An organisers guide to
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homes event
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Planning an open homes event
Green open homes events are a
fantastic way to showcase energy
saving improvements people have
made to their houses and
encouraging others to follow suit.

If you plan to organise a green open homes event,
this guide is a good place to start. It is set out in four
sections which you can also use as a checklist for
planning your event:
1) Getting started
£ Aims
£ Target audience
£ Type of event
£ Geographical focus
£ Set a date
2) Resources
£ Core group
£ Time
£ Volunteers
£ Expertise
£ Money
3) Organising the event
£ Meetings
£ Sub groups and steering groups
£ Timetable and task list
£ Fundraising
£ Publicity and marketing
£ Finding homes
£ Recruiting volunteers
£ Turning visits into action
£ Managing risk
£ Monitoring and evaluation
4) Follow up
£ Review
£ Write up
£ Thanks
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1) Getting started
You’ll probably start with a meeting or discussion,
with a few people who are interested in running an
open homes event. There are some key decisions you
can make straight away, including (if possible)
setting a date. You could use these ‘why-who-whatwhere-when’ questions to help get the ball rolling.
Why do you want to run a green open homes event?
Have a good think about exactly why you want to do
it and what you want to achieve. Then set some
concrete goals, such as visitor numbers, number of
homes involved, or the number of people who say
they’ll make home improvements as a result. It’s
much easier to work towards a defined goal.
We recommend the PlanLoCaL video on ‘Running
an open homes event’ as essential viewing for anyone
wanting to get an overview of what’s involved:
http://youtu.be/onUufFrwI-U.
Who is your target audience?
In other words, what sort of people do you want to
come to your event? You could aim to involve people
from across your whole community, or you may have
a specific target group in mind. Bear your audience
in mind throughout your planning as it will affect
everything from the type of homes you want to
showcase through to the wording on your leaflets.
Marketing an open homes event is discussed in more
detail in the resource ‘Marketing your event’.
What scale and type of event?
How long do you want it to be, how many buildings
would you like to include and how big an area do you
want to cover? It’s good to think through questions
of scale at the beginning so you can set realistic
targets and make sure you’re all on the same page.
Obviously for larger events you’ll need to scale up
the level of time, person days, planning and
organisation needed.

What type of event will work best in your
community? Which would be easiest for your core
group to deliver? You could run a bus tour, drop-ins,
an appointment system or a combination of these.
There are pros and cons to weigh up.
See the resource on ‘Choosing an Open Homes
Approach’.
Where will your event be?
The area you concentrate on could depend on the
sort of houses you want to feature, the type of
community you live in, the size of the population...
and your ambition. Remember that people live in
different types of housing, with different tenures
(homeowners, private tenants, council housing).
Including a range of homes will make the event
relevant to a wider audience because they’ll be able
to visit a home like theirs. You could extend your
open homes event to non-residential buildings to
add interest.
See the resource on ‘Making open homes events
relevant and inclusive’
“Limit the number of sexy new-build homes as these
detract from the far more important retrofits.” | Chris
Bird, Transition Town Totnes
When is the best time to hold an event?
Get a date in the diary early on and make sure you
allow enough time to organise the event well. Think
about your target audience and when visitors are
most likely to be able to come, as well as what will
work best for your open homes hosts.
You may want to plan your event to coincide with
other events. This has advantages (for example, you
may be able to piggy-back on the publicity) and
disadvantages (people may be drawn to events
elsewhere). Consider the time of year – experience
from other events suggests that autumn and spring
events attract the most visitors.
“Just go for it - and allow more time than you think!” |
James Smith, Shrewsbury Green Doors
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2) Resources

3) Organising the event

Next, look at your resources. You’ll need a good
group of people, some money and quite a lot of time.

Good planning is crucial for a successful event but if
you have worked through the first two sections above
you are already well on your way. You may need to
revisit your plans a few times in case anything
changes.

Core group
From the start you’ll need a core organising group.
Be realistic about what time and expertise this group
can give, and consider looking for extra support to
help share out the work. Now may also be a good
time to consider whether you need to adopt a more
formal legal structure for your group.
Resource: ‘Adopting a legal structure’
Time
It will help your planning if you are clear from the
start about available time. Are you all going to be
working on the event alongside jobs, families and
other commitments? Run a quick reality check on
how long things will take and how much time you
are really able to give. The event is likely to take
more time than you think.
Volunteers
An active group of additional volunteers can really
help with the smooth running of your open homes
event – for example helping with promotion or as
event stewards.
“Eco Homes is very time-consuming to organise.
Dedicated help is a must.” | Helen Fairweather,
Lightfoot Enterprises
Expertise
You don’t have to do it all alone. Expert support for
your event could come from a variety of sources such
as your local authority, groups that have done open
homes events before, or an energy advice agency.
They could help with fundraising, providing
technical expertise, marketing or putting you in
touch with volunteers.
See our resource ‘Getting the experts in’.
Money
Even the smallest events will need some level of
funding to cover publicity materials, volunteer
expenses and insurance. Setting out a basic budget is
an important part of the planning process, and will
be useful when it comes to fundraising.

Meetings
Schedule and hold regular meetings of your core
organising group to make sure everyone is up to
speed with developments. Keep checking back
against your task list so that nothing gets forgotten.
Remember that there’s a balance to be struck
between planning and doing. Planning meetings are
essential but if they drag on for too long with little
activity you may lose momentum (and volunteers)
which could have a serious impact on your project.
Sub groups and steering groups
If you’re running a small event then a set of regular
meetings with your core group is enough, but for
large events it is worth considering smaller sub
groups that can focus on particular tasks, such as
marketing. An overarching steering group could also
help to maintain a strategic overview and keep things
on track.
If you decide to set up sub groups or a steering
group, here are a few things to bear in mind:
• Strong communication between groups is
absolutely essential, but will take some
organisation.
• Check that the extra time it will take to have
separate groups running in addition to your core
group is really worth it.
• Think carefully about who will be involved and
what their skills and contacts are.
Timetables and task lists
Create a timetable and write a project plan. There are
many different ways you can do this (for example
online tools, paper templates); the most important
thing is to find something that works well for your
group.

Cont u
Green Open Homes | www.greenopenhomes.net

Basically, you need to start with the date you’ve
agreed for your event and, working backwards,
schedule in all the tasks that need to be done and by
when. Agreeing exactly who is going to do what (and
by when) is crucial, especially if you’re planning a big
event, as it will need really good organisation to
bring all the different parts together.
Timetable in periods when people will be away or
will have less free time (such as during school
holidays) and the crunch when you will need all
hands on deck.
Fundraising
Fundraising can be done in a number of ways and it’s
a good idea to try a few different avenues, such as
simple raffles, sponsorship from local businesses,
small grants or awards. If you don’t raise as much
money as you had hoped for, you might need to
review decisions about the aims, scope, and timings
of your event.
Have a look at the Green Open Homes resource
‘Finance and fundraising for your project’ for further
advice.
Publicity and marketing
Good promotion of your event could make the
different between success and failure. Creating a
buzz and selling it as a fun thing to take part in will
help to engage open home hosts and get people along
on the day. Write a marketing plan and do as much
publicity as you possibly can in the lead up to your
event.
There is a GOH resource on ‘Marketing your event
to the public’ which will give you some hints and tips
on how to do this effectively.
Finding homes
You can’t have an open homes events without open
homes. You will need to engage people who are
willing to open their homes for your event, collect
information about their houses and the low energy
features that will be on display, and find a way to
present these to visitors (for example on a map or in
an event guide).

Recruiting volunteers
You may have decided that you need additional
volunteers to help your core group prepare for and
run your event. Recruiting volunteers does need
some thought and careful planning but it is worth
the effort.
For more detailed advice have a look at ‘Recruiting
and supporting volunteers’ and the ‘Guide for
volunteers’.
Turning visits into action
Obviously there is a huge amount of planning
entailed in setting up a green open homes event. But
the event itself is really only a means to an end. Most
organisers ultimately want their visitors to go home
after an event and make energy saving changes to
their own homes. So do think about the things which
will help with that. For example: personal contact;
good communication; captivating displays in homes;
straightforward and reliable information; clear and
targeted messaging; benefits which are simple for
visitors to remember and actions which are easy to
carry out.
See our resource ‘Turning visits into action’.
Managing risk
Make sure you have appropriate arrangements in
place for insurance and for managing risk (e.g. a risk
assessments of each home; clear guidance for home
owners and volunteers). You have a duty of care to
your visitors and volunteers and you need to take
appropriate steps to protect them.
See our resource ‘Insurance and risk management’
Monitoring and evaluation
Before you run the event, plan your evaluation
(including how you will record visitor numbers and
feedback) and how you want to write up your
findings (so that you collect the right information to
start with).
See our resource ‘Evaluation of open homes events’.

See ‘Recruiting and supporting open home hosts’
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4) Follow up

Green Open Homes network

When the event is over there is still a little bit of
work to do. Follow up activities, in particular
collating feedback, sharing successes and saying
thanks, will help you to know how well you did, will
keep your group, volunteers and householders
motivated, and could help you to design new projects
or attract future funding.

Even though at this early stage the list of things to
consider may seem daunting, don’t forget that it can
also be fun! You’re not alone and there are groups
that have done all of this before, many of which are
featured on the Green Open Homes website.

Review
Review your project while it’s fresh in your mind.
Collect and collate monitoring data (e.g. number of
homes, number of visitors, types of questions that
were asked) and feedback from participants
(including visitors, hosts, supporters and organisers).
Record quotes and comments, suggestions and
lessons learned. If you have photos or videos from
the event so much the better.
Write up
Pull together any project reports that are needed for
funders, write up a short summary of the event to
share with participants, include an update on your
website or in newsletters, and see if you can get any
follow up good-news stories to keep the publicity
going.

To help with each element of planning your green
open homes event, all the guidance referred to in this
document as well as more resources and templates,
are available at www.greenopenhomes.net.
Here are some words of encouragement from open
homes organisers:
“Just do it! Start small and have a go.” | Tina Holt,
Transition West Bridgford
“Very worthwhile, has great feel-good factor, excellent
way to spread good practice - do it!” | Sally Cooke,
Greendor
Good luck with your event!

Thanks
Thank everyone who was involved. It is likely that a
large number of people have given time and energy
to help make your event happen and they will
appreciate a thank you.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net

Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors
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Choosing an Open Homes
approach
There are different approaches you
can take to running an open homes
event. Which one you choose will
depend on factors like your budget,
the number of homes, the geographic
spread of homes and the target
audience you want to attract.
We’ve presented some of the different
options here, including insights from
other open homes organisers. You
may already feel that one of these
approaches suits you best but it’s
worth looking at the alternatives.

A summary of the options
You can ‘mix and match’, but the main options for
open homes events are these:
Drop-in
Where the event organiser and householder specify a
date and time when visitors can turn up, e.g. ‘10.00 to
17.00 on Saturday 28 September’
Bookings
Where visitors book a slot to see a house they are
interested in
Tours
A group tour by bus or on foot of the homes taking
part in the open homes event
A central hub
Somewhere like a community centre or cafe acts as a
focal point for the event
Piggybacking
Where the event is linked to a bigger initiative like
an arts trail or open gardens event

1. The ‘drop-in’ approach
This option means visitors can turn up and look
around an open house at any time during the event.
Opening hours are defined, whether it be a day,
evening or weekend, but a visitor does not need to
book or specify when they plan to drop in. This gives
visitors more flexibility but means that the hosts
need to be prepared for a visit at any time.
If your homes are easily identifiable from the street
(with markers, flags, balloons, etc.) you may attract
the occasional passer by who perhaps didn't know
they wanted to visit a green open home.
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Many Heritage Open Days operate on a drop-in basis
(www.heritageopendays.org.uk), not least because
this approach takes less co-ordination than setting
up and managing a booking system.
There is a risk that the popular houses may become
overcrowded at times, and this could be hard for the
host and disappointing for the visitors. Longer
opening hours, volunteer stewards, or simply asking
people to come back later if it gets really busy could
help to make sure this isn’t a problem.
“This year we’ve extended the opening hours to allow
visits to be spread over a longer period – 10.00 to
13.00 and 14.00 to 17.00. This reduces crowding and
allows more visits in the day.” | Neil Williams, Lewes
Eco Open Homes
A drawback of the drop-in option is that the people
opening their homes may have concerns about
letting anyone turn up at their house at any time. To
alleviate this anxiety, you can suggest that hosts set
limited opening times, and make sure there is a
steward at each home asking for people’s details in
order to deter opportunists.
Note, too, that it may be harder to count how many
visitors have attended without a booking system. But
you can set up a sign-in sheet or a simple way of
counting people as they arrive.

2. Booked visits and tours
This approach involves setting up a booking system
for people to visit houses on a certain day and time,
arranged in advance.
SuperHomes (www.superhomes.org.uk) and the
Green Homes Network in Scotland
(www.bit.ly/QDJ4sL) are examples of initiatives
which do this.

A booking system does make the day more
manageable for hosts, particularly in the most
popular houses, who will know exactly how many
people are coming and at what time. Dedicated time
slots mean the host can run a tour of the house
ensuring everyone gets to see all the ‘green’ features,
making it a better experience for the visitor as well.
“We found that showing groups of 15 around worked
much better than trying to provide a meaningful
experience to an endless stream of couples and
individuals.” | Chris Bird, Transition Town Totnes
A booking system is a good option if security is a
concern, as it allows you to ask for visitors’ personal
details. You’ll also be able to monitor numbers more
easily and can get back in touch with them if you
need to. Knowing in advance who will be visiting
their home and when may also reassure your open
homes hosts.
But a booking system won’t suit everyone. A manual
system is time consuming for volunteers, while an
automated web-based system will be complex and/or
expensive to set up, so for smaller groups expecting
lower numbers of visitors, the extra complexity is
probably not worth it. Consider asking hosts to
provide an email address if they want to take
bookings and manage the process themselves.
“The main drawback is admin. It takes a bit of time to
confirm time slots with each visitor. But on the day we
look more organised as people arrive and we tick them
off and know their names.” | Tina Holt, Transition
West Bridgford
Potential visitors might not want to book in advance,
and once at the house might prefer to look around
on their own and ask questions on a one-to-one basis
instead of in a group. Therefore a booking or touronly system may put some people off coming at all.
Note, too, that visitors who have pre-booked might
not turn up on the day. This is disappointing for the
hosts (and you as organisers), and also deprives
others of the chance to visit those homes because the
slot was taken.
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3. Bus or walking tours

4. A central hub

You could arrange group visits to each of the houses
in your event with a bus or walking tour. This way all
visitors have a similar experience, see all the homes
and benefit from the same learning experience. The
Carbon Co-op has used this approach to running an
open homes event (http://carbon.coop).

In addition to the open homes which are the focus of
your event, you might choose to set up a central hub
(e.g. in a local community centre, library or obliging
cafe) where visitors can pick up information about
the event and the improvements on show – especially
useful for visitors who don’t have internet access.

A bus tour makes sense if the homes that are part of
your event are very spread out. It can also have the
environmental benefit of helping to reduce car travel
but of course you’ll have to factor the costs of e.g. bus
hire, fuel, a driver and insurance.

You could invite other local organisations or
installers to set up stalls at the hub, arrange
refreshments and talks, or even book a band.

It also makes life easier for hosts who only need to
open up their homes to a set number of visitors at
fixed times for each tour, so it will take less of their
time and they can prepare in advance.
Visitors could get more from a prepared tour where
they will be able to ask questions. Whether it is a
walking tour or a bus trip, they will get to know each
other during the trip which may make the experience
itself more sociable and fun, and the chance to
discuss what they have seen could be as valuable as
seeing the technology itself in terms of inspiring
action at a later date.
“People get so much more out of open homes events if
they go on the journey together. They're not just taking
in the technical information about the houses but
sharing their own experiences and discussing how they
might adopt these improvements together.” | Jonathan
Atkinson, Carbon Co-op
However, you’ll probably end up with fewer visitors
by taking this approach, as you’re limited by the
number of people any one home can accomodate.
Some people will be put off by having to commit to
the whole tour, but the visitors you do get may be
more serious about energy saving and more likely to
go on to install similar measures in their own homes.

A hub can be a good way of promoting the event, as
you might pick up interest from other users of the
building.
This approach gives visitors a chance to talk to
volunteers or experts away from the homes. They
might have more questions about what they have
seen and would like to get a non-biased answer,
which householders themselves might not be able to
give. If they are interested in installing any of the
measures they’ve seen, they’ll have the opportunity
to pick up more information about how to go about
it, and if installers are present they can start the ball
rolling.
You probably don’t want to have so much going on at
the hub that you distract visitors from going to see
the houses. Transition Town Totnes follows its open
homes weekend with an Eco Fair the following
weekend that showcases suppliers, installers and
advisors and aims to encourage visitors who were
enthused by the event to take the next step.
“The second time we ran an event there was a lot
going on at the ‘hub’ so it took a while before anyone
appeared at the houses. We plan to have less at the hub
next time, or just use a stall at an existing community
market and do a lot online.” | Anne Thomas,
Transition Black Isle
More resources are needed for the hub approach.
You’ll need volunteers to staff the hub, a suitable
venue available on the right date, and, most likely,
additional expenses to factor in. It will also add to
the time needed to plan and organise the event.
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You could recoup some of the costs by charging
exhibitors for having a stand, but the presence of
installers and other businesses promoting their
services may raise questions about your impartiality.
One way around this is ensuring there are a number
of installers at the event, and encouraging visitors to
get more than one quote.

5. Piggybacking
You could tag your event on to a bigger event taking
place in your area, such as a green day or a local
celebration, or time it so that it happens at the same
time as a related event like an open gardens day,
heritage open homes day, or an energy event (like EU
Sustainable Energy Week, www.eusew.eu). This will
help attract attention and could be useful if you are
running an event for the first time or if you only
have a handful of homes to showcase.
You could benefit from the publicity and buzz of a
larger event and you might get more visitors because
more people are ‘out and about’ or better aware of
what’s going on. Big national or regional events will
publicise widely and potentially attract a wider
audience than your own marketing efforts could.
“Next time we plan to run the event as part of a
county-wide or national event so that there is publicity
to a wider audience.” | Lorna Bonthrone, Sustainable
Wallingford
Linking up with the organisers of an existing event
might save you time on planning and organisation,
and you could benefit from your partner
organisation’s advice and support to make your event
a success. For example, if there is an established open
homes event running in a neighbouring village or
town you could consider joining forces rather than
setting up something new from scratch.

“We organised a two-county-wide event, working with
lots of local eco groups, as well as individual
households. Some groups had previously run open
days in their own towns and villages. The aim was to
create some momentum by having lots of towns put on
an event in the same week.” | Caroline Harmon, MEA
Bear in mind, though, that if the wider event has a
different (i.e. non-energy) focus you risk mixed
messages in the marketing, not reaching your target
audience or losing potential visitors to something
they see as more exciting.
“We have un-hooked ourselves from Heritage Open
Days as we felt the heritage link was not very helpful it was an association that people did not understand.”
| Adrian Phillips, Cheltenham Green Doors
Furthermore, bigger events tend to have a bigger
geographical spread. If you want to focus your event
on local homes and local people then this might not
be the right approach for your group.
“Last year we joined the wider Energy Saving Trust
open day but there was not the same local effort and
interest. This year we intend to do more ourselves to
promote it.” | Anne Thomas, Transition Black Isle

And finally…
Whatever approach you take, it needs to fit with your
area, be right for your organisers (and your budget)
work well for the people who will open their homes,
and be easy to promote to local people.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors

Getting the experts in
Organising a green open homes event
is a significant undertaking, so
getting experts on board at different
stages can increase the chance of your
event being a success.
There are a range of organisations
that you could approach ...

Your local authority
Your local authority is an important potential partner
or supporter, and can certainly lend credibility to
your event. If it is already involved with an energy
efficiency schemes in the area, then being able to
promote these schemes at an open homes event is
likely to encourage them to get them on board.
Some councils have funding streams to support
community-based projects like yours, or they may be
able to act as a supporting partner on other funding
applications.
Your local authority may also be willing to lend its
support when it comes to publicity, for example,
helping you with press releases and using its media
contacts to generate interest and boost visitor
numbers to your event. Councils also have their own
communications outlets, such as websites,
newsletters and enews-bulletins.
If you do decide to engage your local authority,
contact a relevant team/service area (e.g. the
Sustainability Team), be clear about what you’re
hoping they can help you with, keep a note of who
you speak with, and be positive and persistent!

Energy advice agencies
Energy advice agencies will usually be interested to
hear about your green open homes event, and may
be able to provide you with factsheets to give away,
or displays to engage visitors. They may also have the
capacity to provide an energy advisor on the day to
give impartial advice to visitors on energy efficiency,
renewables and so on.
Although it’s unlikely that and energy advice agency
will be able to fund your event directly (though
there’s no harm in asking), they may be able to
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signpost you in the direction of potential grants or
funding schemes, and possibly even check over any
funding applications.
To find your local energy advice agency, contact your
local authority or try searching online. The
Community Energy Practitioners Forum –
www.cepf.org.uk – is a national network of energy
charities that might be able to provide support.

Building experts
Having experts like installers, builders or architects
at your event is a great way to provide visitors with
access to detailed technical advice and the chance to
ask questions, especially about the more complex or
expensive installations. This may even act as a
‘reality check’ if a visitor hasn’t properly thought
through issues such as disruption or visual impact.
To find an expert, try contacting organisations such
as the Association for Environmentally Conscious
Buildings (www.aecb.net) which has a network of
builders, architects and manufacturers who aim to
share sustainable building best practice. But don’t
forget to think locally as well.
Be aware, however, that visitors value open homes
events because they can hear the story of how
‘someone like them’ installed solar panels or
improved their home with solid wall insulation: they
don’t want to feel like they are in a salesroom.
Remember, it’s an ‘open’ home, not a ‘show’ home

Community groups
And finally, don’t underestimate how much help
other community groups can be! There are
numerous groups who have run open homes events
up and down the country and some may even be
local to your area. If there is an existing open homes
event near to you then you might want to consider
joining forces to extend the area you are covering.

Additional web resources:
Use the following list of organisations to help you find
details of builders, architects, product information and
free factsheets on energy saving improvements.
British Board of Agrément (BBA)
Recognised throughout the building materials industry as a
measure of quality control for manufacturer’s products
www.bbacerts.co.uk
The Building Centre
A provider of information on the built environment with
a comprehensive online product directory
www.buildingcentre.co.uk
Centre for Alternative Technology (CAT)
Information service, visitor centre and course provider
www.cat.org.uk
Centre for Sustainable Energy (CSE)
The domestic energy advice section of CSE’s website
www.cse.org.uk/loveyourhome
Energy Saving Trust
Information provider, formerly government funded, also
carries out field trial studies and runs national grant
schemes | www.energysavingtrust.org.uk
The Federation of Master Builders (FMB)
The largest trade association in the UK building
industry. Find affiliated builders or useful templates such
as building contracts | www.fmb.org.uk
Royal Institute of British Architects (RIBA)
Has a searchable list of affilicated chartered architects
and can also answer questions non-traditional methods
such as straw bale buildings | www.architecture.com
See also the following downloads from the Centre for
Sustainable Energy’s PlanLoCaL website:
‘Establishing the right partnerships’
Gives advice on creating good partnerships with local
authorities, local traders, energy companies, Green
Deal Providers etc | http://tinyurl.com/obvb64h
‘Working with installers’
This resource advises on different models and
approaches to take when working with local installers
http://tinyurl.com/on9q4ms

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors

Making your green open homes
event relevant and inclusive
When you’re planning your open
homes event, it’s good to think about
how you can make your event
relevant and inclusive – relevant to
people in your local community, and
inclusive by addressing barriers that
may prevent people from attending or
getting involved in your event.

If you want to inspire people to make energy saving
improvements in their homes, you need your event
to be relevant to their situation. There are a number
of ways you can ways you can do this.
Diversity of homes. Having a mixture of housing
types (flats, terraced houses, detached houses, etc.)
will ensure you’re opening up homes which a variety
of visitors can relate to. Quirky ‘eco-homes’ can be
interesting and fun, but they need to be part of a
good mix which is representative of the homes in
your area. The same applies to new-builds.
Diversity of tenures. Different tenure types (social
housing, privately owned, privately rented, or
cooperatively owned,) brings with them different
issues for energy efficiency and/or renewable energy
measures. It’s great to have a range of situations that
a variety of visitors can be inspired by.
Diversity of homeowners. Having a variety of
homeowners – for example, of different ages or
cultural backgrounds – will increase the likelihood
that your event feels relevant to a wide variety of
people. Research shows that people are more likely to
respond to a ‘social norm’ for a group that they
associate themselves with.
Diversity of measures. Ensure there is a range of
energy efficiency measures and renewable energy
technologies to see across your open homes. This
will help the event cater for the breadth of visitor
interests and budgets.
For further advice see our resource ‘Recruiting and
supporting householders’.
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Making everyone welcome

•

Use the expertise of local organisations,
neighbourhood forums or partnerships,
especially those working with more isolated
members of your community, or working to
improve the inclusivity of services and events.

•

Have as diverse a planning group as possible.

•

At your event, make sure it is clear who your
event helpers are, and that they’re clearly visible.

What might prevent some people from coming to
your event?
Physical access. Some visitors may have accessibility
requirements – they may be deaf or hard of hearing,
or visually impaired, or may need wheelchair access.
Ask open homes hosts if their homes are accessible
to wheelchair users – some won’t be, but at others a
sturdy wooden board at a threshold may be all that’s
required. Make it clear if there are access restrictions
so visitors won’t be disappointed. See ‘A guide to
delivering accessible events’ from the Office for
Disability Issues: www.bit.ly/157v2G5
Geographical spread. How easily will people be able
to visit the homes. Are they accessible by public
transport or bike, and what parking is available? All
these issues should be taken into consideration if
your event has a ‘hub’. Some open homes events have
run bus tours between the various locations.
Practical needs. Different visitors will have different
needs. Older people may not be able to stand up for
long, some visitors will have children who will want
something to divert them, and there may be visitors
who are allergic to pets. It may not be possible to
cater for everyone, but do the best you can and
respect the decisions of open homes hosts.
Cultural considerations. Think about the mix of
cultures in your community and about the different
needs that may arise, for example avoiding clashing
with religious or cultural holidays and events.
General tips for helping to make your event as
inclusive as possible:
•
•

If your event has booking forms, make sure it
asks the right questions about access.
Provide clear information about each open home
so that visitors can plan which homes to visit.

Marketing your event
How you publicise your event will affect whether
people feel it is relevant to them. People are
interested in retrofitting for a variety of reasons –
saving money, being green, and so on – so make sure
your publicity ticks lots of interest boxes, or focuses
on those that are most relevant to your local
community or target audience.
Make sure your publicity clearly communicates how
you’re hoping to cater for a variety of needs (and be
open about where you can’t). It may be helpful to
provide a contact telephone number (and an
encouraging sentence or two) so that people can get
in touch if they have questions or concerns.
Use a variety of mediums (newspapers, leaflet drops,
local radio, Facebook, Twitter, etc.), as well as a
variety of outlets (local networks, organisations,
pubs, cafes, schools, community centres) to reach as
wide an audience as possible. Make sure any printed
information you send out is easily readable .
For further advice see our guidance note ‘Marketing
your event to the public’.

Monitoring and evaluation
Feedback forms are a good way to ask people what
their experience was, and whether or not they felt
their needs were catered for. This can then inform
any future events you may organise.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors

Funding an open homes project
No matter how large or small your
open homes event is going to be,
you’re likely to need funding for
things like insurance, publicity,
volunteer costs and possible even for
transport and venue costs, or staff
time.
This means you probably need to do
some fundraising.

First things first: setting a budget
Before looking at how you might fund your project,
you need an estimate of how much money you need:
in other words, set a budget. For this, you’ll need to
decide what your aims and specific targets are, and
then identify the tasks you need to carry out and
what the associated costs will be.
For example, say you’re aiming to recruit 20 open
homes hosts for a one-day event, get 200 visitors
through the doors, and recruit and train 40
volunteers. To set a basic budget you would break
each of those targets into specific tasks (e.g. run a
training day, produce leaflets etc) and estimate costs
for each. This is likely to require some research
(including quotes) and a few educated guesses.
It’s important to be clear about your minimum budget
requirements. What are the things that you must find
funding for if your event is going to run at all? Are
there some things which would be ‘nice to have’ but
you could live without if you can’t raise the money?
Your aim now is to raise funding that will take you as
close to your ideal budget as possible, but whatever
you raise must be at least as much as your minimum
budget.

Raising the money
Open homes events usually get funding from a
combination of places. Grants from local
organisations, awards from trust funds and
sponsorship from local businesses can all play their
part. But don’t forget non-grant options like
crowdfunding, local fundraisers and donations. Bear
in mind your target fundraising amounts and your
timeframes, so you can balance the amount of time
put into fundraising against the likely success rates.
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Local fundraisers might generate lower amounts but
there’s a good guarantee of getting at least some funds
to work with. On the other hand, grant or competition
applications take time to complete, and there’s a risk
that you might not win anything. But, if you are
successful, you could get a lot of money in one go.

Local fundraisers
Start simple. If you only need a small amount, you
might raise it all with a couple of cake sales, raffles or
benefit gigs. If you have a strong network of
supporters and you can get them enthused about a
green open homes event they might be willing to
donate. The benefits of grassroots fundraising is that
you are answerable only to yourselves, you won’t have
to wait for months to hear whether your application
was successful, and if your plans change for any
reason you don’t need the approval of the funder.

Sponsorship and in-kind support
You may consider approaching local companies for
sponsorship or direct funding. Small businesses are
often happy to support local community event, and
larger companies in the area may have a dedicated
‘corporate social responsibility’ (CSR) person or team
which might offer financial support or volunteer staff
days.
Local shops or companies may donate raffle prizes or
help with refreshments, and you may find that your
local council can help with low-cost essentials (like
printing) and with promoting your event through
their communication channels.
If you are hoping to raise large amounts of money
through corporate sponsorship, bear in mind that the
process is time-consuming and you’ll need to start
well in advance of your event taking place. Consider
who you approach, why they should be interested in
your event and what you can offer them in return – a
stand at your event for example, or a logo on your
publicity materials.
And finally, think carefully about the impact
sponsorship might have in terms of how your visitors
perceive the event: your autonomy and impartiality is
important for maintaining the trust of your local
community.
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A note on handling the money
If your group doesn’t have a bank account already
you’ll either need to work with a partner who can
provide this service, or set your group up as an
legal body and get your own bank account. Either
way, factor in some time to make this happen, and
put systems in place to keep track of your finances
(even if it’s just a spreadsheet and a process for
approving any spending).

Traditional grant funding
An open homes event could tick a lot of funders’
boxes because it covers a range of activities, from
education to promoting low carbon solutions.
Potential funders might include local government,
charitable trusts, national funding schemes or
funding pots for specific community activities.
There are good funding databases you can access,
often for free through community support
organisations or your local council. For example:
• Trustfunding, www.trustfunding.org.uk
• Charities Aid Foundation, www.cafonline.org
• Funder Finder, www.funderfinder.org.uk
If you have support from an organisation with
funding experience, see if they can help with your
grant application.
Three more things to bear in mind: firstly, you might
have to mix and match if you are unable to secure the
total you need from a single funder. Secondly, some
funders require matched funding, which means you
need to show you have already secured a portion of
the total project costs. Finally, it’s a good idea to avoid
having all your eggs in one basket. Timescales for
funding decisions can be quite long and if you find
out you are not successful and have to start again
from scratch it could affect your event planning.
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Small awards

Entrance fees and donations

Some local authorities and local organisations offer
small awards or run competitions you could enter.
Contact your local authority first, as they usually hold
details about small grants for voluntary and
community groups in their area. Town and parish
councils and community development trusts may
hold their own funding pots. And check if there are
any organisations in your area with the specific remit
of supporting community groups; they should be able
to offer advice on likely sources of funding.

Unless you’ve done some robust market research and
are very confident that your target audience is willing
to pay, steer clear of collecting donations from
visitors; entrance fees are likely to put people off.
However, donations on the day, especially in return
for refreshments, could help you to start building up
funds for future or follow-up activities.

Organisations like the Community Development
Foundation (www.cdf.org.uk) or the National
Association for Voluntary and Community Action
(www.navca.org.uk) can provide support, and there
is a list of energy agencies that may be able to help
you on the National Energy Foundation’s website:
http://bit.ly/16uwvXQ. Always check the details first
so that you don’t waste time apllying for a grant that
you’re not eligible for.

Crowdfunding
Crowdfunding involves asking a large number of
people to give a small amount of money each. There
are various online crowdfunding platforms, each of
which works slightly differently so you’ll need to
some research before diving in. Most platforms take a
percentage of the total amount you raise to cover
their costs, and on some platforms you don’t get
anything if you miss your total funding target, so be
realistic about what you aim for. On the plus side,
funders can come from anywhere in the world, and it
gets more people invested in and excited about the
event. Local people who donate might be inspired to
offer their time or expertise too.
On most crowdfunding platforms you have the
option to offer a reward in exchange for funding. This
might be the opportunity to take part in a workshop,
come to a party, or receive a gift like a mug or T-shirt.
Nesta (www.nesta.org.uk) has created a website
dedicated to crowdfunding, which will tell you more
about the process and help you find a suitable
platform: www.crowdingin.com

Keeping track
Make sure you have a way to keep track of how you’re
doing on your fundraising. Your plans will need to be
flexible; you might need to revisit the ‘masterplan’ as
things progress and perhaps scale down your
ambitions if fundraising proves difficult.
Maintain a methodical record of everyone you
approach and what the result was, so that you can
follow up as appropriate. And keep all your active
funders and supporters updated as your event shapes
up – not forgetting to thank them at the end.

Further information
There is more information about sources of funding,
including ways to plan your funding strategy and
links to various funders and funding databases, in
these PlanLoCaL resources (both PDFs):
‘Grants and other charitable funding’
http://bit.ly/16ej9Vm
‘Options for funding your community energy project’
http://bit.ly/1eZ4ctH

The Green Open Homes network supports low carbon
retrofit by promoting existing open homes events and
helping new initiatives get going with resources, practical
support and funding.
We’ve produced lots of other information sheets like this
one covering legal and insurance issues, volunteers and
marketing: www.greenopenhomes.net
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Securing sponsorship for Green
Open Homes events
Sponsorship can be a good way to
help with the costs and practicalities
of putting on an event.
Developing strong relationships with
sponsor organisations may also have
longer-term benefits for both parties.

What is sponsorship?
Sponsorship is an excellent way of providing much
needed support to an event or organisation.
However, unlike philanthropy or donations,
sponsorship comes with the expectation of a
commercial return. Money or support are offered in
exchange for something seen as beneficial to the
sponsor. In the case of green open home events, the
value to the sponsor is most likely to be gaining
access to an audience of potential customers who
have an interest in low carbon technology and home
improvements.
Note that sponsorship is different to advertising,
where messages are controlled by the advertiser.
Sponsors have less control over the message and the
means through which it is communicated.

Is sponsorship right for us?
Before you go down the sponsorship route, consider
the type and amount of sponsorship you are looking
for. This could vary enormously, depending on the
scale and scope of your event. Make sure that the
time and energy you invest in securing sponsorship
is in proportion to your event.
Other avenues which are well worth exploring to top
up your event budget include: selling advertising
space in your event programme and promotional
materials; providing display space at a central venue
in exchange for a participation fee; developing local
partnerships to secure in-kind support; involving
local not-for-profit groups to help deliver the event
(and keep costs down); fundraising events or
activities.
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Benefits of sponsorship
Benefits to event organisers:
•

Funding

•

Credibility and endorsement

•

Publicity through sponsors’ channels

•

Services (legal, etc.) and support - (logistical,
systems, knowledge, volunteers, etc.).

•

Connections

•

More potential help e.g. with recruiting homes

Securing sponsorship: the process
Securing sponsorship can sometimes be easy.
Companies may approach you with a clear
understanding of what is on offer and ask to sign up.
Other companies will require a different approach.
To increase your chances of securing sponsorship
here are some steps to follow. Do remember, it takes
time.
1. Establish
what you
have to offer

2. Identify
potential
sponsors

3. Check for
competition

Benefits to sponsors:
•

Stimulating sales, trials or use of products or
services

6. Sign an
agreement or
contract

4. Make
5. Develop a contact
relationship

•

Increasing brand loyalty amongst this group of
people

•

Creating awareness and visibility of their brand

•

Changing or reinforcing their image (e.g. as
environmentally friendly)

1. Establish what you have to offer

•

Fulfilling a commitment to corporate social
responsibility

As organisers, you have a number of assets you can
offer sponsors. Depending on how you chose to run
your event, the following can all be considered:

This Energy Saving Trust video features interviews
with Bristol Green Doors sponsors and gives a good
idea of the reasons they wanted to get involved and
the impact on their businesses:
http://youtu.be/fYvDSGolhJ8
There can be scepticism about the value and role of
sponsorship, which is why a logical fit, a good
relationship and a clear agreement are all important.
Not all members of a steering group or volunteer
group will necessarily see the benefits in the same
way, so ensure there is clarity over the aims.

•

Logos and branding on publicity materials

•

Literature and displays in homes opening during
the event

•

Promotion of the sponsor company’s profile
through event newsletters

•

Website traffic: links and leads to sponsor site

•

Recommendations (details in case studies,
mentions by householders)

•

Merchandise (e.g. T-Shirts)

•

Exchange of feedback and knowledge
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•

Opportunities for staff development through
participation in the event

•

Talking at associated events

You may identify more assets than these – for
example, links with other local projects, or
opportunities for training and apprenticeships,
public art, community engagement, etc. All these
assets can help you form meaningful sponsorship
opportunities.
Once you have put together a list of your ‘assets’, and
based around the level of sponsorship and the
number of sponsors you are aiming for, you could
consider offering a number of sponsor ‘packages’
offering different benefits for different levels of
sponsorship. e.g. a sponsor could pay more for their
logo to appear on all your publicity materials, or less
to just appear on your website. This approach will be
more relevant for larger events seeking a significant
level of sponsor support.

Look for sponsors where there is a good match with
your event aims and your organisation’s objectives,
but don’t just limit your search to retrofitting or
renewables companies. Consider who else shares
your organisation’s values. Because these events are
about socialising, community, houses, and
sustainability, it could be well worth considering
estate agents, cafes, restaurants, bike shops, etc.
You might also use listings from your local Chamber
of Commerce, business directories and so on to
identify potential sponsors. It is worth being
systematic about your work here. Keep records and
add to them as time goes on.
•

Create a wish list of sponsors

•

Research each of the sponsors

•

Record the details

•

Perform a reality check – as the whole process
takes time, check you aren’t aiming for
something unobtainable

•

Prioritise your list and decide how to approach
each potential sponsor

2. Identify potential sponsors
Identifying potential sponsors can be time
consuming and frustrating but it can also be worth
it. Given the limited resources most of us have,
remember that (unsurprisingly) a significant amount
of sponsorship arises out of personal connections so
look to develop what you already have. Typically,
open home event sponsors come through the
following routes:
i. Householders
ii. Personal contacts
iii. Energy agencies
iv. Local authority links and workshops
v. Industry associations
vi. Conferences and trade shows
vii. Networking groups including online networking
(e.g. LinkedIn)
viii. Cold calling and letter writing

3. Check for ‘competing’ sponsors
When you are putting together your list of potential
sponsors, bear in mind that:
1. If there is significant funding coming from one
sponsor it may be conditional on them not ‘sharing
the limelight’ with other sponsors or funders.
2. Sponsors from the same sectors or industry areas
may not be prepared to get involved if you already
have support from a company or organisation they
consider a competitor.
3. Even if there is not an issue around competitors,
be careful to avoid a situation where a sponsor thinks
that their funding is driving all the activity and
another corporate entity is getting a free ride out of
it. This is probably more problematic for bigger
sponsors who have more professional marketing and
strong views about their brand identity and
associations.
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4. Make contact

association as being with your organisation in a
broader sense. How you conduct yourselves and
are perceived publicly is therefore important.

Whether you do this by phone, email, letter, meeting
at an event or literally turning up at the doorstep,
remember: lots of people can say no and only a very
few can say yes. This means you need to allow time.
Lots of it.

•

Don’t expect anyone to agree to sponsor you during
the first conversation you have with them. Instead
broach the idea and if there is interest, ask for a
convenient time to meet, talk, or to send more details
and information.

Demonstrate that you'll be around for the long
haul. A sponsor will need to be reassured that
your event is worth sponsoring, so having robust
project plans, a good track record, and
endorsement from larger agencies will help.

•

Be flexible and open to ideas. It’s better to have
some sponsorship than get none because of
inflexibility.

5. Develop a relationship
Once you have an appointment, a responsive email
or person at the end of the phone:

If you are able to build a strong relationship during
your first event, the sponsor is more likely to
consider sponsoring again in future.

•

Don't go the hard sell

6. Sign an agreement / contract

•

Demonstrate you've done research on them

•

Find out what their marketing objectives are;
look for links and common ground

•

Prepare material that emphasises the benefits
and value to the sponsor. If you decide to offer
different sponsor packages, we recommend
having a flexible discussion first. Later, set out
what you have agreed the sponsor will get for
their funding compared with other packages.

Don’t forget that you are providing goods and
entering into an agreement with another commercial
body, so this needs to be clear and professionally
handled. Issuing a contract will show you are doing
this. Make sure that it is signed before providing any
goods or services to the potential sponsor.
Sometimes companies do not pay up!

•

•

•

Be clear about what you are offering. If possible,
consider how you can measure the success of the
sponsorship. What feedback can you facilitate?
What are the desired outcomes and how can they
be measured?
Listen and respond. These are two different
actions. Successful sponsorships are about
relationships and must be seen as partnerships. It
is really important to take on board the needs,
issues, and requests of companies you engage
with.
Be professional. Although invariably your focus
is on your event(s), sponsors will consider the

Most companies will have their own contract
agreement templates. There is some basic guidance
on contracts and agreements in this PlanLoCaL
resource (PDF): www.bit.ly/1cjGAtL

Remember...
•

Green Open Homes events are a window to
retrofitting and have real value.

•

There are many reasons companies will sponsor,
don’t just look at the trades.

•

There are different types of support.

•

Securing sponsorship is not quick; think longterm and develop a relationship.

Following the process identified here should help.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net

Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors

Insurance and risk management
for an open homes event
Open homes events have a great track
record, and the chance of a serious
incident is remote.
But there are risks involved in
running any event, so to protect your
group and your open homes hosts
from any legal action following an
incident at your event, you should
make sure you have robust insurance
in place.

Insurance is particularly important if your group is
unincorporated, as in the eyes of the law it is not
considered a legal entity and therefore any or all
members of your group are at risk of being held
personally liable for the activities of the group.

What insurance does an open homes
event require?
Although there is no legal requirement for you to
have insurance, it is highly recommended. Your
group should ideally have public liability insurance
and your hosts should have home insurance.
Public liability insurance
This covers you in the event of injury (or damage to
property) of a member of the public as a result of
coming into contact with your group. The liability
limit is usually between £1m and £5m, depending on
the activities and needs of the organisation.
The premium will depend on the level of cover
required and will probably be in the region of £150 £300. Your volunteers’ activities should be covered in
this, but make sure this is explicitly mentioned as it
isn’t always the case. If you employ staff (or if your
public liability insurance does not cover volunteers)
you must also have employers’ liability insurance.
Open homes events can be tricky to insure simply
because there can be an overlap or grey area of
liability between the group and the open homes
hosts. This means that even if your group already has
public liability insurance it is vital that you check the
policy wording carefully to make sure your open
homes event is going to be covered. If you are in any
doubt at all speak to the insurer; don’t be tempted to
assume an encouragingly but vaguely worded section
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of the policy is enough, even if it seems to fit your
event. Get confirmation in writing if you can.
If your group’s current public liability insurance does
not cover you for an open homes event, you may be
able to add this cover to your policy if your insurer is
able and willing, but you may need to take out a new
policy if they are not. Unfortunately, both options are
going to add to your project’s running costs.
Be aware that your insurer will likely want to know
how you are managing risk before they insure you.
Your public liability insurance should cover your
organisation for any accidental injuries to visitors as
long as you have gone through a risk assessment with
the host, have agreed this and kept a record of it. Ask
your insurer to explain the details (and see below for
more information about managing risks).
Home insurance
This falls under two categories: buildings and
contents. Both are probably necessary to protect your
hosts, so you should make sure they have this cover
in place. Buildings insurance will cover the host for
accidents arising as a result of the building structure
(e.g. a loose tile falling on somebody’s head) while
contents insurance typically includes personal
liability for accidents around the home. Most
comprehensive home insurance policies cover both,
but hosts would be advised to double check both this
and whether their policy covers legal fees, which is
not always the case.
Hosts should bear in mind that theft of their
personal possessions is not likely to be covered as
they are allowing visitors in voluntarily, so valuables
should be locked away. Having said this, we haven’t
heard of any instances of theft at previous open
homes events, so hosts shouldn’t let this put them off
as long as they are sensible and remove temptation.
Some hosts are keen to open their homes whilst
building work is taking place as this is a great time to
demonstrate the nitty-gritty of installing an energy
saving improvement. If they’re doing the work
themselves – particularly if it is a large extension or
new build – they’ll need to check their insurance
policy to see if it includes public liability. If the
building work is being carried out by a company, the
builder who is considered the main contractor is
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required to have public liability insurance and you or
the host will need to get permission from them to
invite people onto the building site. As the risk of
accidents is higher on a building site it is important
to make sure there is adequate insurance in place.

How can we get a good deal?
If you don’t want to, or cannot, pay for insurance but
don’t want to run your event uninsured, there are
still options open to you. One of these is to work
with a partner or lead organisation that already has
suitable insurance in place (you’ll need to check
this). Some green open homes days have been run in
conjunction with Heritage Open Days
(www.heritageopendays.org.uk) who, as the umbrella
organisation, would provide the neccessary cover.
There is more information about working in
partnership or joining in with a wider event in the
Green Open Homes resource ‘Choosing an open
homes approach’. And of course, make sure you check
that your chosen partner’s insurance does cover what
you want to do.
If you prefer to go it alone, you should be able to get
a better deal on public liability insurance if you shop
around. Start looking early and ask other groups,
especially those that have run open homes events
before, for recommendations. The National Council
for Voluntary Organisations (NCVO) has produced a
guide to getting a good deal on insurance which you
can download here: http://bit.ly/NWDJzu, and the
Charity Commission has lots of useful information
about insurance that’s worth reading, though aimed
specifically at charities: (http://bit.ly/ctKxXg).
You may come across references to professional
indemnity insurance. This covers you for claims for
any damage that might result from giving improper
professional advice. It’s unlikely this would be
necessary for your event unless you intend to offer
specific professional advice to visitors. If you have
installers at your event they will have their own
professional indemnity insurance in place.
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What have other open homes events
done about insurance?

the incident. If a visitor trips over in a house purely
by accident you should not be held responsible for
any injury or damage to property that may result.

Here are some comments from groups that have run
open homes events, along with some examples of the
insurers they went with:

Duty of Care

“We have insurance arranged with our local
Community Action Group hub.” | Lorna Bonthrone,
Sustainable Wallingford
“We have insurance through TCV, it’s only £100-150
per year.” | Jonathan Atkinson, Carbon Co-op
“In 2011 we took out public liability insurance with
Park Insurance. In 2012 we used Naturesave for public
liability insurance, employers’ liability insurance and
professional indemnity insurance. Public liability
insurance covers accidental injury within homes but
only if a suitable risk assessment has been carried out.
Employers’ liability covers event stewards.” |
Kate Watson, Bristol Green Doors
“One of the reasons we timed our event to coincide
with Heritage Open Homes was to benefit from their
insurance. We are not doing that this year but
Transition Town Totnes has its own insurance.” |
Chris Bird, Transition Town Totnes

As well as displaying negligence you must also owe a
duty of care to an individual if you are to be held
responsible for their safety. This will be the case for
your visitors and your volunteers so you must make
sure you take all reasonable steps to protect them.

How can we protect visitors?
You can do a number of things to significantly
reduce the potential risk to visitors. First of all, make
sure you have a good risk management plan in place
for your event, outlining what could potentially go
wrong and what you can do about it. Refer back to
your plan regularly and update it as new risks are
identified. This guidance document explains how to
draw up a risk management plan if you haven’t done
one before: http://bit.ly/19AgeU4
In the lead up to your event you should carry out (or
ask your hosts to carry out) a risk assessment for
every home or other space you are planning to open.
There are some very good reasons for doing this:

Are we liable if something goes wrong?

• Your insurance may not cover you without them.

To prove an individual’s or organisation’s liability for
an incident, it must be shown that they were in some
way negligent and that they failed in a duty of care.

• By not going through the process you might miss an
obvious risk.

Negligence

• Risk assessments can help you prioritise what you
spend time on if you need to do any mitigation.

If somebody has an accident at your event, it does
not necessarily mean you are liable for any damages.
It must be proved that you were negligent – that you
failed to do a reasonable thing that a reasonable
person would have done to ensure the safety of that
person. Insurance is therefore only there to protect
you in the very unlikely event that your group’s
negligence leads to an incident. For example, if you
fail to carry out any risk assessments and a visitor is
injured falling on an obscured obstacle that is not
clearly pointed out to them (by signage, hazard
warnings or other deliberate and accessible means)
you (and/or the host) could be held responsible for

• It shows you take your hosts’ concerns seriously and
may persuade more people to open their homes
Risk assessments are not particularly complicated or
difficult, but if your event has lots of homes you
should allow extra time for doing them.
Ideally, you should conduct the risk assessment
together with your host. He/she will be aware of
things such as a wobbly step or a loose paving stone,
whilst you will be looking at the property with a
fresh pair of eyes and see things that the host may
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miss. You will need to weigh up whether any of your
homes pose an unacceptably high risk that cannot be
easily mitigated. Homes with inadequate insurance
and/or a number of potential hazards might not be
suitable.
If you don’t have time to carry out a risk assessment
for each home and are relying on hosts for this, make
sure your risk assessment template is detailed and
clear and includes prompts and examples for those
filling it in. And be sure to explain the benefits of
risk assessments to the host, so that they realise it
serves a purpose and isn’t an exercise in red tape.
Heritage Open Days has produced guidance for their
hosts on carrying out risk assessments (see
http://bit.ly/15jxuIJ) and also have a downloadable
risk assessment template (http://bit.ly/1dXPjGQ).
The Health and Safety Executive provides guidance
on risk assessment at www.hse.gov.uk/risk/index.htm
But don’t stop there! It’s not uncommon for a risk
assessment to be carried out, filed away and never
seen again, let alone acted upon. Try to mitigate any
risks that have been highlighted before your event,
prioritising high and moderate risks. Make sure you
clearly outline any steps you expect hosts to take to
mitigate any risks they identify and agree this in
writing with them. If you have lots of homes you
might need to set up a system to make sure the work
is done before the event opens to the public. If the
mitigation work is not done, your hosts could be at
risk if an accident does happen.
If you can’t remove a risk entirely (e.g. a very steep
staircase or low hanging beam), there are still ways to
reduce the likelihood of an accident – like good
signage, verbal warnings, hazard tape or stickers and
the presence of volunteers or stewards in high-risk
areas. You might be thinking about disclaimers too,

but be aware that under the Unfair Contract Terms
Act 1977 a disclaimer does not absolve you from
liability if it can be shown you have failed in your
duty of care to a visitor by negligent behaviour.
In other words, a sign telling all visitors they enter
homes at their own risk and cannot hold you
responsible for any consequences probably won’t
hold up in court if someone is injured in a scenario
which you could reasonably have been expected to
foresee and prevent.

What if something happens?
If anything does go wrong, no matter how minor it is
and whose fault it appears to be, make sure all your
hosts and volunteers know to fill in an accident log,
so that you will know exactly what occurred. If
necessary, ask for witness accounts and take contact
details. Even if you don’t need these for legal
purposes they may help you eliminate or mitigate the
risks next time.

It’s worth the effort
All this might sound a bit of a grind, but it is well
worth doing, though the risks may be small. Not only
will the steps above protect your visitors, they will
also protect your group and your hosts because, in
the unlikely event of a serious incident on the day,
you will all be able to demonstrate (with good
documentation to back you up) that you have taken
all reasonable steps to keep visitors safe. Together
with your insurance, you and your hosts should be
protected if anything goes wrong. That knowledge
will leave you all free to enjoy your event without
worrying about the what-ifs.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Adopting a legal structure for
your organisation
Trying to understand the ins and
outs of setting up an organisation
can be extremely confusing, especially
with all the different terms and legal
wording. But it doesn’t have to be
complicated.
This guidance will help you decide
whether or not your group needs to
become an incorporated body with
a formal legal structure.

Becoming incorporated is not always necessary. If
you are a small group running an open homes event
for the first time then your risk is likely to be quite
limited and incorporation may not be right for your
group at the moment. Even so, we would still
strongly recommend thinking about:
1. A legal form, which can help you achieve your
objectives and protect individuals should your
activities carry any financial risk.
2. Your governance: how you manage yourselves and
the documentation which sets this out, such as a
constitution.

Legal forms
Incorporated or unincorporated?
Most small community groups are unincorporated
associations and this can be whatever its members
want it to be. Examples include partnerships,
associations, friendly societies and trusts. It is the
easiest, quickest and cheapest way for a group to set
itself up, and you can write your own constitution.
However, unincorporated bodies have no distinction
between the organisation and its members. In the
eyes of the law this means that members are seen as
being jointly responsible for the body and its
activities, and can also be held individually
responsible. Unincorporated bodies cannot legally
own anything and this means that any equipment
you buy would be owned by individual members of
your group – making it tricky at a later date if they
want to leave the group.
The main advantage of becoming incorporated is
that it creates limited liability for your members;
particularly important should you find yourselves in
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a position where you owe money or have failed to
deliver a service. Also, although an organisation may
not have to be incorporated to get a bank account,
many funders or sponsors will not write a cheque to
an individual, but will to an incorporated group.
Despite this you should still consider some of the
possible drawbacks to becoming incorporated. The
initial cost of registration can be quite high and in
some cases a periodic fee is payable. Your governing
members will lose a degree of privacy as their details
will be publically available, along with other
information such as the organisation’s financial
details. And there are ongoing administration
requirements (like submitting annual accounts).
If your group doesn’t want to go through the process
of becoming incorporated, it doesn’t exclude you
from receiving funding. Often working in
partnership with another organisation that can hold
the money for you (such as a community
development association, parish council or church)
is a workable option.

Choosing an incorporated legal form
Should you wish to become an incorporated body
there are certainly plenty to choose from. The Simply
Legal (www.uk.coop/simplylegal) publication
contains the details of the main legal forms that most
incorporated groups tend to opt for.
• Current legal forms for incorporated
organisations:
• Company Limited by Guarantee
• Private Company Limited by Shares
• Community Interest Company (limited by
guarantee)
• Community Interest Company (limited by shares)
• Charitable Company Limited by Guarantee

The two most popular legal forms for community
groups are Community Interest Companies (CIC)
and Industrial and Provident Societies (IPS), but
there are different types of both of these. It’s worth
speaking to other groups that have similar aims to
you, or even contacting a professional organisation
for advice. Co-operatives UK have a free select-astructure tool to narrow down your options
(www.uk.coop/our-work/select-structure-tool).
Whatever you decide, leave enough time to make all
the arrangements. It will take time (and money in
some cases) to fill out all the documentation
required, register with the appropriate authorities
and agree on all the details. Don’t rush into a
decision, as the legal form that you decide on can
affect the sort of activity you can deliver in future
and may commit you to ongoing costs and reporting
requirements.

Governance
Good governance should help to define a clear
strategy for the direction, supervision and
accountability of an organisation, regardless of
whether or not it decides to become incorporated.
A governing document is simply a document that
sets out your aims and rules. It usually includes basic
information about membership, key roles and
responsibilities and decision-making processes. It
acts as a written reminder for members that can help
to keep you on track and shows funders and
potential members that you are democratic and
accountable.
There are different names for governing documents
depending on the legal form of your group and their
required content varies. The following are some of
the common names for governing documents and
their associated legal forms:

• Charitable Incorporated Organisation
• Charity with subsidiary company
• Industrial & Provident Society (co-operative)
• Industrial & Provident Society (society for the
benefit of the community)
• Limited Liability Partnership
• Public Limited Company (plc)
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Legal form

Governing document

Association

Constitution

Partnership

Partnership agreement
or deed

Trust

Trust deed

Limited Liability
Partnership

Partnership agreement
or members’ agreement

Limited Company

Articles

Community Interest
Company

Articles

Society

Rules

Charitable Incorporated Constitution
Organisation
Co-operatives UK (www.uk.coop) has a publication
called Simply Governance which goes into further
detail about why governance is important, explains
articles, rules and deeds, and provides practical
strategies to avoid common governance problems.
See www.uk.coop/simplygovernance.
If your group decides that a simple constitution is the
way forward then a good guide for this is the Ten
Steps to Writing a Constitution which also provides a
template constitution suitable for a voluntary group: .
http://bit.ly/19hy9y7 (pdf).
If your group plans to register as a charity, we
recommend the Charity Commission’s model
constitution: http://bit.ly/19jMtow.

Useful resources
Co-operatives UK
As well as their Simply Governance and Simply Legal
publications, Co-operatives UK can also help with
registering your organisation, provide template
models and offer training: www.uk.coop
National Council for Voluntary Organisations –
Governance & Leadership
The NCVO has many free resources on their website
covering the main issues around good governance:
www.ncvo-vol.org.uk/governanceandleadership
Get Legal
This website provides detailed advice on legal
structures, including some template models, as well
as a decision tool to help provide an indication of
what legal structure could be appropriate for an
organisation: www.getlegal.org.uk
Co-op Enterprise Hub
Community organisations can apply for up to four
days free help from the Hub for support on areas
such as governance, business planning and finance:
www.co-operative.coop/enterprisehub
PlanLoCal
The film ‘Becoming a legally recognised entity’
(5mins 38secs) provides information on why it’s
important to consider having a legal structure and
explains some of the different legal structures that
community groups commonly adopt:
http://youtu.be/LByzIP4I7W4

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net

Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors
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Recruiting and supporting
open homes hosts
It goes without saying that a
successful open homes event depends
on the participation of a number of
engaging householders willing to
open their homes to the public.
How do you find these people and
support them thoughout the course of
the project?

Finding householders to participate takes a long
time; you might need to start looking for potential
homes 8-12 months before your open homes event.
And before you start to select houses it’s useful to
establish both a set of criteria which you would like
your open homes hosts to meet (e.g. certain number
of measures installed, lifestyle etc) and to define the
geographical area your event will cover – although
you may choose to be flexible here in case you get a
lot of interest from just outside the area you set.

Ways of recruiting open-homes hosts
Use the obvious channels first, then if you still need
more households, try widening your approach:
1) Start with your core group and any other people
you know who have made eco-improvements to
their homes. And in turn ask if they know of
anyone else who could be encouraged to sign up.
2) Use your usual communication channels, such as
your newsletter, website and social media.
3) Ask other local sustainability groups, transition
groups or the local Green Party, plus any ‘nongreen’ community groups who may be interested.
4) Have a launch event and invite press (send a press
release) to see if you can get people interested.
5) Contact householders with visible improvements
or installations (e.g. solar panels).
6) Contact local architects, suppliers and installers
and ask if they have clients who would be
interested in opening their homes for the event.
Carefully consider how you word your adverts and
invitations to encourage a wide range of households
with a variety of improvements to take part.
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Information to collect

Events and meetings

When you sign up a householder as an open homes
host, you’ll need to systematically gather information
such as what improvements they have made to their
home, parking and access details, and what days and
times they are willing to open their homes.

If you can, find time to run a series of introduction
and ‘training’ sessions for the householders to avoid
misunderstandings and worries, and to clarify the
roles of the hosts and volunteers. These sessions are a
great opportunity to run through any issues people
may have about opening their homes.

You may not need all this information immediately,
but it helps to gather as much information as you can
as soon as you can, to give you more time for
planning and publicity.
Some groups who have run open homes events have
found it useful to use standard questionnaires to
collect information about each home.

Ask householders who have participated previously
as open home hosts to come along and give feedback
on their own experiences, and, if they’re willing, act
as mentors throughout the whole process. Include
Q&A sessions, social time for everyone to meet other
householders and volunteers, and most of all, make it
fun! Householders are giving up their own time and
opening up their homes – it is important that they
feel valued and that they enjoy taking part.
At these events, it is useful to provide an overview of:

Once you have interest from a
household...
Visit the homes to meet the householder, check
the house is suitable and answer any questions
about the event.
Be specific about what is involved – provide verbal
and written guidance about what householders
will (and won’t) be doing and about the support
you’ll give them. Keep it simple and
straightforward: don’t bombard them with too
much information.
Keep in touch with householders to let them know
how things are progressing (it may be several
months between them signing up and the open
homes event actually taking place).
Run group events for householders and
volunteers. This gives everyone a chance to meet
and feel more involved in the overall event, and
gives you a chance to provide them with more
information.

• What to expect overall – potential numbers of
visitors, how they might arrive, that there will be
a range of levels of understanding (from expert to
just inquisitive).
• What times homes will be open, if there is a
booking process, and if so, how this will work.
• What to say to visitors – it is up to them, but if
they need help in organising their thoughts then
there is a suggested outline for telling their story
in the ‘guide for open homes hosts’ on the Green
Open Homes website.
• Clear expectations of the level of technical detail
needed from them during visits i.e. just what they
know already – if this is little or no technical
knowledge then that is fine, they are not expected
to know the answers to every question. Explain
that an open homes event is about real people
telling their own stories about real homes.
“Gather together a dedicated group of people, allow
each owner a lot of freedom (e.g. when they open,
what they show), seek good local publicity.” | Adrian
Phillips, Cheltenham Green Doors

There are template guides in the Green Open
Homes website for volunteers and open homes
hosts.
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Information

Event packs

Provide householders with relevant information for
them to look over in their own time. You could
provide all of this in one go, or ‘drip feed’ the
information so as not to overwhelm anyone. If you
take the latter approach, start with general
information, and then get more specific as the event
draws nearer. Some things that householders may
find useful include:

Immediately prior to the event, provide all the
materials the householder will need for the event.
This might include:

• General guidance sheet (you could use or adapt
the guide on the Green Open Homes website).
•

‘Job descriptions’ for householders, stewards and
other volunteers, so that householders are clear
about what they need to do and also what support
they will get.

• Admin guidance (plus any necessary paperwork,
e.g. risk assessment sheets etc). English Heritage
has produced useful risk assessment guidelines
for Heritage Open Days that you could refer to:
http://bit.ly/15jxuIJ
• Checklist of things they’ll need for the event (e.g.
sign-in sheets, evaluation forms.
• Ideas of things that would be useful to show
visitors but aren’t essential (e.g. before-and-after
photos).

• Signage
• Information sheets about technologies they have
installed (but make it clear that they are not
expected to be technical experts – the event is
about real people telling their own stories).
• Other leaflets of interest
• Sign-in sheets/visitors book
• Evaluation/feedback sheets
• Sticky labels and marker pens for making name
badges if appropriate
• Relevent samples (e.g. of insulation materials) if
you can get hold of them. More information here:
http://bit.ly/1dqfOFq (pdf)
“It is useful for each house to have a summary of
information to give to people...Some general leaflets
about other environmental things going on in the area
are also a good idea.” | Anne Thomas, Transition
Black Isle

• Clarification on what they do or don’t need to
provide for visitors, e.g. (accessible) toilet,
refreshments, spaces to sit down, somewhere to
leave coats.
There are templates from other successful open
homes initiatives on the Green Open Homes website
which you might find useful to refer to.
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Other tips for supporting your hosts ...

Finally ... show appreciation

• Recruit as many volunteers as possible – the more
help that householders have, the better.

One of the most supportive things you can do is to
make sure householders know that they are valued.
As well as saying thank you verbally, you could send
a letter or card afterwards, provide a summary of
feedback on the whole event and about their
particular home, organise an evening out to celebrate
and run follow-up events to keep the network going
and to keep people interested and enthused.

• Where possible, ensure that volunteers are
matched with an suitable home, e.g. one where
they get along well with the householder, or
where they have appropriate knowledge and/or
interest of the improvements on view.
• A couple of weeks before the open homes event,
run a ‘dress rehearsal’ if possible. This gives
householders the chance to go and view other
houses participating in the event.

“It is hard work but rewarding too. Treat the
householders well, they are your prime asset.” | Kate
Watson, Bristol Green Doors

• Set up a booking system or confirm well in
advance the specific times and dates when your
event will take place.
• Can you provide cleaners to clean householder’s
homes before and/or after the event (maybe you
could get donations/sponsorship from a local
business to cover this)?
• During the event itself, make sure there is always
someone in the house with the householder.
• Tea, coffee and cake will go down well with
visitors, but since you may not want householders
to bear the cost, you could reimburse them, get
seek donations from local businesses, or agree
that householders have a collection pot (either to
cover their costs or to donate to charity)?
“We arranged a Saturday a couple of weeks before the
event for people who would be opening their homes or
otherwise occupied on the day to be able to go round
and see some of the homes and this also gave people a
chance to practice what they would say.” | Anne
Thomas, Transition Black Isle

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Recruiting and supporting
volunteers
This resource will give you some
pointers on recruiting and supporting
volunteers for your open homes
event.
There is also a Green Open Homes
‘Guide for Volunteers’ which you
might find useful to give to your
helpers.

Before you begin recruiting volunteers, you need to
think about a few things. We’ve set out some
questions here that we think it pays to have an
answer to in advance of any recruitment activity.
What’s in it for you?
Most open homes events require a lot of help in
different areas (stewards, facilitators, guides,
administrators, fundraisers etc). So, unless you’re
planning a very small event which your group can
handle by itself, recruiting a volunteer team with a
range of interests and skills at an early stage is a high
priority. A diverse volunteer team will mean you can
tap into lots of different ideas and experience.
What’s in it for your volunteers?
Different volunteers will have different motivations,
so in your recruitment materials, emphasise that
volunteering for your group will have a variety of
benefits so you appeal to as wide an audience as
possible. Some may want to learn more about energy
saving measures, others to meet new people and
make new friends. A few volunteers may be thinking
about career development and improving their CVs,
while many more may simply enjoy donating their
time and skills to a worthy cause.
How will you ensure your volunteers are suitable?
Think about what you need to know about a
potential volunteer. Application forms are
recommended by volunteering support agencies such
as Volunteering England because you can gather lots
of information fairly easily. The downside is that they
are quite formal, and may put some people off,
especially if they’re long or complex. You could ask
for a brief personal statement outlining why they
want to volunteer for you, what they can offer and
what they would like to get out of it.
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Probably the best method is just to arrange an
informal chat or meeting. This allows you to get to
know the volunteer and gives them the opportunity
to ask you questions about your group and the role.
It does take quite a bit of time so be realistic about
your ability to meet everybody.
For obvious security reasons, it’s also good practice
to get some references for volunteers who are going
to be helping in people’s houses. It’s worth making
sure that you will be able to turn away unsuitable
applicants and have not inadvertently committed
yourself to accepting everyone who applies.
Whichever process you choose, be clear about that
from the start.
Have you factored in enough time to support your
volunteers properly?
If you haven’t, you really need to. Supporting
volunteers can be time consuming, but it’s definitely
time well spent. It isn’t fair to recruit volunteers and
then manage them poorly – and doing so will make
it much more difficult for your group to recruit in
the future.
Have you got a clear communication plan?
Many groups lose volunteers because of poor
communication. That could be anything from
overwhelming them with too many emails to leaving
it so long between updates that they lose interest.
Because you are likely to be recruiting well in
advance of your event, you’ll need to manage your
volunteers’ involvement carefully to keep them
engaged. It helps to have a plan in place even before
recruitment begins.
Make it clear from the start how often (and in what
format) volunteers can expect to hear from you, and
do your best to stick to it. Bear in mind that not
everyone likes emails!

How will you deal with any issues that crop up?
Volunteers are ambassadors for your group, so you
need to ensure that they are representing you as you
would wish. It can be awkward to address the
problem of a volunteer not acting in the best
interests of the group, because that person is giving
their time for free. However, the best thing you can
do in this situation is act swiftly and sensitively.
Having a clear idea of how you might approach this
unlikely scenario should give you the confidence to
deal with any issues effectively. Volunteering
England has some useful guidance on this topic at
http://bit.ly/1e1Xdir

Recruiting volunteers
If you have a clear answer to all the questions above,
you’re ready to recruit your team. Here are some tips
to help you with the recruitment itself.
The basics
When designing your recruitment materials it helps
to set out the tasks you want volunteers to perform
in a clear role description. If you need to recruit for
more than one type of role make sure you have a role
profile for each. The role of an admin assistant will
quite different to a volunteer steward.
Make it clear what sort of time commitment you are
expecting for each, including any time required for
training and meetings. And be clear about when you
want volunteers to be active – during working hours,
or in the evening and at weekends? State what you
intend to provide in the way of expenses; if you can
afford it, support with travel and/or subsistence
might allow more people to volunteer for you.
Signing people up
Make sure you advertise your roles in as varied a way
as possible to get a good range of volunteers. Word of
mouth is a very effective way to recruit, so encourage
your existing group members and volunteers to
spread the word. Put up posters and get some leaflets
out. Use any green networks that cover your area,
especially focusing on other groups with similar
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goals that might want to work with you in
partnership. Once you have some open homes hosts
on board they may well know people willing to help
with the event – as a volunteer steward on the day or
dropping off some leaflets for you.
Don’t rely solely on ‘green’ avenues for recruitment.
Volunteering agencies can help, and, although they’ll
charge a fee, it’s probably money well spent as they
can reach a wide audience and offer you their advice
and expertise.

Supporting volunteers
Once you begin building up a team of volunteers you
need to offer them adequate support to keep them
motivated and prevent them getting overwhelmed.
Here are some pointers for keeping volunteers
engaged:
Induction & training
A good induction is invaluable. Your volunteers will
need information about your group, the event, and
their role. You will want to cover all the basics, such
as contact details, what to do in emergencies, what
your responsibilities are and what the responsibilities
of the volunteers are going to be.
You should also outline any training you want the
volunteers to undertake at the very beginning, even
if you haven’t arranged the sessions yet. (As stated
above, don’t start recruiting before you have decided
this). Explain what format the training will take. Will
it be something simple like reading through a
volunteer handbook? Perhaps you will be arranging
training sessions led by your group or by a local
partner organisation, or you might ask more
experienced volunteers to lead a session. Don’t
assume that all your volunteers have the same
training needs. Fine out how much they know: some
of them might know more about domestic energy
than you do and won’t be happy to be sent on a
compulsory training session.

Ongoing support & communication
Let your volunteers know exactly what they are going
to be doing as well as where to go for help and
information if needed. Ideally, assign each volunteer
a main contact at your group so that they can build
up a good working relationship.
Try to involve volunteers in decision-making as far
as possible. This will keep them engaged, show that
their input is valued and give them a stake in the
project. A brainstorming meeting could be a good
way to do this, and also offers an opportunity for
volunteers to meet and get to know each other.
Other tools you could use (less sociable, but still
effective) include group emails (e.g. using Google
Groups) or simple online surveys (e.g. Survey
Monkey). Keep your contact lists and contact details
up to date, and if you need to get an urgent message
out to volunteers, try to call them rather than relying
on emails.
Maintaining momentum
Unlikely as it may seem, you may have a quiet spell
at some point where you don’t have much for
volunteers to do. If this happens, there is a danger
that some of your volunteers could lose interest, so
think about whether you can you delegate to them
any of the tasks the core group were planning to do.
Some might relish the opportunity for more
challenging project work, and the core team might
appreciate the help too. Other volunteers will be
happy to have a break and come back when there’s
more going on.
During quiet periods, take extra care to keep your
volunteers updated on what you are doing behind
the scenes so that they understand why it’s gone a bit
quiet. If there’s anything you can do in these quieter
spells to maintain volunteers’ momentum, such as
running workshops, training sessions or just some
socials, you should consider it. It may create extra
work, but will help avoid volunteer drop-out.
At the end of your project, consider if, and how, you
will stay in touch with your volunteers. You may just
run the one event, in which case you might not need
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to stay in touch with volunteers – beyond saying
thank you, of course. If you plan to repeat your open
homes event – and we hope you will – it is worth
keeping your volunteers active. Those that had a
positive experience the first time round (hopefully
all of them) are quite likely to help out next time.
Something as simple as a few email updates and
perhaps a post-event feedback session might be
enough.

More information
For more detailed guidance on recruiting and
retaining volunteers for community groups see
Volunteering England’s comprehensive guide at:
http://bit.ly/1dGuQni.
The PlanLoCaL guidance on working with
volunteers focuses specifically on the community
energy sector (pdf): http://bit.ly/1e1YKF9

Losing volunteers
Volunteers can drop out for a variety of reasons, only
some of which are within your control, so don’t
worry if some move on – it happens. But if you are
losing a lot, it might be a sign that you are doing
something wrong.
If volunteers do leave, it pays to ask them why in case
there is an element of your support you need to
improve on. Allow people to feed this back in a
variety of ways as some people might be able to
express in writing what they could never say face to
face. Feedback forms where the wording is already
there and all they need to do is tick a box might also
help you get an honest answer, especially if the form
is anonymous, but make sure there is space for them
to elaborate on their answers if they wish to.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Guide for open home hosts
Most people find that opening their
home as part of a green open homes
event is a worthwhile and enjoyable
experience.
This short guide to give you a few tips
and pointers so that you can be
confident everything will run
smoothly on the day.

Beforehand – preparing your home
Be a good neighbour! Tell your neighbours what
you are doing and invite them along – they are quite
likely to be interested in seeing your improvements
themselves, particularly if their house is similar to
yours. They may also be able to help with publicity. It
also minimises any surprises for them on the day in
case you get a lot of visitors.
Check with the organisers about signs or banners
outside your home – if they are being provided then
it’s important to use them. It will help visitors know
that they have got the right house, and it may
reassure your neighbours to see that the ‘open home’
in the street is clearly identifiable. If it isn’t provided,
then make your own by sticking posters in the
window, on the door or on the gate.
Do a risk assessment. This sounds formal but it
simply involves looking around your home,
including outside, to spot any potential dangers, e.g.
slippery steps, trailing cables, trip hazards. If you
can’t do anything about any of the potential risks,
then just make sure you mention them to visitors, or
make signs saying ‘mind the slope’, ‘watch your head’
etc. Do this in conjunction with the organisers, as
they may spot things that you have become
accustomed to in your own home (and their
insurance may require it).
Put any valuables (including sentimental items) or
breakables out of reach. Put them all in one room
and keep that door closed so that it is out of bounds
to any visitors, with a sign on the door stating the
room is private. Likewise if there are any areas of
your house that you do not want people to visit, then
lock these doors and put up ‘no entry’ signs.
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Check with the organisers what the insurance
arrangements are. You must also advise your own
insurers that your home will be open for visits –
check that you have adequate cover, otherwise you
could be liable if an accident happens.

be flexible. For example, if the house suddenly fills
up, people probably won’t mind waiting outside for a
few minutes, or coming back in half an hour. And if
you have a friend or a volunteer with you they can
help you manage if you do get a sudden influx.

If you have pets, it is best to keep them out of the
way. Not all visitors will be animal lovers, and it may
be stressful for a pet to deal with lots of strangers in
their home. Consider having someone to take them
out for the day.

If tours are planned then think about how long a
tour might take, and how many visitors per tour is
feasible, then feed this back to the organisers. Think
about what people will want to be looking at when
they visit your home, the size of your home, and how
many people at a time will be able to see the features
you want to show them.

Make sure the toilet is easily accessible if you’re
happy for visitors to use it – consider putting up a
sign.
You could set up a registration table (or a sheet on
the wall) inside the front door for signing in, and/or
give out labels for name badges so you know who’s
who if you’re giving a tour. The organisers are likely
to want details of those who attended for monitoring
purposes. It’s also good for your own security, and
nice to be able to address people by name!
It is up to you if you want to provide refreshments.
Tea and cake usually proves popular but there is
absolutely no pressure to do home baking in addition
to opening your home.
If you do provide refreshments, you might want to
put out a collection tin for a charity of your choice.
Alternatively, some local groups may reimburse you
for the cost. On a practical level, it is a good idea to
wait until visitors have already looked around before
serving hot drinks.
“Encourage tea and cake! The informality and
conversation time this creates really helps.” | Kate
Gathercole, Herefordshire New Leaf

Structuring visits
Speak to the event organisers about the structure of
the visits. They may leave it up to you whether to
allow visitors to drop in whenever they want, or to
set specific times for people to arrive. However the
organisers may prefer all the homes to have the same
structure and should let you know which approach
they plan to take.
If you are not happy with the way the event is
structured, speak to the organisers who can probably
Green Open Homes | www.greenopenhomes.net

Think about how you will structure the tour and
divide it into time slots. For example, 5-10 minutes
for arrivals/introductions, 15-20 minutes guided
tour, 10 minutes for questions, 15-20 minutes for
refreshments and discussion, 5 minutes for
completing feedback forms. This will help to avoid
visits over-running.
Bear in mind that having visitors to your home all
day can be tiring.
“Don't over-extend yourself. Last time we offered just
five tours on one day. This was easier to handle than
our previous openings when we did tours on Friday
evening, Saturday all day and Sunday afternoon.” |
Harriet Martin, Superhomes.

What information to provide
The visits are all about people coming to hear your
own story and experiences; you are not expected to
be a technical expert (although if you are people will
of course be interested in this). But make sure that
the most likely technical questions can be answered
through factsheets, your in-house volunteer, an
installer or an advice centre.
What you can provide is the opportunity to see
energy saving improvements in ‘real life’, and to be
able to tell people about how you went about
installing them, what the pitfalls were, what you
learned from the experience, and how you’ve
benefitted from the improvements.
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When you talk to householders, think about covering
the following points :
• Why did you want to make an improvement. Cold
home, high bills, damp problems, or just to make
your home greener?
• What options did you consider, and why did you
choose to do what you did?
• What did the work entail. Did you do it yourself
or use professionals? How long did it take, how
much did it cost and what level of disruption was
involved? How easy was it to find a builder or
supplier? Did you get recommendations?
• Were there any unexpected obstacles and how did
you overcome them?
• What difference has it made? e.g. a warmer or
more comfortable home, less damp and mould,
lower bills or any other surprising changes?
• What are the key dos and don’ts that you would
pass on?
Remember that different people have different
motivations; some are looking for carbon savings
and reduced energy use, while others will be inspired
by a more comfortable home or saving money.
Information and display material is helpful for
people who arrive early and you are still talking to
the previous visitors. If you have before and after
photos, you could display these, along with any
leftover materials or samples.
Check with the organisers if they can provide any
leaflets or information sheets that you can give out.
They might want to create a case study on your home
to give to visitors. If not, is this something you could
do yourself?
“Photos and easy-to-read displays, before and after
energy graphs, samples of materials e.g. insulation, a
talk by the householder and/or architect or others
involved in the project all proved useful.” | Tina Holt,
Transition West Bridgford.

Early or late arrivals
It is worth thinking beforehand about how to deal
with people who arrive early or late for booked tours,
and agree with your helper(s) what you will do. It is
your home – you have every right to ask them to
come back later if they arrive very early, or not to let
them in if they are very late.
If you are accommodating people who arrive early,
you might be happy to let them wander around and
have a look for themselves, or you may prefer to
create a ‘waiting area’ with chairs and things to read.
This could even be outside, if you have a small
house, but should probably be covered in case the
weather is inclement.

Dealing with different types of people
People who come to visit your home will generally be
enthusiastic and grateful that you are opening up
your home, and are most likely to be very pleasant
towards you, and interested in what you have to say.
In the unlikely event that you find some visitors are a
bit harder to manage (‘difficult’ behaviour you are
most likely to come across is someone who is overenthusiastic!), it can be helpful to decide beforehand
with your helper/volunteer how you will deal with
people who overstay their welcome, ask too many
questions or generally talk too much.
Some tips include:
• Say beforehand approximately how long a tour of
your home is likely to take, particularly if you are
running booked tours only. That way, it doesn’t
appear rude if you begin to hurry people along. If
you’re uncomfortable with this, your volunteer
can help by telling visitors things like: “it’s five
o’clock now, let’s leave [your name] in peace” or
“the next group is starting to arrive now, so we’ll
need to make some room for them”.
• You are not expected to be an expert on
everything, so if you can’t answer every question,
that’s fine. If you know where they can get further
information, then do direct them to this.
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• If someone constantly interrupts you with
questions, ask them to save them until the end
(and make sure everyone else gets a chance to ask
their questions first).
• If someone is negative, don’t become defensive;
remain assertive with a calm authority.
Remember you’re the expert about your own home’s
retrofit. Others may have more technical knowledge,
but they don’t know your home, your reasons for
doing certain things and the difference it made.

Volunteers
Get as much extra help as you can on the day to meet
and greet, tick off names, look after incoming
visitors as the previous tour ends etc, and definately
ensure ou have at least one helper with you all day.
Agree beforehand who will do what, but some
suggestions about how volunteers can help are...
• Meeting and greeting, signing visitors in and out
(if required), ensuring people have name stickers
(if used) and counting visitor numbers
• Making drinks and taking coats, umbrellas, etc.
• Assisting with basic housekeeping things, like
highlighting the nearest exits, where the toilet is
and providing refreshments
• Ensuring visitors complete evaluation forms (if
provided by your group)
• Providing leaflets and advice on where to find
further information
• Talking to anyone waiting for a tour, keeping
them in an appropriate area of the house and
letting them know how long they’ll need to wait

• Providing access to any resources available at the
house, case studies, more information, maps of
the event.
• Helping to usher people out if required!
People come to learn from the householders, so don't
expect volunteers to recount your story for you. They
won't have all the information and the experience
will not be as good as if you were doing it. If your
volunteer has expert experience in a particular area –
say they are a plumber – you might be able to get
them to speak about details around installing a solar
thermal system which could complement your own
story – but it should not replace it.

And finally...
Have fun! It’s not all hard work, and it’s a great way
to meet like-minded people and join in with
something lively and community-spirited.
“Opening your home can be “very worthwhile, has
great feel-good factor, excellent way to spread good
practice - do it!” | Sally Cooke, Greendor.
“[What I enjoyed was] meeting the volunteers and the
people who came to visit. Many of whom were quite
knowledgeable about sustainability issues.” | Peter,
Bristol Green Doors householder 2010
“The interest by visitors in even the smallest things.
Exchange of hints and tips/ideas; overwhelming
numbers but great in a way to find so many folk had
an interest.” Irina, Bristol Green Doors householder
2010

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Guide for volunteers
Volunteers are vital to making sure
open homes events run smoothly and
are a good experience for everyone
involved.
This guide is to help clarify your role
and give you some tips to help you
prepare.

Your role
Opening a home to the public can be quite a lot of
work for the host, particularly if they don't have
friends or family available to lend a hand. As a
volunteer you can help relieve the pressure, and
having an additional friendly and approachable
person on hand will improve the experience for
visitors. You might end up taking charge of
welcoming visitors, keeping track of the number of
people in the house, organising refreshments,
providing expert advice (if you happen to be very
knowledgeable), or something else which the host
can’t manage on their own.
“Volunteers are essential at the homes - to help
manage numbers, enable the household to feel at ease,
and to gather visitor evaluation.” | Jo Hamilton,
previously Oxfordshire ClimateXchange

Be prepared
Before the event, discuss with the host what sort of
help they need, and when the best time is for you to
arrive. Make sure you know your way around the
house: the key areas of interest, where the toilet and
exits are, which areas are out of bounds to visitors …
and how to make a cup of tea.
Have everything to hand that you are going to need,
like visitor sign-in sheets, leaflets, stickers and pens
for name labels, evaluation forms etc. A safe place to
keep all this is useful – or you may prefer to use a
deep pocket or a shoulder bag.
If the host is running scheduled slots or tours for
visitors (e.g. one hour each), check how these will
work and how you can help. Discuss how you will
manage visitors at busy times and whether there is a
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maximum number of people that can realistically be
in the house at any one time.

Helping with visitors
If you can do most of the ‘meeting and greeting’ and
managing visitors, it means the host will be able to
concentrate on talks, questions and running guided
tours.
As visitors arrive, ensure that they sign in and
consider using name stickers so that the host can
address them by name. Take their coats if
appropriate, and make sure they wipe their feet!
Count visitor numbers throughout the day to ensure
you have an accurate record (you may not manage to
get everyone to sign in).
If the host is providing refreshments you could make
drinks or offer snacks on their behalf, and offer to
wash up afterwards. (Make sure you give out drinks
at an appropriate time so that visitors don’t walk
around the house carrying hot drinks or food.)
Make sure visitors complete evaluations (if provided
by your group) before they leave, and direct them to
further information and guidance if they are
interested.

something like: “it’s five o’clock now, let’s leave our
host in peace” or “the next group is starting to arrive
now, so we’ll need to make some room for them”.
Your visitors are likely to be very interested and
enthusiastic, but if there are difficult or demanding
questions, the host might be glad of some help
dealing with them.
Be aware of the ‘mood’ of the group too. You could
help to move things along if the discussion has
become too involved/detailed for the majority of the
group, especially if there is still a lot to look at and
not much time left. Intervening with a reminder
about what time it is, what else is left to view or
where visitors can go to get more detailed
information are all tactful ways of interjecting.

Early or late arrivals
Check beforehand what the host would like to do
about visitors who arrive early or late. You may need
to be quite firm and ask early visitors to come back
later if they arrive very early, or not let them in if
they are very late.
If you are accommodating people who arrive early,
invite them to take a seat or look at a display, chat to
them about what other houses they have seen, and
make sure there are plenty of leaflets to read.

Helping to facilitate
Keep an eye on the time, especially if you’re swapping
over with another volunteer at an agreed time or if
the host is running structured tours. You can give
visitors a reminder of how much time is left, move
questions along, or give out feedback sheets 5-10
minutes before the end of the allotted time. This will
help avoid visits over-running.
Other ways of helping to chivvy people along include
giving people their coats back, telling visitors

And finally...
Enjoy yourself! Being a volunteer helper for an open
homes host can be fun and rewarding, and you will
meet lots of people. Open homes events are a
fantastic way for people to learn more about energy
improvements they can make to their homes, and are
great to be a part of. And you may just learn
something useful yourself.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Marketing your event
You may think it’s important for
people to retrofit their homes, but for
others your community this may not
be a priority.
So to get people through the doors of
your open homes event, you’ll need to
think carefully about the messaging
you use, and draw up a marketing
plan.

Before you start on your marketing plan, you should
be clear about the overall aim or purpose of running
an open homes event. What are your specific
objectives, and what steps will you take to achieve
this aim? For example, are you hoping to get as many
people as possible through the doors, or are you
going to target a specific group, those most likely to
install measures, for example, or those living in
homes that most need updating?

Who is your main target audience?
Don’t forget that although you have spent a lot of
time thinking about energy efficiency, the people you
are trying to reach may not.
So messages that emphasise energy efficiency might
miss their target. One of the biggest attractions of
open homes events is that most people really enjoy
looking around other people’s homes. If some homes
in your event have a ‘wow factor’ then it might be
worth using them to promote the event. But
remember that people may be equally curious about
seeing normal homes that are similar to their own
but warmer and cheaper to run.
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So ask yourself about your target audience:
• What age are they? Do they lead busy lives, or do
they have time for retrofitting their home?
• What are their needs and priorities? Is caring for
the environment a priority or are they more
motivated by saving money on energy bills ? How
much do they know about energy efficiency?
• What types of property are they likely to live in
and how do they heat them?
Think about their social networks. Do they know
their neighbours? Do they use the internet or social
media? Are they likely to be aware of your group and
its activities in the community?
And ask yourself, will they know what an open
homes event entails and what might stop them from
coming along?
Thinking about your target audience in this way will
help inform what you tell them, and how.

See homes with ‘wow factor’
“Here’s a chance to see inside an eco-home’ or ‘Check
out a home built to passivhaus standards.”
Find out about the improvements ...
“We will have a wide range of home improvements on
show including solar panels, underfloor heating, LED
lighting ... etc.”
... and learn how they work
“Come and see energy saving technologies in action,
and have an opportunity to speak to experts and
householders about them.’
Save energy
“Our area has saved X units of electricity through
energy saving improvements so far. Want to join in?”
You could also entice with a home with a special
architectural feature, an interesting history (maybe
someone famous once lived there) or something to
appeal to kids, like chickens in the garden.

Finding your audience
What to say
Given the profile of your audience that you’ve built
up, what are the one or two most important messages
to get across that would inspire them to come along?
Think about what they would be interested to hear,
rather than what you want to tell them!

Once you’ve decided what to say, you need to decide
where to say it. Don’t stick to one communication
channel. A message that is reinforced across different
platforms (in a leaflet and then on a poster, say) is
more powerful, and you will attract more people if
you use several different channels.

In brief: be very clear, and keep it simple, use the
right language (energy jargon), and make it sound as
easy as possible for people to get involved.

Consider what each communication is for. What
does the recipient need to know at that stage? You
don’t have include all the information at once.

Being sociable:
“Come and meet your neighbours, have tea and cake,
and hear about how they’ve improved their homes.”

A printed leaflet is a standard marketing tool and
can be put through doors, handed out at e.g.
shopping centres, or left in e.g. libraries, community
centres, GP surgeries etc.

Saving money
“Do you think you’re paying too much for gas and
electricity? Some people in this neighbourhood have
made home improvements that have brought down
their bills; come and ask them how.”

Leaflet drops much more effective if you (or others
involved in your event) deliver them personally and
chat to people face-to-face.

Being warmer
“Houses around here are hard to keep warm, but some
people in this neighbourhood have made home
improvements that have made their houses much
cosier. Come and see how.”

A poster can be put up in peoples windows, shops,
pubs, public buildings etc. Keep them quite small –
A3 is probably too big for many noticeboards.
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Local newspapers or local radio stations are
interested things going on locally and may publish a
supportive story or give you a slot on air. You might
also buy an advert in a local newspaper or on the
radio, but these can be expensive.

What resources do you need?

Local newsletters are often hungry for content, but
you may have to write the article yourself.

• Finance - What’s your publicity budget? What will
be the best use of your money?

Give out leaflets and chat to people face-to-face at
local events, e.g. a weekly farmers market, or one-off
community event.

• Time - How much time do you have for publicity?
Do you have volunteers who can go door
knocking? How long will this take?

Social media is a great publicity tool. Getting on
Facebook and Twitter is free and is a great way to
connect with individuals and organisations who will
help you promote your event. Setting up a website
from scratch is a more serious undertaking. Is there a
supportive organisation that would give you a page
on their site? Or why not set one up on
www.greenopenhomes.net

• People – How many people can help with the
project? How could you increase this number and
encourage people to volunteer?

Become an enthusiastic networker! Other
community organisations in the area may be happy
to promote the event through their newsletters,
meetings and events

When do I start?

And don’t forget good old word-of-mouth – ask the
open homes hosts to tell their friends and
neighbours and spread the word.

It is important to be aware that different types of
marketing require different amounts of time, money
and people. Think about:

• Skills - Whose expertise can you use? Do you
know someone who can build a (simple) website,
who is good at graphic design, who is great at
talking to people?

In most cases, the sooner the better. An early start
will mean you can to do more and so maximise your
reach.
But don’t front-load your campaign, i.e. if you start
advertising early, people can forget about it by the
time the event comes round. Consider drawing up a
calendar of publicity actions taking you right up to
the event day/s. This will build up momentum and
excitement about the event and stop people
forgetting about it.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Creating a map for your green open homes event
A leaflet for your event is going to be a lot better if it has a map. But getting a good map for print is easier
said than done.
A quick and easy option is to take a ‘screenshot’ of e.g. Google Maps. If your event is using the Green Open
Homes website (www.greenopenhomes.net), then you’ll have a map, derived from Google Maps, with all
your homes marked with a pin. Some keyboards have a key labled ‘PrtScn’ (‘print screen’) for this purpose,
and on Windows you can also use the ‘snipping tool’.
Note that this will give you a relatively low-resolution image, and it will have to be reduced in size quite
significantly to prevent it pixilating on the printed page.
You also need to be aware of copyright.
Our interpretation of Google’s ‘Permission Guidelines for Google Maps and Google Earth’ – see
www.google.co.uk/permissions/geoguidelines – is that this is permittable as long as it meets certain
conditions. (We suggest you read the guidelines to satisfy yourself that your use of Google Maps material
doesn’t infringe copyright).
These are the relevent passages (itallics added):
“You may print Content from Maps and Earth for personal use … In all uses where print will be
distributed, first make sure that you read our FAQ on applicable product Terms of Service and
fair use.”
“Fair use is a concept under copyright law in the US that, generally speaking, permits you to
use a copyrighted work in certain ways without obtaining a licence from the copyright holder.
There are a variety of factors that affect whether your use of Content would be considered
fair use, including the purpose and character of your use, the nature of the copyrighted work,
the amount of the copyrighted material used and the effect of your use upon the potential
market for the copyrighted work. For example, there are differences between use in a for-fee
service and use in a work of scholarship, or the use of a single map screenshot and the use of
detailed map images for an entire country. There are similar, although generally more limited,
concepts in other countries’ copyright laws, including a concept known as “fair dealing” in a
number of countries.”
Our view is that using a single map for a local event that isn’t for the purposes of making a profit would fall
easily into fair use’. But note that:
“Google Maps may not be used as a core part of printed navigational content, such as tour
books.”
And
“When using Google Maps and Earth Content in print, any images used must reflect how they
would look online."
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This means that you can’t cut off the copyright information at the foot of the image (see picture, above).
The second approach is to draw your own map or pay a designer or illustrator to have one made for you.
Note that Google have wised up to people using Google Maps as a template and have a specific clause
about this in their Permissions Guidelines: “You may not
use Google Maps or Google Earth as the basis for
tracing your own maps or other geographic content.”
If you’re printing tens of thousands of leaflets, this is
probably worth it. It will look much better than a
screenshot and give your material character.
Bristol Green Doors produced this map (right) for their
2013 open homes weekend. This featured on an A2
fold-out leaflet. Lots of open homes events have maps
that are less sophisticated than this one

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Why green open homes events
work
People opening up their homes and
talking to others about the ‘green’
improvements they have made is an
excellent way to inspire greener
behaviour.
There are genuine success stories
from established green open homes
events, which resonate with much of
the research on theories of behaviour
change and ‘social norming’.
“The greatest strength of the Open Days events seems
to be the power of real-life experience and the telling of
a ‘story’ by an ordinary citizen about their own home
… the value of the story being told by ‘someone like us’
could be lost in a rush to impose order and
consistency.” | Killip and Hamilton, Environmental
Change Institute, University of Oxford
(http://tinyurl.com/q5apuow)

If you are considering an open homes event you
probably already think it’s a good idea. But if you
need any more convincing, here are seven good
reasons to go for it.

1. The novelty factor
Open homes events can be fun, engaging, and attract
a broad range of people, making them a really good
way to spread the word about the benefits of low
carbon improvements. The idea of opening up
homes has proved to be popular in recent years, for
example through arts trails, open gardens and
heritage open days, as well as eco open homes events.
Open homes events can engage people and social
groups that might otherwise not be interested in ecorenovation, or that would be less likely to respond to
more conventional ways of sharing your message
(like putting on a talk or giving out leaflets).

2. Social networks
New ideas and technologies tend to spread (or
‘diffuse’) via social networks. Open homes events are
great ways to encourage the spread and acceptance of
low carbon homes. It’s likely that open homes hosts
will invite their friends and neighbours to take part
in the event, and it will provide a talking point and
an opportunity to discuss some of the issues.
Hopefully, they in turn will tell others about the
event and what they learned, which may inspire
others to take action too.

3. Identifying with people
Providing the opportunity for people to see
improvements made to homes, especially those
which are similar to their home, makes ‘green’
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adaptations seem more accessible. Research on social
theories of behaviour shows that we are more likely
to act in alignment with a ‘social norm’ if we identify
with the group that the behaviour is linked to. So
when people visit houses, part of what they are
looking at is whether the person living in the house
is like them, or has a lifestyle they aspire to.
If visitors see improvements which are carried out by
people like them, whom they relate to because they
live in the same sort of house or have a similar
lifestyle, they are more likely to follow their lead.
“People are as interested in the books on your shelves
as the low carbon improvements you’re showcasing.”
Dan Weisselberg at Bristol Green Doors

4. The value of trust
Hearing about low carbon improvements from a
trusted peer makes the information much more
impactful and more likely to be acted upon.
At open homes events you get to hear the practical,
real-life, ‘warts and all’ report from someone in your
community. Hosts can explain what they did and
why, what worked and what mistakes they may have
made, and visitors will trust these messages much
more than a sales pitch from a stranger.
Plus there is local intelligence to glean, such as the
availability of tradesmen with particular skills, or a
supportive local authority or community group. All
of this is invisible to manufacturers and will not be
evident in product literature or design guides.

studies make energy saving home improvements
more inspiring.

6. Social norming
Research shows that we are strongly influenced by
what we believe most other people do in the same
circumstances – in other words, what we consider to
be ‘normal’. Social norming is about how we form an
impression of what the typical behaviour is of those
around us, and then consciously or unconsciously
follow suit. So if you are able to point out a ‘norm’
(for example, making low carbon improvements to
homes), people are more likely to make changes to
their own homes to meet the norm.
It can be difficult to show a norm when it comes to
the (otherwise fairly invisible) behaviour of people
within their homes, so an open homes event is an
excellent way of making this visible. If you have lots
of homes that have all made energy efficient
upgrades then it will appear even more ‘normal’.

7. Stronger communities
In some neighbourhoods, getting people engaged in
any kind of community-level activity can be a
struggle. But open homes events can appeal to a
broad audience. People of all ages and backgrounds
will be interested, and it is a good way to get people
out and about and talking to each other - a bit like a
street party or an arts trail. You will also be creating
opportunities for a range of people to get involved; as
part of the main organising group, as an open homes
host or as a volunteer steward.

5. Telling a story
People find stories or narratives much more
memorable than lists of facts, and a narrative about
the results of low energy improvements will be much
more compelling than a list of benefits. So open
homes events where there are real stories and case

Want to know more?
The theories of behaviour change (‘social norming’,
‘availability heuristics’ etc) are dealt with in more detail
in the PlanLoCaL resource ‘Behaviour change: theories,
approaches, guidance’ http://tinyurl.com/qj5atm9

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors

Open homes and the Green Deal
The Green Deal is the government’s
main initiative to bring down the
energy consumption of UK homes.
Most conversations about domestic
energy efficiency are likely to touch
on the Green Deal, so its worth
knowing about so that you can
answer visitors’ questions.

There are two aspects of the Green Deal which relate
to open homes events. Firstly, the Green Deal and
Energy Company Obligation (ECO) offer new ways
for people to access funding and finance to make
improvements to their homes which (for more costly
measures in particular) would not previously have
been possible.
Secondly, open homes events which encourage take
up of low carbon measures will help create the
demand for improvements which is essential for the
success of the Green Deal. This in turn could create
more interest in open homes events where you can
go and see what your neighbour has installed using
Green Deal finance, and ask them about their
experience of the process.

The Green Deal in brief
The Green Deal and ECO were launched in January
2013 with the aim of making it easier to improve the
energy standards of UK homes. They can help fund a
wide range of improvements, including solid wall
insulation, heating upgrades and renewables.
The Green Deal enables customers to install energy
saving improvements at a reduced (or no) upfront
cost with the expense of the work being paid back
over time through the electricity bill. This finance
offer is only available when the repayments are not
greater than the savings the improvement makes on
the energy bill – the so-called ‘golden rule’ – so the
customer’s total energy bill should not be higher
than before.
If improvements do not meet the golden rule the
householder will need to contribute some of the cost,
or seek alternative finance to cover the remainder.
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The ECO can help out in some cases where the
golden rule isn’t met, such as expensive solid wall
insulation jobs, and where the householder is in
receipt of qualifying benefits, or live in an area which
has been allocated funding to improve the housing
stock.
The improvements that are funded through the
Green Deal or ECO are those that have been
identified in a previously-undertaken Green Deal
Assessment as having the greatest potential impact
on energy use in the property.
It’s worth noting that the Green Deal is not
necessarily the best option for everybody and it’s
important to stress to anyone visiting an open home
that they should look into all the options for
financing an improvement project before making a
decision.
The resources below explain Green Deal in more
detail and you may wish to pass them on to
interested visitors.
For a short film on the Green Deal and ECO, see
http://youtu.be/Vq2o1RK9pQA

Connecting the Green Deal with open
homes events
The success of the Green Deal will depend on a shift
towards both higher expectations of energy
efficiency standards in homes and a preparedness to
make home energy improvements. For this to
happen, people need to feel that it’s being done by
people like them who live in homes like theirs, and
that the results (like a warmer home) are worth it.
Open homes initiatives can generate a local buzz and
a strong sense that others in the community are
interested in and taking action on low carbon
retrofit.
Such events can inspire widespread uptake of low
carbon refurbishment from householders when they
feel that the measures involved are relatively
straightforward and practical for their circumstances
(i.e. not just about ‘extreme green’ or ‘doing
everything possible’). This can have a particular
impact if someone who lives nearby has already done
similar works in a similar home and can help them
by sharing their experiences (warts and all).

For factsheets on the Green Deal and ECO, see
http://bit.ly/16F1ArN and http://bit.ly/18SNitD
(both pdfs).
For Green Deal and ECO frequently asked questions,
see http://bit.ly/15pw6pw
Green Deal poster: http://bit.ly/18VniaR

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net
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Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors

Using questionnaires for open
homes events
If you can, it’s well worth asking your
visitors for a bit of feedback about
who they are, why they came, and
what they thought of the event.

Why do a questionnaire?

•

To understand better who their audience is

Here are some tips on writing and
using questionnaires.

•

To learn about what worked well, and what needs
improving

•

To provide evidence of the event to funders, key
supporters and stakeholders

•

To provide a snapshot in time, against which
future events can be compared

•

To invite participation in future open homes
events, or other projects you run

Event organisers ask participants to answer
questionnaires for a number of reasons:

Your reasons for conducting a questionnaire will
determine the type of information you need to
gather. When you are designing your questions, be
clear about what you need to know, and what you’d
like to know. If you have insufficient resources to
conduct a detailed questionnaire and follow-up,
perhaps you could ask a volunteer, student or
researcher to help you.

Format
Think about how you will be able to administer the
questionnaire. Which method will best meet your
needs and maximise the response rate? Here are few
suggestions:
1. Online (e.g. via Surveymonkey.com)
It’s easy to collect data, and provides basic analysis of
your results for you.
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It saves time for organisers / volunteers.

How to maximise response rates

Can be done online at the event, or sent in a followup email immediately after the event, although
response rates may be lower post-event.

How can you get lots of people to fill in your
questionnaire? A voucher, reward or prize draw as an
incentive can be useful, but they’re not essential. The
best way to achieve a high response rate is to have a
well-designed questionnaire in the first place. Good,
clear questions, which allow respondents to fully
express their views, are really important for making
sure people start and finish a questionnaire. Taking
time to get the questions right also means that the
data collected is more likely to be useful and
relevant.

2. On paper, at or after the event
If volunteers can distribute and collect
questionnaires at the event, you can collect an
immediate response. But keep it short -two sides of
A4 maximum.
If there are insufficient volunteers, pens or space,
there is a risk that visitors will not fill them out.
If you send questionnaires after the event, they can
be longer. It’s always best to include a stamped
addressed envelope to encourage returns.
3. Postcard-sized. e.g. three questions plus contact
details, to drop into a box at the event.

So, what makes a well-designed questionnaire?
Below are somethings to focus on and some common
things to avoid.
Key features of a good questionnaire:
•

Clear and concise English.

You may get more responses.

•

You can ask for an email address to send on a longer
questionnaire later.

Neutral language which doesn’t pre-judge the
response.

•

Questions which people can answer. This may
sound obvious, but many questionnaires are let
down by not taking enough account of what
questionnaire respondents can reasonably be
expected to know.

4. Verbal interview (face-to-face or by telephone)

•

If you have a good interviewer or team of
interviewers, questions can be asked consistently and
quickly. But interviewing is a skill in its own right so
choose interviewers carefully, and provide some brief
training if necessary.

Each question has a clear underlying purpose,
i.e. you know why the question is being asked
and what you can use the data for later on.

•

Mostly closed questions (because it’s quicker for
people to fill out, and makes your analysis easier)
but space for some open questions or comments
too (because that adds richness to your data).

But a short questionnaire limits the number of
questions and your opportunity to compare your
feedback with other events.

You might need to prioritise a few locations at your
event where you can position interviewers.
If you interview people after the event, how will you
choose your interviewees?
There’s more possibility of positive bias (i.e.
respondents saying what they think you want to
hear).

Things to avoid
•

Jargon or specialist language.

•

Spelling mistakes.

•

Ambiguous language.

•

Leading questions, e.g. where it is harder to give
a negative reply than a positive one.
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•

•

•

Questions which are actually two or more
questions merged into one. For instance: ‘Do you
think you are more likely than the average
person to renovate your home?’ is a combination
of ‘How likely are you to renovate your home?’
and ‘How likely is the average person to renovate
their home?’ Your respondents can’t be expected
to know about ‘the average person’ either.

Personal questions can be offputting for some, so ask
them at the end of the questionnaire.

Borrowing questions from another questionnaire
without asking yourself if they really suit your
purpose properly.

Piloting your questionnaire

Mulitple choice questions with too few possible
answers listed. If most people tick ‘other’, it’s
much harder to analyse your data.

Questionnaires give you a broad picture of the views
of large numbers of people. If you want to explore
some of the feedback in more depth, consider
conducting a few interviews with a small number of
the respondents.

Given the need to get the questionnaire design right,
it makes sense to test it first – ideally with someone
who is not involved in the project. This may seem
like a lot of bother, but it will often throw up
important changes you need to make before giving it
to the public.

Devising survey questions
Good intentions and follow-up

Closed questions are ones which have a finite set of
responses (e.g. “Did the event meet your
expectations?” which has a yes or no answer). Open
questions are ones where the answer is much less
predictable (e.g. “What expectations did you have of
this event?”). Questionnaires are good at recording
answers to closed questions but not so good for open
questions. A questionnaire therefore has limits, but
you can maximise each question’s potential.

Some event organisers like to collect pledges or
indications of what visitors intend to do as a result of
coming to their event. These can be a useful guide to
the resultant change in CO2 emissions that your
event may have inspired, if people follow through.
Communicating people’s stated intentions back to
the wider community can also be useful to help make
‘green’ behaviours seem more normal.

For mulitple choice questions, include as many
possible answer options as you can think of, along
with an ‘other’ category. You want to avoid too many
people ticking ‘other’. Make sure you leave space for
them to tell you what their ‘other’ option is.

There is some evidence that making a public
commitment will increase the likelihood that a
person will carry out that action. But don’t assume
that they will. Research shows that good intentions
don’t necessarily result in action.

For questions with more subjective answers, use a
rating scale (e.g. from ‘strongly disagree’ to ‘strongly
agree’) to make the answers easier to analyse.

What is increasingly demanded for policy or funding
purposes is evidence of outcomes, i.e. what resulted
from a person attending a specific event, and how
much the event contributed to that outcome. To find
this out, recording intentions isn’t enough. You’ll
need to use follow-up questionnaires or interviews
with a sample of your visitors to find out what
actions people actually took, and why these may have
differed from what they intended.

For questions where the answers may be sensitive
(e.g. respondent age or income) you can bracket the
possible answers (e.g age 20-31). Making categories
like this will also make your data much easier to
analyse where there’s a large range of possible
answers - you probably don’t want to know what
everybody aged 51 thought, but what everybody in a
certain age range thought.

If you want or need to do follow-up work like this, an
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important question is when to do it. A few weeks is
probably too little time for intentions to have been
turned into actions. Leave the follow-up for several
years, and the event may be long forgotten or the
person may prove impossible to find. In general, a
follow-up after 6-12 months works well.

•

Go back to individual visitors to respond to
specific queries or comments, or invite them to
share at future events

•

Feed data into national evaluations of green open
homes events

A note of caution when you’re looking at your event’s
impact: due to the long timescales involved with
home renovation, it is unlikely that you will see
large-scale renovations inspired by one event.
Research suggests that major changes are made at
opportune moments, such as when moving house,
doing other renovations, or coming into some
money.

Data Protection

Using and evaluating your data

Whatever information you decide to ask for, include
a data protection statement at the end of your
questionnaire clarifying how you will store and share
the information. Check that you comply with the
requirements of the Data Protection Act.

Collecting data on green open homes events can
provide important evidence, both for group learning,
and for national evaluations – like comparing the
impact of different types of open homes events.
No matter how good or extensive your data, if you do
nothing with it, all that time designing and using the
questionnaire will be wasted.
So think about how you will collate your data (and
who will do this), how you will analyse it and present
it, and how you will use it. For example, you might:
•

Collate all your data in a spreadsheet and
generate charts to help interpret it

•

Design an infographic to present key data in a
more visual way

•

Pull out facts, figures and good quotes to support
your publicity and awareness-raising activities in
the community

•

Use data on numbers and outcomes in reports
and feedback to funders

•

Hold a meeting to share feedback with the team
who organised the event so you can improve next
time

If you are collecting and storing personal details
about individuals who come to your event, think
about data protection. This won’t be an issue if all
your responses are anonymised, but you may want to
collect personal information or contact details – for
example if you send out a newsletter, or intend to
carry out a follow-up questionnaire.

An example data protection statement:
Your personal information will not be passed on to
anyone outside the green open homes network. We will
only contact you if you have given your permission (see
above). You will be given the means to unsubscribe from
our newsletter at any time. Your postcode may be used to
help organisers understand where visitors have come
from, but your name and contact details will never be
published. If you have any questions about the survey,
please contact the event organisers.

More information
For more in-depth guides to designing and
implementing your own monitoring and evaluation,
see Oxford University’s “Monitoring and Evaluation
for Sustainable Communities” at
www.bit.ly/1mO05PR
There are template visitor questionnaires for green
open homes events at www.greenopenhomes.net.

The Green Open Homes network supports low carbon retrofit by promoting
existing open homes events and helping new initiatives get going with
resources, practical support and funding.
We’ve produced lots of other information sheets like this one covering legal
and insurance issues, volunteers and marketing.
See www.greenopenhomes.net

Green Open Homes is funded by the Department of Energy
and Climate Change, and delivered by the Centre for
Sustainable Energy in partnership with Bristol Green Doors

Green Open Homes visitor survey
Thank you for coming to visit. Giving your feedback will help us learn about how well the event worked and will
be used in a national evaluation of low-carbon open homes events.
1) Your visit

Æ How many homes have you visited, or will you have visited, during this event? _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
o This home
Æ Are you completing this questionnaire for a specific home, or all of your visits? o All visits
Æ What motivated you to visit (tick all that apply)?
o
o
o
o
o
o
o
o
o
o
o

General interest in sustainability
Already doing a building or renovation project
Planning or researching a building or renovation project
General interest in buildings
Finding out how to save money on bills
Meeting others with similar interests
Feeling part of my local community
I came to accompany someone else
I have a work-related interest in visiting (paid or voluntary
work)
To see what can be done to eco-renovate a home
I have a property that is similar to this one

o
o
o
o
o
o
o
o

I wanted to experience the home on the inside
I wanted to find out about products and technologies used
I wanted to find out about the energy-saving habits and
behaviours of the people in the home
I wanted recommendations of products, suppliers or installers
for my own renovation project
I wanted to meet the owner
I wanted to find out about the cost of eco-renovation
I had specific questions to ask
Other (please state):

2) Your experience of the event

Æ What did your visit include (tick all that apply)?

o Discussion or tour with the homeowner
o Interactive products, tools and materials

Æ If you had questions, how well were they answered (tick one)?

o Information displays & advice leaflets
o I just walked around

o They were answered completely
o They weren’t answered at all

Æ Has this event affected your motivation to save energy in your home?
Æ Has this event affected your ability to save energy in your home?

o There were answered in part
o I didn’t have any questions

o Yes

o No

o Unsure

o Yes

o No

o Unsure

Æ How much do you agree or disagree with the following statements?
Strongly disagree

Disagree

Neither agree nor disagree

Agree

Strongly agree

I found the visit inspiring

o

o

o

o

o

I found the visit useful

o

o

o

o

o

My expectations were all met

o

o

o

o

o

I knew about eco-renovation before I came

o

o

o

o

o

I learned about eco-renovation during the visit

o

o

o

o

o

I have a clear idea of how I might tackle
improvements to my own home

o

o

o

o

o

I have a clear idea of the costs involved

o

o

o

o

o

3) Next steps
Do you have plans for any of the following in the next 12 months? Or in the next 5 years (tick all that apply)?
next 12 months

next 5 years

Install energy-saving or low-carbon products or technologies (e.g. insulation, solar panels)

o

o

Try to save energy through actions and habits of my household (e.g. turn off unwanted lights and appliances)

o

o

Measure and monitor energy more actively (e.g. read meters regularly, get a display device)

o

o

Carry out home improvements or repairs (e.g. new extension, redecorating)

o

o

Get a home energy audit or energy performance certificate done

o

o

Move home

o

o

Other (please describe)

3) Next steps (cont)

Æ Do you have any other comments?

4) Event marketing and keeping in touch

Æ How did you hear about the event?

o Web search
o Word of mouth
o Radio/TV

o Email/e-newsletter
o Newspaper/magazine
o Flyer/poster
o Social media (e.g. Facebook/Twitter)
o Other _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Æ Would you like to receive a newsletter from the local organisation that set up the event?

o Yes

o No

Æ Are you willing to be contacted to participate in follow up research about Open Green Homes events? If so, please tick this box and

leave us your contact details at the bottom of this form o

About you
This information is for research purposes only to allow comparison with national datasets.
o Female
Æ Are you: o Male
Æ What is your age group (tick one)?

o Under 16

o 16-24

o 25-34

o 35-44

o 45-54

o 55 -64

o 65 or over

Which of the following best describes your background? (tick one)
o

White (British, Irish, or any other White background)

o

Mixed or multiple ethnic groups (White and Black Caribbean, White and Asian, or any other Mixed background)

o

Asian or Asian British (Indian, Pakistani, Bangladeshi, or any other Asian background)

o

Black or Black British (Caribbean, African, or any other Black background)

o

Chinese

o

Arab

o

Other (please describe) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

o

Prefer not to say

Æ How many people normally live in your household (including you)?
Æ What type of home do you live in (tick one)?

Adults (16+): _ _ _ _ _ _ _ _ Children (under16): _ _ _ _ _ _ _ _ _

o Detached house

o Semi-detached house

o Terraced house

o Flat/maisonette

o Other (please describe) _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _

Æ How many bedrooms are there in your home? _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Æ Which of the following best describes your rental/ownership of your home (tick one)?
o Buying with mortgage/loan

o Own outright

o Social rented (local council or housing association)

o Private rented

o Part rent / part buy (‘shared ownership’)

o Living rent free (e.g. with parents)

o Other (please describe) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Your contact information, confidentiality and data protection
Data protection: Your personal information will not be passed on to anyone outside the green open homes network. We will only contact
you if you have given your permission (see above). You will be given the means to unsubscribe from our newsletter at any time. Your
postcode may be used to help organisers understand where visitors have come from, but your name and contact details will never be
published. If you have any questions about the survey, please contact the event organisers.
Name:

Phone no:

Email:

First part of postcode (eg OX1, WC2A)

Many thanks for completing this survey. For more information about the national green open homes network:
www.greenopenhomes.net | produced by Centre for Sustainable Energy, Bristol www.cse.org.uk

More help and support
Green Open Homes is funded by the Department of Energy and Climate Change, and
delivered by the Centre for Sustainable Energy in partnership with Bristol Green Doors. The
network is supported by the National Trust, Transition Network, the Association of
Environmentally Conscious Builders and Forum for the Future.
Our aim is to encourage the spread of Green Open Homes events as we believe these are an
engaging and effective way to inspire people to make their homes greener and more energy
efficient. This guide will help you with all aspects of planning and running a successful event
from start to finish.
You’ll find all of the information in this guide, together with more free resources, guides and
templates, an easy way to set up a website for your own event, and regional event listings,
online at www.GreenOpenHomes.net.
If you want to speak to someone about setting up a Green Open Homes event, email us at
communities@cse.org.uk or give us a call on 0117 934 1400 (ask to speak to someone about
Green Open Homes).

