the e w s not enough time to de ve even dee e . The 
ove     o  n on w s th t the g mebo  ds we e o en  nd  nv ting. 

When  ook ng  t the   t  x, the  fe t th t some  s ects we e mo e  nte esting to HR 
  ofess on  s  n the netwo k, but th t the e  s   need to tu n the  s ects  nto    ctice 
 n ou  o g n s tion  s we  . Some we e wonde  ng  f the d ffe ent methods of  e d ng 
 n o g n s tion due to cu tu    d ffe ences cou d obst uct st ff  nd educ to s  n us ng 
the   t  x  n   s m     w  . The m  n v s on fo  the use of the   t  x w s th t  t needs 
to be    ctic    nd en  ched w th  e     fe ex m  es on how othe  o g n s tions t ck e, 
fo  ex m  e, events  nd su   us of food o  g een t  ve  etc.  

O          m       u       m                     w                          ,  n o de  
to  ccom  n  the futu e   ojects we m ght       fo .  nothe  conc ete so ution w s to 
  e   e   set of gu de  nes to       to   oject  nd event  e  ted t  ve .  s the time w s 
qu te sho t, the st ff  g eed to kee  on wo k ng on these  e ev nt outcomes  n the 
fo  ow ng months. 
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Fo  ow-u   esu t: G een T  ve  P  n 
S x months  fte  the  n ti      oting, E E   ese  ched othe  o g n s tions’ g een  o  c es 
 nd t  ve   o  c es. Due to the h gh numbe  of  nte n tion   t  ve  b  E E  st ff 
membe s,  t w s dec ded th t   t  ve     n wou d be c e ted, th t  nvo ved   st ong 
em h s s on        c g een t  ve  o tions. 

T        w           xc        m       w         v       cy: 

Employees may choose between air and ground travel, depending on cost, convenience and 
ecological footprint. At EAEA, we recognise that travels and the chosen means of 
transportation greatly impact the overall environmental footprint of the organisation. The 
following guidelines are proposed for EAEA staff and partners to consider for travel: 

Air travel: For air travel, employees are asked to compare flights on flight comparison sights 
and to select economy travel. Direct flights are prioritised as well as those with lower CO2 
emissions. If using air travel is the only option for transport, budget airlines should be 
avoided.  

Train: For distances of less than 1000 kilometres and/or a total travel time of less than 8 
hours (door-to-door), rail travel should be preferred to air travel. These values are 
recommendations and indicative and may vary from case to case, for example, if a longer 
absence is not possible for family or other reasons and, therefore, the fastest means of 
transport must be chosen.  

In order to facilitate green travel, EAEA staff members are encouraged to: 

- Use Interrail passes, which include 4 days of travel within a month at a set price, 
offering flexibility 

- Use this train route planner to compare options  
- Use SNCB international planner for journey originating in Belgium 
- Avoid the DB  

Additional provisions: 

Prices for green transport must remain within reasonable limits, i.e. for train travel, prices 
should be no more than 200% of an air journey in the same comfort class (i.e. Economy 
Classic/Plus).  

The new t  ve   o  c  w    he   gu de E E  em  o ees to se ect eco-f  end   t  ve  
o tions, w th c e    nst uctions  nd   m ts  n o de  to ensu e the    e encou  ged to 
 ook  nto  t  s   v   d o tion. 

https://www.interrail.eu/en/interrail-passes/global-pass?gclsrc=aw.ds&&utm_source=google&gad_source=1&utm_medium=cpc&utm_campaign=IR_ROE_EN_DO_Paid-Search_Brand-AlwaysOn&utm_id=20907769408&utm_accountid=default_accountid&utm_accounttype=default_accounttype&gclid=Cj0KCQjwyL24BhCtARIsALo0fSCRK9k5oV6a7A7ZqLsG42s4HvkVQlpgg70VNpAEbRi99d2riwX-6aoaAk1qEALw_wcB&gclsrc=aw.ds
https://www.interrail.eu/en/plan-your-trip/interrail-timetable#/
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Funded b  the Eu o e n Un on. V ews  nd o  n ons ex  essed   e howeve  those of 
the  utho (s) on    nd do not necess       eflect those of the Eu o e n Un on o  the 
Eu o e n Educ tion  nd Cu tu e Executive  genc  (E CE ). Ne the  the Eu o e n 
Un on no  E CE  c n be he d  es ons b e fo  them. 


