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Executive summary

The Project Management Plan (PMP) is aimed at enabling Laurel partners to find all the basic
project data on project management in a single document. The PMP incorporates information
already existing in other project documents, such as the Grant Agreement or the Consortium
Agreement, but it does not replace them. This repetition has the intention of facilitating the

finding of basic project’s data to the partners.

By adhering to the procedures described in the present document, the Consortium aspires to
meet the goals of the project with an efficient allocation of resources and in accordance with
the timelines of the project work plan. The PMP also enforces the use of a common branding
image and, together with deliverable D6.6 Quality Review Guidelines, it defines the procedures

to follow to ensure the quality of the project’s products and results.
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1 Introduction

The present document, the Laurel Project Management Plan (PMP), provides detailed
guidance on how to conduct the day-to-day operations for the successful completion of all

project activities. It is structured in the following sections:

e Section 2 (project overview) details the main data that identifies the project and the
Consortium, including the list of the partners. Information about the project timeline, effort
and budget and main outputs is also provided.

¢ In section 3 (project management of the project), the governance structures and procedures
are explained. Particular attention is provided to defining the role of the different project
bodies (General Assembly and External Expert Advisory Board) and the responsibilities
entrusted to the project coordinator, the work package leaders and the task leaders. With
regard to procedures, the organisation and frequency of meetings (of the general assembly
and of the consortium) are described in this section too as well as the principles for internal
and external communication. In addition, this section explains how to carry out the planned
work ensuring that expected outputs will be achieved on time (a risk management strategy
is defined also). The usage of project instruments (website, collaborative work and mailing
lists) is explained here.

e Section 4 (project’s editorial policy) deals with the editorial procedures to be followed to
write the project's contractual deliverables, as well as it provides guidance on the production
of scientific publication and reinforces the application of an open access policy.

e Section 5 (gender mainstreaming policy) presents the project’s policy on gender.

¢ Finally, section 6 gives information about how the project deals with ethical issues.

1.1 Glossary

. All beneficiaries participating in the Project covered by the Grant Agreement
Consortium )
and the Consortium Agreement.
Grant The contract between the Consortium and the Commission, including any
AelEElEies annexes and subsequent amendments.
Reports, comprising Project progress reports and certified audit reports,
referenced in the Grant Agreement (as may be modified by any Work Plan)

and in this manual, which must be delivered to the Coordinator, Project
Manager, and/or the European Commission.

EC The financial contribution of the European Commission to the Consortium for
(@elgidielliilelghs the execution of the Project as outlined in the Grant Agreement.

Deliverables

External
Advisory
Board

A panel of experts that meets annually on a long-term basis to provide advice
and/or support to the project.

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 7 of 46
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The Project’s decision-making body established in accordance with the Grant
Agreement. It is chaired by the Project Coordinator and consists of
representatives from all partners.

General
Assembly

The Institution coordinating the Project. This entity can be referred to as the
"Coordinator". Coordinator may also refer to the person in charge of
overseeing and facilitating the successful implementation of the project, acting
as the central point of communication and coordination between all parties
involved.

Project
Coordinator

Project The person responsible for the management of the Laurel project and who
Manager works in the institution acting as Project Coordinator.

Work A specific set of tasks to be undertaken by several partners as described in
Package the Contract and any subsequent Work Plan.

Table 1. Document glossary

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 8 of 46
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2 Project overview

This section presents an overview of the Laurel project, highlighting its main data and

characteristics.

2.1 Project identification

Granting Authority European Research Executive Agency (REA)

Actionable policies for adopting high-quality integrated long-term
care

Project title

Project acronym Laurel

Project type Collaborative project
Call HORIZON-CL2-2023-TRANSFORMATIONS-01-08

Type of Action Research and Innovation Actions
Grant Agreement No. 101132643

Fundacio6 de Recerca Clinic Barcelona-Institut d’Investigacions

FElEE Rl e S Biomediques August Pi i Sunyer

Fundacio6 de Recerca Clinic Barcelona-Institut d’Investigacions
Biomédiques August Pi i Sunyer

Stichting International Foundation for Integrated Care
Panaxea

European Social Network

Social Economy Europe

Eurocarers

European Health Telematics Association

AGE Platform Europe

Universidad Politécnica de Madrid

Consortium members

Project start date 1st February 2024

Project end date 31st January 2027

Total duration 36 months
Total budget 2,774,587
Total EC Contribution 2,774,587

Table 2. Grant details

2.2 Operational data and resources

2.2.1 Laurel Consortium contacts

The following table describes the contacts of the Laurel Consortium. This table provides
information about the individuals, their respective roles and the organisations they belong to.

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 9 of 46
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Partner Name and contact details

Albert Alonso. Project Coordinator & Leader WP6. aalonso@recerca.clinic.cat
Joan Pallarés. Project Manager. jopallares@recerca.clinic.cat
Roger Caceres. rcaceres@recerca.clinic.cat

FRCB-
IDIBAPS

Pilar Gangas. Leader WPA4. pilargangas@integratedcarefoundation.org
David Linnane. Leader WP5. davidlinnane @integratedcarefoundation.org
Niamh Lennox-Chhugani. nlennoxchhugani@integratedcarefoundation.org
Edelweiss Aldasoro. edelweissaldasoro@integratedcarefoundation.org
Arturo Alvarez. arturoalvarez@integratedcarefoundation.org

Georgina Ferrer. georginaferrer@integratedcarefoundation.org

IFIC

Bert Vrijhoef. Leader WP1. bert.vrijhoef@panaxea.eu
FANAVAEASE Anam Ahmed. anam.ahmed@panaxea.eu
Iris Boot. iris.boot@panaxea.eu
e

Anja Osojnik. Leader WP2. anja.osojnik@esn-eu.org

Sarah de Heusch. director@socialeconomy.eu.org
Paula de Diego. paula.dediego@socialeconomy.eu.org

Svetlana Atanasova. sa@eurocarers.org
Giulia Lanfredi. gl@eurocarers.org
Stecy Yghemonos. sy@eurocarers.org

Marc Lange. marc.lange@ehtel.eu

Tino Marti. tino.marti@ehtel.eu

Diane Whitehouse. diane.whitehouse @ehtel.eu
Sara Canella. sara.canella@ehtel.eu

Sofia Nunes. sofia.nunes@age-platform.eu
Vera Hormann. vera.hoermann@age-platform.eu
llenia Gheno. llenia.gheno@age-platform.eu

Jorge Alfonso Kurano. Leader WP3. jorge.alfonso@upm.es
Federico Alvarez. federico.alvarez@upm.es
Gustavo Hernandez. gustavo.hernandez.penaloza@upm.es

Table 3. Contacts of the people (and institutions) involved in the Laurel project

2.2.2 Effort allocation & Budget

According to the signed Grant Agreement, the total effort required by the participants is
distributed in six Work Packages. In total, 336 person-months have been committed to the

Laurel project. Different amounts of effort have been allocated to each Work Package.

In terms of budget, the Laurel project has received a funding of 2,774,812.50 € from the
European Commission.

The specific allocation of effort and budget for each partner is detailed in the Grant Agreement,
to which partners are referred to for a more detailed understanding of the project effort per

beneficiary and work package.
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To ensure that the partners of the Laurel consortium execute the expenditure adequately, the
financial provisions (Article 7) set out in the Consortium Agreement will be followed. The
Coordinator will assume responsibility for supervising and guiding the consortium in the
monitoring and correct use of resources. In addition, the Coordinator will be responsible for
reporting any deviations that may arise during the course of the project and promptly informing
the General Assembly of such situation. Nevertheless, this does not preclude the individual
responsibility of each partner to ensure a transparent and efficient use of the funds of the

project.

2.2.3 Time plan (Gantt chart)

[ [ 2025 2026
|13 a[s[6[7[e[e]2of21]rz[23]14] 15 117 1] 15]z0] 2o 2|25 2a]2e[2efer]28[2sfrd 31 3233 34334

WP |[Name Partner

1 |Investigation of Integrated-LTC and support solutions in EU27 PANAXEA

1.1 |Desktop review of literature IFIC

1.2 |Provision of strategy of investigation and analysis PANAXEA

1.3 |Conduct data collection ESN

1.4 |Analysis of results & report PANAXEA

2 |Development of actionable policy recommendations ESN

2.1 |Methodology of strategy to consensus building PANAXEA

2.2 |Consensus building FRCB

2.3 |Development of policies and endorsement ESN

3 |Technological Radar UPM |

3.1 |Identification and mapping of State-of-the-Art initiatives for LTC [UPM

3.2 |Assessment of LTC technologies UPM

4 |Integrated-1TC White Paper and educational products IFIC

4.1 |Integrated-LTC White Paper IFIC

4.2 |Construction of policy educational packages IFIC

5 |Dissemination & Communication IFIC

5.1 |Strategy for dissemination and communication IFIC

5.2 |Stakeholder analysis EHTEL

5.3 |Dissemination and Communication activities IFIC

5.4 |Exploitation EHTEL

3.5 |Community Activation and Networking EHTEL

6 |Project M. nent FCRB

6.1 |Day-to-day management FCRE

6.2 |Administrative and financial management and reporting FCRB

6.3 |Quality assurance and risk management FRCB

Figure 1. Laurel project Gantt chart

Monitoring and updating of the Gantt chart will be carried out on a regular and systematic basis
to ensure the accuracy and effectiveness of the project plan. This will involve periodic review
of actual versus planned progress, identifying any deviations or changes in the tasks and
milestones set. However, this is the Gantt chart established in the Grant Agreement at the start
of the project on 1 February 2024. Any modification, either for reasons internal or external to

the project, will require the agreement of the Project Consortium.

For more detailed information, see the following link to the Share Point folder where the project
schedule can be consulted in more detail: Gantt chart — restricted to partners —. The timeline

of the project can be found in the Work Package 6 folder in the Share Point created by IFIC.

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 11 of 46
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2.2.4 Project contractual documents: Deliverables and reports

Due Actual
Work Delivery . Lead date
Deliverable name date
Packages Number Partner (month
(month)
and year)
‘ D1.1 Desktop review of literature IFIC 5 06/2024
Validated framework and guide for
D1.2 the investigation of integrated care PANAXEA 5 06/2024
and support solutions
Contribution to online repository of FRCB-
D1.3 case studies IDIBAPS = R
Comparison of cases of integrated
care and support solutions to
D14 enhgnce the q_uallty of LTC services, PANAXEA 15 04/2025
the impact on informal carers, and
the impact on the formal care
workforce
D21 Guide for the investigation of PANAXEA 16 05/2025
consensus on policy actions
Contribution to online repository on FRCB-
D22 consensus building IDIBAPS 26 Uiz
D23 Endorsed actionable policies on I- ESN 30 07/2026
LTC
D3.1 User requirements and.LTC State of UPM 6 07/2024
Art review of technologies
D32 First report on LTC technologies UPM 15 04/2025
‘ D3.3 Final report on LTC technologies EHTEL 30 07/2026
‘ D4.1 Integrated LTC White Paper IFIC 36 01/2027
‘ D4.2 Policy educational packages IFIC 36 01/2027
D43 Policy Brief IFIC 36 01/2027
‘ D5.1 Website and project logo IFIC 2 03/2024
D52 | Strategy for Dissemination, IFIC 6 07/2024
Communication and Exploitation
‘ D5.3 Stakeholder analysis report EHTEL 4 05/2024
Dissemination, Communication and
DS.4 Exploitation — Report and Plan s L= Onlizres
D55 Final repc_)rt on Dlssemmat!onZ IFIC 36 01/2027
Communication and Exploitation
. . . FRCB-
D6.1 Kick-off meeting minutes IDIBAPS 2 03/2024
; FRCB-
D6.2 Project Management Plan IDIBAPS 3 04/2024
FRCB-
D6.3 Data Management Plan IDIBAPS 6 07/2024
Data Management Plan — Update FRCB-
D6.4 M18 IDIBAPS 18 07/2025

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 12 of 46
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Data Management Plan — Update FRCB-
M36 IDIBAPS 36 01/2027
. . . FRCB-
Quiality Review Guidelines IDIBAPS 6 07/2024

Table 4. List of deliverables, lead partner and delivery dates
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3 Management of the project

The relationship between the European Commission and the partners is governed by the Grant
Agreement. This document, together with the Consortium Agreement, defines the
fundamentals about the cooperation among partners. This section delves into the operational
aspects of project management. It is a guidance that summarises key aspects from both

documents.
3.1 Management structure

As established in Article 6 of the Consortium Agreement, the organisational structure of the

consortium is composed of the following Consortium Bodies:

o The General Assembly will be the decision-making body within the consortium.

e The Coordinator will be the legal entity acting as intermediary between the Parties and the
Granting Authority. In addition to its responsibilities as a Partner, the Coordinator shall carry
out the assigned tasks as set forth in the Grant Agreement and this Consortium Agreement.

e The Consortium will strive to provide the Project with an operational structure that
establishes a clear relationship between the Work Packages and their alignment with the
objectives of the Laurel Project.

In this sense, the organisational model adopted for the management of the Laurel project
corresponds to the balanced matrix model — Figure 2. Laurel project management structure.
This model assigns overall project oversight to the Project Coordinator, but authority and
responsibility is shared equally between the Project Coordinator and the functional project

leaders corresponding to the different work package leaders.

This structure makes it easier for the Project Coordinator to concentrate on project
management, while the work package leaders can concentrate on resource management and
the respective functional areas in which they have expertise. This results in a light and specific

project management structure, as depicted below:

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 14 of 46
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External Expert
Advisory Board

Consortium B General Assembly

Project Coordinator

Work Package
Leaders

Task Leaders Partners

Figure 2. Laurel project management structure
3.2 General Assembly

The General Assembly is the highest decision-making body of the project, and it consists of
one representative from each Partner. The representative of each partner shall be duly
authorised to deliberate, negotiate, and decide on all matters listed in Article 6.3.7 of the

Consortium Agreement.

The Coordinator will chair the General Assembly meetings. The Parties agree to adhere to all
decisions made by the General Assembly. However, this does not prevent the Parties from
exercising their veto rights as outlined in Section 6.3.5 or from submitting a dispute for
resolution in accordance with the dispute resolution provisions detailed in Section 11.8 of this

Consortium Agreement.

For more information, please refer to section 3.7.1.
3.3 External Expert Advisory Board

Article 6.5 of the Laurel Project Consortium Agreement states the following:

e An External Expert Advisory Board (EEAB) will be appointed and steered by the General
Assembly. The EEAB shall assist and facilitate the decisions made by the General
Assembly.

e The Coordinator will ensure that a non-disclosure agreement is executed between all
Parties and each EEAB member.

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 15 of 46
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Its terms shall be not less stringent than those stipulated in this Consortium Agreement, and
it shall be concluded no later than 30 days after their nomination or before any confidential
information will be exchanged/disclosed, whichever date is earlier.

By way of exception to Section 6.4.4 above, the Parties hereby mandate the Coordinator to
execute, in their name and on their behalf, a non-disclosure agreement (hereafter “NDA”)
with each member of the EEAB, in order to protect Confidential Information disclosed by
any of the Parties to any member of the EEAB.

The Coordinator shall write the minutes of the EEAB meetings and submit them to the
General Assembly. The EEAB members shall be allowed to participate in General Assembly

meetings upon invitation but have not any voting rights.

The following table specifies the individuals and the institution they belong to that have

accepted the invitation to participate in the External Expert Advisory Board of the Laurel

project.

Adelina Comas International Long-Term Care Network
Donna Henderson = NHS NSS / Scottish Government

Nick Goodwin Central Coast Research Institute for Integrated Care

Juan Barranco European Rural and Isolated Practitioners Association

The other members of the EEAB are still to be confirmed.

Table 5. External Expert Advisory Board

3.4 Project Coordinator

The Coordinator serves as the intermediary between the Parties and the Granting Authority,

undertaking all tasks assigned as outlined in the Grant Agreement and this Consortium

Agreement.

As stated in Article 6.4 of the Consortium Agreement, the Coordinator's responsibilities include:

Monitoring Parties' compliance with their obligations under the Consortium Agreement and
the Grant Agreement.

Maintaining an updated address list of Partners and other contact persons.

With the support of the project manager, collecting, reviewing for consistency, and
submitting reports, deliverables (including financial statements and related certifications),
and specific requested documents to the Granting Authority.

Preparing meetings, proposing decisions, drafting the agenda for General Assembly
meetings, chairing the meetings, preparing meeting minutes, and overseeing the

implementation of decisions.
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e Promptly transmitting documents and information related to the Project to any concerned
Partner.

e Providing, upon request, official copies or originals of documents solely possessed by the
Coordinator when necessary for Parties to present claims.

If the Coordinator fails in its coordination duties, the General Assembly may propose to the

Granting Authority to replace the Coordinator.

The Coordinator is not authorised to act or make legally binding declarations on behalf of any
Partner or the consortium unless explicitly stated in the Grant Agreement or this Consortium

Agreement.

The Coordinator must not expand its role beyond the tasks specified in this Consortium

Agreement and the Grant Agreement.
3.5 Work package leaders

Responsible persons have been designated for each of the work packages of the project. The
work package leader will be responsible for the detailed coordination, planning, execution,
monitoring and reporting of the work package, including contributions to progress reports, as
well as liaising with other work packages of the project. In particular, work package leaders are
responsible for:

e Ensuring that the tasks related to the specific work package are executed on time and that
the deliverables meet the expected quality.

e Anticipating and identifying problems, such as deadlines or quality, and proposing solutions
to the Coordinator to minimise their impact.

o Report every six weeks to the Coordinator on the progress of deliverables under his/her

responsibility and propose corrective actions if necessary.
3.6 Task leaders

Task leaders are the partners responsible for carrying out the specific tasks detailed in the
project Work Plan. They also have responsibility for the deliverables and milestones related to

the task they oversee. Their main responsibilities are:

e Ensure the correct and timely execution of the tasks.

o Keeping the Work Package Leader up to date on the progress of the task.

e Coordinate the contributions of the other partners involved.

e Prepare the associated deliverables and submit them to the Work Package Leader on time

and with the expected quality.
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3.7 Meetings

To carry out project’s activities and to manage the project, the partners need to meet often.
These meetings can have different degrees of formality and may occur face-to-face or virtually
as detailed in the following sections.

3.7.1 General Assembly

The General Assembly, convened every six months, is the cornerstone of project governance.
As provided for in Article 6.1 of the Consortium Agreement it is responsible for overseeing the
progress of the project, ensuring compliance with the Project Management Plan and dealing
promptly with any problems that arise. As reiterated in Article 6.2, each participating partner
appoints a single representative, duly empowered to deliberate, negotiate and make decisions

vital to the success of the project.

General Assembly meetings have been scheduled every six months. Some of them will be
face-to-face and others will be virtual. The table below details tentative dates and locations for
these meetings. Though correct at the time of delivery of the present document, this

information is subject to changes by the Consortium.

General Date Location
Assembly

February 2024 [M1] Barcelona, Spain
July 2024 [M6] - exact date to be confirmed Online

End of January [M12] / beginning of February 2025 [M13] | Brussels, Belgium
July 2025 [18] - exact date to be confirmed Online

End of February [M25] / beginning of March 2026 [M26] Brussels, Belgium

o oA W NP

End of January [M36] to be confirmed

Table 6. Calendar of General Assembly meetings
The following table specifies the persons who will have the right to vote at the General
Assembly meetings, as well as the organisation to which they belong, as agreed at the Laurel

project kick-off meeting. Again, this information is correct at the time of delivery of the present

document.

FRCB-IDIBAPS Albert Alonso

IFIC Niamh Lennox-Chhugani
PANAXEA Bert Vrijhoef

ESN Anja Osojnik

SEE Sara de Heusch

EAC Stecy Yghemonos
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EHTEL Marc Lange
AGE Sofia Nunes
UPM Jorge Alfonso Kurano

Table 7. Members of the General Assembly

A Consortium meeting and a General Assembly can take place during the same gathering
although they need to be differentiated in the agenda and in the minutes of the meeting. The
Consortium meeting focuses on operational aspects and strategic decisions related to the
Laurel project whereas the General Assembly is concerned with more critical matters (such as
changes in the partners of the consortium).

3.7.2 Consortium meetings

The Consortium meetings, as previously mentioned, will be held every 1.5 months (6 weeks)
from the start of the Project. The dates set for the Consortium meetings are precise at the time
of delivery of D6.2, but that there is the possibility for adjustments to be made if the Consortium
so decides. So far, dates and locations for the next Consortium meetings in 2024 have been

agreed upon and are detailed below:

i

1 Tuesday 12th March, 11:00 a.m. to 12:00 p.m. Online
2 Tuesday 2nd May, 11:00 a.m. to 12:00 p.m. Online
3 Tuesday 11th June, 11:00 a.m. to 12:00 p.m. Online
4 Tuesday 23rd July, 11:00 a.m. to 12:00 p.m. (to be confirmed in Online

case it is moved directly to September).
* Consortium meetings happening after 23" July 2024 are not scheduled yet.

Table 8. Six-month calendar of Consortium meetings

It is important to note that, in addition to the planned meetings, the consortium can decide to
have a meeting at any time if required.

3.8 Reviews

The reviews are key points in the development of the project’s work since they provide an
opportunity to externally assess the results against established objectives and milestones.
They also offer an opportunity for dialogue and collaboration between project partners and the

EC, fostering transparency and accountability in project management and implementation.

Through these reviews, the EC gains insights into the progress of the project, address any
issues or concerns that arise, and provide guidance or recommendations to improve the

project's results and impact.
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Two annual reviews with the European Commission (EC) are foreseen in the Laurel project

workplan. The exact dates will be agreed following the indications of the Project Officer.
3.9 Computer supported collaborative work

Participants are encouraged to use the project Share Point for uploading, downloading, and
exchanging documents such as deliverables and reports. This electronic distribution method
helps minimise delays compared to other distribution methods. Please refer to section 4.1.2

for guidance on naming format.

The Share Point created by the IFIC communication team presents an organisational structure
that facilitates collaboration and information sharing within the Laurel project. This structure is
primarily composed of libraries, each playing an important role in organising the consortium's

resources. The following bullets briefly explain the structure in SharePoint:

e Deliverables. This library stores the final versions of the project deliverables, ensuring that
all final documents are easily accessible to all partners.

e Work Packages. Six sub-folders are located here, each corresponding to a specific Work
Package of the project. This organisation allows for efficient management of the documents
and resources associated with each work package.

e Meetings. This library centralises all relevant information about the project's meetings.
Subfolders within this section categorise information by meeting type, making it easy to
search and retrieve agendas, minutes and presentations.

e Resources. This library contains standard templates that all project partners use to create
deliverables, internal documents and PowerPoint presentations. In addition, it contains all

the branding created for the project.

Furthermore, in order to guarantee an adequate control of the communications between the
different partners involved in the Laurel Project, the following format is established for the

subject of the e-mails:

Laurel - [WPX] - Subject

3.10 Project website

The website (laurelproject.eu) has been designed with evolution in mind, so that it can change

and grow along with the project.

The website has two main objectives. Firstly, to explain what the project is about in simple
terms, and secondly, to allow stakeholders to connect with the Laurel project to keep them

informed about the progress of the project.
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Priority sections for the website include a clear, easy-to-follow home page that explains the
project's objectives in brief, and a login page where people can easily sign up to the email
database or follow the project on LinkedIn.

It also includes an "About" page with more details about the project, a partner's page with
details of all our consortium organisations, a resources page to collect all materials and reports,

and a news section. For more information, please refer to (Laurel D5.1 Website and

logo v1.0 final), access is restricted to project partners.

In addition, in April 2024, an email address (info@laurel.eu) will be established for external
communications related to the project. This address will be managed by FRCB-IDIBAPS, with
the support of the IFIC communications team. It will be included on the project website and,
i.e., in PowerPoint presentations, as a direct channel for stakeholders to communicate with the

project team.
3.11 Storage and backup

Each partner is responsible for adhering to their institution's procedures for document storage
and system backups. Beneficiaries bear the responsibility of storing various versions of
documents produced under their purview. The Project Coordinator is accountable for storing,
at a minimum, the final version of all project-related documents in the Share Point created by
IFIC.

3.12 Record and archives keeping

In accordance with the Grant Agreement, the European Commission may, at any point during
the project’s execution and up to five years after the project's completion, request audits and/or
reviews. These procedures may be conducted by external scientific or technological reviewers
or auditors, including the Commission's own services, including the OLAF (European Anti-
Fraud Office). They may encompass scientific, financial, technological, and other aspects
(such as accounting and management principles) related to the proper execution of the project

and contract.

Therefore, project partners are required to retain the original or, in exceptional cases, duly
justified and authenticated copies of all contract-related documents and files for a maximum of
five years from the project's completion. These documents and files should be made available

to the Commission upon request during any audits or review conducted under the contract.

This timeframe ensures that documentation is maintained for an extended period, aligning with

the European Commission's potential auditing requirements. This commitment to record-
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keeping underscores the project's commitment to transparency, accountability, and

compliance with contractual obligations.
3.13 Risk management strategy

This subsection describes the risk management procedures that will be applied to all activities
of the project to ensure the successful completion of project tasks, deliverables and
milestones. By implementing this risk management strategy, the project aims to proactively
identify, assess, and mitigate risks, ultimately enhancing its ability to achieve project objectives
and deliver value to stakeholders.

¢ Risk identification. Risks will be systematically identified through collaborative efforts
involving project partners and subject matter experts.

e Risk assessment. Once identified, risks will be assessed in terms of their likelihood of
occurrence and potential consequences. A qualitative and quantitative analysis will be
performed to prioritise the risks and determine their impact on the project objectives. Risks
will be classified as "high probability of occurrence", "high consequences" or as “threats” to
the success of the project.

¢ Routine monitoring. Risks will be routinely monitored throughout the project life cycle to
track changes in their likelihood and impact. This continuous monitoring process will allow
for proactive risk mitigation and timely response to emerging threats. Periodic risk reviews
will be conducted during project meetings to ensure that risk management remains a central
focus of project activities.

¢ Risk log maintenance. The Project Coordinator will maintain a comprehensive risk log.
This risk log will serve as a repository for all identified risks, particularly those categorised
as “high probability of occurrence”, “high consequence”, or as “threats” to project success.
The risk log will capture essential details such as risk description, potential impact, assigned
risk owner, mitigation strategies, and current status. The following link to the project's Share
Point provides access to the template that has been created for the maintenance of the risk
log: Risk log.

e Decision-making tool. The risk log will function as a decision-making tool to facilitate risk
management processes. It will provide project partners with visibility into the project's risk
landscape, enabling informed decision-making and resource allocation. Regular review and
updates of the risk log will ensure its accuracy and relevance as a dynamic tool for risk
management.

e Quality control indicator. The risk log will also serve as an indicator of quality control,

reflecting the project's proactive approach to risk management. By maintaining a robust risk
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log and actively addressing identified risks, the project demonstrates its commitment to

delivering high-quality outcomes and mitigating potential disruptions to project progress.
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4 Project’s editorial policy

The Laurel project work plan foresees different types of outputs, most of which are documents
that can be grouped in three categories: Project deliverables (contractual documents, as
defined in the grant agreement), internal project documents (such as meeting notes), and

publications (mainly scientific papers, although other types of publications are also possible).

This section provides information and guidance that partners should follow when producing

such documents.

4.1 Project deliverables (contractual documents)

4.1.1 Type of deliverables in the Laurel Project

The outputs produced as a result of the project activities are known as deliverables. In
accordance with their content, and as reflected in the Grant Agreement, the Laurel project

includes deliverables of two different categories:

e PU - Public, access is fully open, e.g., web (Deliverables flagged as public will be
automatically published in CORDIS project’s page)

e SEN - Sensitive, access is limited under the conditions of the Grant Agreement.

4.1.2 Document identification

The writing of a project deliverable is typically a cooperative work where different interim
versions of the document are released. Partners are encouraged to use Laurel’'s Share Point
to manage the different versions of the documents. To monitor the progress of the work, an
important criterion of quality, it is important to follow a file naming convention that ensures

traceability.

Accordingly, all project deliverables will be named following the format below:

Name of Project_Number of deliverable_Brief name_Version_Status_(Author)

Whereas:

o Name of Project is Laurel. To maintain alignment with the project logo, the way the word
Laurel is used must be with the first letter in capital letters and the rest in lower case.

e Number of the deliverable is the number that identifies the project deliverable in the grant
agreement (e.g., D1.1, D5.2, D6.2...)

e Brief name is the name of the deliverable or a shortened version of this name, written with
no spaces between the words and capitalising the first letter of each word (e.g.,

ProjectManagementPlan)

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 24 of 46



L  laurel ;

e Version is the sequential number that identifies the different versions following an editorial
update of the document. It starts with v0.1, where the first number (before the point)
indicates a major update, and the second number (after the point), a minor update.

e Status is used to qualify the document as an "outline", "draft", "candidate" or “final”.

o (Author) is optional. It is used to indicate the name of the partner that acted as editor of the

document.

Example: Laurel_D6.2_ProjectManagementPlan_v03_draft FRCB-IDIBAPS

The lead beneficiary (editor) of the deliverable will be responsible for correctly naming the

documents.

All final versions of the deliverables will be stored in the designated Share Point folder
(Deliverables), only accessible by the members of the Consortium and will also be uploaded

to the corresponding page of the Laurel’s project website.

4.1.3 Template for project deliverables

To ensure that all project deliverables follow the same style and branding, partner IFIC has
created a template for project deliverables that partners can access via the following link:

Templates (only accessible through the Laurel Share Point -restricted to partners-).
Each deliverable will consist of the following sections:

e Front sheet, including administrative information.
e Change history and statement of originality.

e Executive summary.

e Table of contents.

e Main text.

¢ Bibliography, references, and annexes.

Header information on each page, excluding the cover page, will include the Project logo and
the European Union flag. Footer information will display “Deliverable Number and Title” and
"Page number”, with page numbering starting from 1 on the first page of the Executive
Summary and continuing throughout the document. In addition, footer information in the cover
page will display the European Union flag with the following text: “This project (10132643) has

received funding from the European Union’s Horizon research and innovation programme”.
Front sheet

This template serves as the cover page for each deliverable and includes the following

elements detailed in Figure 3.
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Figure 3. Example of the deliverable cover page

Authors are requested to ensure that all the above information is correctly provided when

completing the front sheet.

Change history

A summary of versions and dates with brief comments on the status of the version, as set out

in Figure 4.
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History
I ) I N
DD MMYYYY 0.1

*For version number, please start at 01. Increase with one number behind the dot (.) for minor
changes, so go to 0.2, 0.3, 0.4 etc. When you make any substantial changes, increase with
one number before the dot (.}, so go to 1.0. The final version for submission has to be at least
1.0

Figure 4. Example of the deliverable's version history

Executive summary

One or two-page summary of the deliverable, providing an adequate description of conclusions

or results, as set out in Figure 5. Diagrams and pictures should be avoided in this section.

Executive summary

Ideally one page, but can be few pages depending on length of document. Brief averview of
the information provided in the deliverable: overview of the purpose, objectives and scope of
the deliverable; intended audience; methodology; most important findings, conclusions and
main recommendations where applicable. The Executive Summary should be able to stand
alone and inform decision-making.

Figure 5. Example of the executive summary

Table of contents

A list of headings and subheadings will be displayed along with their respective pages. To
create it automatically in Word, first, use the title styles to format the document headings
correctly. Then, go to the "References" tab and select "Table of Contents". Word will
automatically generate the table of contents based on the heading styles used in the document.
Figure 6 shows an example of how the Table of Contents of the deliverables in the Laurel

project should look like.
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Figure 6. Example of the Table of Contents

List of figures, tables & graphics

A list of the figures, tables and graphs will be displayed along with their respective pages. To
create it automatically in Word, first, make sure that each figure, table or graph is correctly
labelled with a title or caption. Then, go to the "References" tab and select "Insert Table of
Figures" or "Insert Table of Tables", depending on what is needed. Word will automatically
generate the table of figures, tables and charts based on the labels used and their locations in
the document. Figure 7 shows an example of how the List of Tables, Figures and Graphics of
the deliverables in the Laurel project should look like.

LIST OF TABLES

Table 1. Caplion REME ..o eee e eemnaeesee e nneeeneennnaaenenenn O

LIST OF FIGURES

Figure 1. Write your description here (the text is centred ifitis justonerow) ... 4

Figure 2. Write your description here. If the text is too long (more than one row), align the text as justified
4

Figure 7. Example of the List of Tables, Figures and Graphics

Abbreviations

The table will contain a list of abbreviations used throughout the text, along with their meanings.
This section is useful for readers who may need to clarify the meaning of abbreviated terms
used in the document. The list of abbreviations provides a quick and easy reference for
understanding the content without the need to look up additional definitions. Figure 8 shows

an example of what the abbreviations table should look like in the Laurel project deliverables.
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ABBREVIATIONS

“ Deliverable
“ Work Package

Figure 8. Example of the Table of Abbreviations

Main text

This section contains the body or essence of the deliverable in which all sections and
subsections will be included, together with the text therein. Figure 9 shows an example of how
the main text in the deliverables of the Laurel project should look like, as well as the styles to
be used for section and sub-section headings and the style to be used for the generic text of
the document.

1 Section Heading (Use Laurel-Title 1)
Insert text here. Use Laurel-Normal style.
1.1 Subsection (Use Laurel-Title 2)

Insert text here. Use Laurel-Normal style.
1.1.1 Subheading within subsection (use Laurel Title 3)

Insert text here. Use Laurel-Normal style.

Figure 9. Example of the main text of the deliverable

Bibliography, references, and annexes

This section should include a list of documents and other key references relevant to the
deliverable.

4.1.4 Timeline and stages

This section describes the indications about the timeline and stages that apply to the
production and submission of project deliverables. Adherence to these indications is a primary
responsibility of the partner named as responsible/main author for the deliverable (Table 4)

Overall responsibility corresponds to the Project Coordinator.

Indicators or criteria to be followed to ensure that the content of the deliverables has the
desired quality is not presented in this section since they are developed in a different

deliverable (D6.6 Quality Review Guidelines).
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Table 9, below, summarises the stages and timelines for the production and submission of
each deliverable. The indicated times correspond to the minimum recommended time.
Partners responsible for deliverables are encouraged to modify and extend this timeframe to
be able to address any particularities of the deliverable. However, the deadlines marked as

“fixed” cannot be changed.

It is important that partners responsible for the deliverable adapt the timelines and stages (if
needed) to the characteristics of the document. This table should be used as a tracking system
to monitor progress and identify possible delays. It should also allow for proactive risk
management and implementation of mitigating actions to address any issues that may affect
the timeliness of deliverables. Any issues related to timeliness will be communicated to the

project coordinator for appropriate action.

Significant issues related to quality or timeliness of deliverables will be escalated to the general
management level for resolution. The project coordinator will lead discussions and coordinate

efforts to address significant issues that may affect project deliverables.

The partner responsible for the deliverable sends an
outline to all the contributing partners and to the
project coordinator (if not a contributing partner)

This document should have the version numbering
“v0.1” and the status should be “outline”

This outline contains the proposed sections of the
deliverable, including a brief text explaining the
content to be developed in each of the sections and
the names of the contributing partners.

The outline also includes the specific timeline that
applies to the deliverable.

If a meeting is planned to present the outline to the
contributing partners, this also needs to take place 60
days before submission.

The partner responsible for the deliverable proposes
the partners (2 people) that could act as quality
reviewers for this deliverable to the project
coordinator.

Initial outline version 60 days

The Project Coordinator appoints the partners (2

AEETITER @F GEy 55 days @ people) that will act as quality reviewer for this

FEVIEWETS deliverable.
Feedback from 55 davs Contributing partners send their comments back to
contributing partners Y the partner responsible for the deliverable.
The partner responsible for the deliverable integrates
all the comments received and names the document
. . . as “v0.1_draft”.
Final outline version 50 days =

This document is sent to all the contributing partners
and to the project coordinator (if not a contributing
partner)

Contribution from

partners 25 days @ Partners send their contributions.
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Depending on the complexity of the deliverable,
several interactions and releases of different versions
are possible within the indicated period, notably if the
responsible partner has extended the time for the
contributions.

The responsible partner integrates and edits the
contributions received and creates release v1.0 of the
deliverable.

This document is sent to all contributing partners and
the Project Coordinator for comments and review.

The document is also sent to partners appointed as
quality reviewers to assess the content of the
document.

Release of version v1.0 20 days

Partners send their comments to the partner

Comments to v1.0 are 15 davs responsible for the deliverable.
received v Partners appointed as quality reviewers also send

their assessments.

The partner responsible for the deliverable integrates
the comments and assessments received and
releases a new version of the deliverable.

i 10 days
ReleaEe o i GEne Hess Y This version is clearly identified with the status

final version (fixed) scandidate”
This candidate version is sent to partners appointed
as quality reviewers and to the Project Coordinator.
The partners appointed as quality reviewers
5 days . : .
Apprpval of the_ i 4 communicate to the main author and the Project
candidate version (fixed)

Coordinator the approval of the deliverable.
The project coordinator submits the deliverable to the
EC portal.

0 days A copy of the deliverable is uploaded to the
(fixed) corresponding folder in the SharePoint.

A copy of the deliverable is uploaded to the
corresponding page of the project’'s Website

Submission to EC portal

* Days before submission
Table 9. Schedule of each deliverable
Each deliverable will undergo a quality review following the timelines indicated in Table 9. The

details about how this quality review will be carried out are explain in D6.6 Quality Review

Guidelines.

4.1.5 Deliverable submission

After successful completion of the stages described in the previous section, the project

coordinator will upload the deliverable to the EC portal without undue delay.

A copy of the deliverable will be uploaded to the corresponding folder of the project’s
SharePoint. Similarly, another copy will be uploaded to the publications page of the project

website, unless the document is tagged as “Sensitive”.

Laurel_D6.2_ProjectManagementPlan_v3.0_Final_FRCB-IDIBAPS Page 31 of 46



o * laurel ;

4.2 Internal project documentation

This section describes how the Laurel project will handle internal documentation. The objective
is to ensure that information can be accessed by all the project partners and that the processes
can be followed and are traceable. Examples of internal project documentation are the minutes
of the meeting, a draft version of a deliverable, the templates to be used for deliverables or
presentations, etc. All these documents will be stored in the project’s Share Point to facilitate
finding and retrieval.

In this case, in order to differentiate the nomenclature between the deliverables and the internal
documents generated by the project, the following structure shall be used for the names of the

internal documents.

Brief name_ YYYYMMDD_Status_(Author)

Whereas:

e Brief name is the name of the internal document or an abbreviated version of this name,
following the same indications as set out in section 4.1.2.

e YYYYMMDD is the date on which the document was elaborated.

e Status is used to qualify the document as a “draft” or “final”.

e Author is optional.

In the Laurel project's SharePoint, the folder structure is designed to efficiently organise all
documents and resources related to the project. The structure of each of the folders that

include internal documents is explained below:

e Meetings. This folder stores documents related to meetings between project partners. This
includes information related to General Assembly meetings, Consortium meetings, as well
as meetings between the different Work Packages. Here is where agendas, minutes,
PowerPoint presentations and other documents relevant for meeting management and
communication between the project partners can be found.

e Template. This folder contains the design guide for the project deliverables as well as for
internal documents, together with the PowerPoint template for presentations related to the
Laurel project. These documents are important resources to ensure consistency and quality

in the creation of documents throughout the project.

This folder structure provides a logical and accessible organisation for all documents and
resources related to the Laurel project, facilitating collaboration between project partners and

efficient information management.
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4.3 Project publications

Project publications include all the documents, materials or research produced by the partners
as a result of the work done project that do not fall in either of the two previous categories
(deliverables and internal project documentation) and are intended for an external audience
(other than project partners). This typically includes academic publishing (scientific papers)
and grey literature (policy documents, reports on newspapers, etc.).

Any partner can propose and lead any project publication provided that the conditions
described in the following sections are met.

4.3.1 Prior notice to the Consortium

In accordance with article 8.4.2 of the Consortium Agreement, prior notice of any planned
publication shall be given to the other Parties at least 15 calendar days before the publication.
Any objection to the planned publication shall be made in accordance with the Grant
Agreement by written notice to the Coordinator and to the Party or Parties proposing the
dissemination within 15 calendar days after receipt of the notice. If no objection is made within

the time limit stated above, the publication is permitted.

Albeit 15 days are the minimum time to prior notice, partners are encouraged to communicate

as soon as possible, their intentions at the earliest possible date.
The same article says that an objection is justified if:

¢ The protection of the objecting partner’s results or background would be adversely affected,
or

o the objecting partner’s legitimate interests in relation to its results or background would be
significantly harmed, or

e the proposed publication includes confidential information of the objecting partner.

The way any objection should be handled is explained in article 8.4.2.3: If an objection has
been raised the involved Parties shall discuss how to overcome the justified ground for the
objection on a timely basis (for example by amendment to the planned publication and/or by
protecting information before publication) and the objecting Partner shall not unreasonably

continue the opposition if appropriate measures are taken following the discussion.

And in the following article 8.4.2.4, the maximum delay to publication is established: The
objecting Partner can request a publication delay of not more than 90 calendar days from the
time it raises such an objection. After 90 calendar days the publication is permitted, provided

that the objections of the objecting Partner have been addressed.
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4.3.2 Authoring

All partners involved in the Laurel project are eligible authors. The general conditions of
authorship are that authors have contributed significantly to the conception of the project or its
analysis, have participated in the analysis and interpretation of the results, and have reviewed
the final manuscript, as set out in the authorship guidelines of the International Committee of
Medical Journal Editors (ICMJE).

In case of disagreement, the Project Coordinator with the support of the General Assembly will

resolve the dispute.

4.3.3 Project logo

The project logo must be prominently displayed on all materials (presentations, posters,
brochures, etc.) created by the partners, alongside the EU emblem. It is important that partners
adhere to these branding guidelines to ensure consistency and visibility of the project's identity

and its association with the European Union.

The project logo can be downloaded from the following Share Point link: Branding — access
restricted to project partners.

4.3.4 Acknowledgement of the EU contribution
According to Article 17.2 of the Grant Agreement:

e [...] communication activities of the beneficiaries related to the action (including media
relations, conferences, seminars, information material, such as brochures, leaflets, posters,
presentations, etc., in electronic form, via traditional or social media, etc.), dissemination
activities and any infrastructure, equipment, vehicles, supplies or major result funded by the
grant must acknowledge EU support and display the European flag (emblem) and funding
statement (translated into local languages, where appropriate).

e The emblem must remain distinct and separate and cannot be modified by adding other
visual marks, brands or text. Apart from the emblem, no other visual identity or logo may be
used to highlight the EU support.

e When displayed in association with other logos (e.g., of beneficiaries or sponsors), the

emblem must be displayed at least as prominently and visibly as the other logos.

4.3.5 Disclaimer

As stated in the Grant Agreement, any communication or dissemination activity related to the

action must use factually accurate information.

Additionally, it mandates the inclusion of the following disclaimer (translated into local

languages where appropriate):
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"Funded by the European Union. Views and opinions expressed are however those of the
author(s) only and do not necessarily reflect those of the European Union or [name of the
granting authority]. Neither the European Union nor the granting authority can be held
responsible for them."

4.3.6 Use of partner’s logos

Partners’ logos can be used, together with the EU emblem and the project’s logo in project

publications (with the characteristics explained in the sub-sections of section 4.3).

The use of a partner’s logo acknowledges a specific development or work that can only be

attributed to that partner (or partners), albeit it could be based on work done by other partners.

Partners’ logos cannot be used if they are not accompanied by the EU emblem and the

project’s logo.

An example of this situation might be a set of slides prepared to facilitate the discussions in a
focus group where the local partner acts as facilitator and has customised the set of slides to

the local language.

4.3.7 Open access policy

In accordance with Article 17 of the Grant Agreement, beneficiaries must ensure open access
to peer-reviewed scientific publications relating to their results. In particular, they must ensure
that:

e At the latest at the time of publication, a machine-readable electronic copy of published
version or the final peer-reviewed manuscript accepted for publication, is deposited in a
trusted repository for scientific publications;

e immediate open access is provided to the deposited publication via the repository, under
the latest available version of the Creative Commons Attribution International Public Licence
(CC BY?Y) of a licence with equivalent rights; for monographs and other long-text formats,
the licence may exclude commercial uses and derivative works (e.g., CC BY-NC? CC BY-
ND?), and

e information is given via the repository about any research output or any other tools and

instruments needed to validate the conclusions of the scientific publication.

The implementation of the Open access policy for the project will be explained in D6.3 Data

Management Plan.

1 Creative Commons. BY: credit must be given to the creator.
2 Creative Commons. BY: credit must be given to the creator. NC: Only non-commercial uses of the work are permitted.

3 Creative Commons. BY: credit must be given to the creator. ND: No derivatives or adaptations of the work are permitted.
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5 Gender mainstreaming policy

Gender mainstreaming policy refers to a strategic approach to addressing gender inequalities
and integrating a gender perspective into all stages and levels of policy formulation, programs

and regulatory measures.

e According to the Council of Europe (1998), gender mainstreaming policy involves the
(re)organisation, improvement, development and evaluation of policy processes, so that a
gender equality perspective is incorporated into all policies and at all stages, through the
actors normally involved in policy formulation.

e The European Institute for Gender Equality (2017) defines it as the integration of a gender
perspective in the preparation, design, implementation, monitoring and evaluation of
policies, regulatory measures and expenditure programs, with the aim of promoting equality

between women and men and combating discrimination.
5.1 Policy statement

The Laurel Project is committed to promoting gender equity and mainstreaming gender
perspectives across all project activities. It is recognized the importance of addressing gender
disparities and ensuring equal opportunities for all individuals involved in the project, including

project team members, stakeholders, and beneficiaries.

Commitment to gender equality is a fundamental component of the Grant Agreement, as set
forth in Article 14. Beneficiaries are required to implement all relevant measures to promote
egual opportunities between men and women during the implementation of the action, in line
with any established gender equality plan. This implies striving for gender balance at all levels
of staff assigned to the action, including supervisory and managerial roles. It is essential that
concrete measures are taken to ensure that gender equality principles are respected and
promoted at all stages of the project, which will contribute to an inclusive and equitable

environment for all involved.
5.2 Objectives

e Promote inclusivity. Ensure that gender considerations are integrated into all aspects of
project planning, implementation, monitoring, and evaluation.

e Address gender disparities. Identify and address gender disparities within project
activities, outcomes, and impacts, with a focus on promoting equality and empowering

marginalised groups.
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o Foster diversity. Encourage diversity and inclusion within the project team and stakeholder
engagement processes, recognizing the value of different perspectives and experiences.

e Enhance effectiveness. Recognize that gender mainstreaming enhances the
effectiveness and sustainability of project interventions by addressing the specific needs

and priorities of diverse individuals and communities.
5.3 Strategies and initiatives

e Gender-responsive communication. Develop communication materials and outreach
strategies that reflect gender-sensitive language and imagery, and promote the participation
and representation of diverse voices in project-related discussions and decision-making
processes.

e Promotion of gender equality. Advocate for policies and practices that promote gender
equality and women's empowerment within project target areas, including support for
women's economic participation, access to education and healthcare, and protection from

gender-based violence.
5.4 Responsibilities

e The Project Coordinator will be responsible for ensuring that gender mainstreaming
principles are integrated into all project activities and processes. This includes providing
leadership and guidance on gender-related issues and coordinating gender mainstreaming
efforts across project components.

o All project partners will be expected to actively contribute to the promotion of gender equity

and the integration of gender perspectives in their respective roles.

By adopting a gender mainstreaming policy and implementing targeted strategies and
initiatives, the Laurel Project aims to contribute to the achievement of gender equality and

social inclusion outcomes, ultimately enhancing the project's impact and sustainability.
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6 Ethical issues

This section describes how the Laurel project will manage ethical issues related to the activities

to be carried out as well as any circumstances where ethical concerns might be raised.
6.1 Ethical standards

According to article 4.1.2 of the Grant Agreement, the Laurel project partners will ensure that
all project actions, from data collection to data protection, are carried out in strict compliance
with legal and ethical regulations and obtain all necessary ethical approvals prior to the start

of the project.

Each Partner will be accountable for ensuring the rigorous application of legal and ethical
regulations, standards and guidelines in every project activity they undertake. The Project
Coordinator will oversee the consistent application of these standards across all research

activities.
6.2 Ethical approvals

During the proposal preparation phase, the Laurel Consortium declared the following ethical

principles:

¢ The activities to be carried out in the project involved volunteers to participate in non-
medical studies (social or human sciences research).

¢ The activities involved the processing of personal data.

e The collection of data is needed to map and characterise integrated long-term care services
in European countries and will be done through surveys and focus group interviews.

¢ The volunteers will sign a consent form before accessing the surveys.

o Personal data such as age and gender may be collected. A Data Management Plan will be
prepared to define who can access the data, under which circumstances, and for what
purposes.

e To facilitate dissemination and research in the areas of the project, some of this data may
be published with prior anonymization.

e The project activities to be done do not constitute any sort of potential negative impact on

study participant, the overall society nor the environment.

All the projects coordinated by the FRCB-IDIBAPS need to get the clearance of Hospital
Clinic’s Ethics Committee before any activity can start. This is a highly regulated procedure
that starts by submitting the specific research protocol and the informed and consent forms to

be used, in addition to the full project work plan.
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Ana Lucia Arellans Andring, Secretaris del Comité de ética de la investigacidn con
medicamentos del Hospital Clinic de Barcelona
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Barcélona, a 31 de enéro de 2024

Figure 10. Clearance from the Hospital Clinic’s Ethics Committee

This submission was done on the 20 December 2023 and it was reviewed on the committee’s
session that took place on 11 January 2024. As a result of this assessment, the Ethics
Committee requested further clarifications on the involvement of patients versus the

involvement of professionals as volunteers in the activities of the project. At that point, the
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project had not started yet and important details about the methodology were not developed
yet. In the light of this situation, the Ethics Committee issued a note stating that there was no
need for their evaluation at this point (attached, in Spanish - Figure 10). Albeit the note does
not reflect it, the possibility to review this assessment was left open as soon as the
methodology was defined.

Following the completion of the research methodology being developed by partner Panaxea,

the Ethics Committee will be consulted again.

In the meantime, and to be in alignment with the declaration that the project made regarding
the signature of a consent form by the volunteers participating in the study, the information
sheet and consent form below have been prepared following the guidance of Hospital Clinic’'s

Ethics Committee (see annex).
6.3 Complying with Data protection regulations

Volunteers participating in any research activity will receive detailed information on the purpose
and scope of the activity, the voluntary nature of their participation, the associated potential

risks and benefits, the intended use of the results and the data protection measures.

Regarding the latter, any research data to be used in the Laurel project will be processed in
accordance to EU Regulation 2016/679. The Project Coordinator will ensure the
implementation of all measures regarding data protection as outlined in this regulation. It is
also the responsibility of each partner to comply with data protection measures. The details
about how this data will be kept, processed, and accessed will be further detailed in the project
deliverable D6.3 Data Management Plan and subsequent updates of this document.

The Research Ethics Committee, other authorities and personnel authorised by the EC
services, may have access to these data even to identified personal information, when
necessary to verify study data and procedures, but always maintaining confidentiality in

accordance with current legislation.

Transfer of data to third parties and other countries, if needed, will require previous encryption
and in no case will contain information that can identify the participant directly (such as name
and surname, initials, address, national or passport IDs, etc.). If such a transfer were to take
place, it would be only for the same purpose as the study described, and confidentiality would

be guaranteed.

If a transfer of encrypted data takes place outside the EU, either to entities related to the
institution that carried out the research and where the participant took part, to service providers

or to researchers who collaborate with the Laurel Consortium, the participants' data will be
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protected by safeguards such as contracts or other mechanisms established by data protection
authorities.

In addition to the rights already contemplated by the previous legislation (access, modification,
opposition and cancellation of data, deletion in the new Regulation) participants can also limit
the processing of data collected for the project that is incorrect, request a copy or transferred
to a third party (portability). To exercise these rights, participants will need to contact the project
coordinator. If they are not satisfied, they will get information about how to contact Data
Protection Agencies.

Data cannot be deleted even if a participant leaves the study, to ensure the validity of the

research and to comply with legal duties and authorities’ requirements.
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Participant information sheet and consent form
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PARTICIPANT INFORMATION SHEET

Study title Actionable policies for adoption high-quality integrated long-term care (Laurel)
| Promoter code eIt RIIREA K
i : European Commission
(HORIZON-CL2-2023-TRANSFORMATIONS-01-08)

Albert Alonso MD PhD

Promoter

Principal

) . Innovation Department
investigator

email aalonso@recerca.clinic.cat - Tel. +34932279878

Centre FRCB-IDIBAPS

INTRODUCTION

We want to inform about the details of a research study in which we would like to invite you to
participate. The study was communicated to the Hospital Clinic FRCB-IDIBAPS Research
Ethics Committee, in accordance with current legislation (Biomedical Research Law 14/2007).

Ourintention is only that you receive correct and sufficient information so that you can evaluate
and decide whether you wish to participate in this study. To do this, we kindly ask you to read
this information sheet carefully and we will clarify any doubts that may arise. In addition, before
taking a decision, you can consult with the people you consider appropriate.

VOLUNTARY PARTICIPATION

You should know that your participation in this study is voluntary and that you can decide not
to participate or change your decision and withdraw your consent at any time.

OVERVIEW OF THE STUDY

Long-term care (LTC) services are for people who need help with activities of daily living and
who may sometimes require long-term nursing care. Physical limitations and disabilities are
more common as we age, and this increases the demand for these services. But it is also true
that aging is not the only factor and that the need to access this type of care can be found in
all age groups.

The Laurel project (Actionable policies for adoption high-quality integrated long-term care),
funded by the European Union, has as its first objective to collect information on the situation
in Europe with regard to LTC, especially in cases where the format of provision of these
services is carried out in a more integrated and coordinated manner between different social
and health actors. (Integrated long-term care, I-LTC). From there, the project will develop and
propose operational policies that can respond to current problems in the provision of I-LTC
services. These problems are growing demand, lack of economic resources, accessibility,
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affordability, quality of services, the shortage of human resources (formal and informal) and
sustainability.

For the development of these policy recommendations, it is necessary to contrast the results
of the bibliographic research carried out with the visions that the different interested parties
may have through qualitative methods (interviews, focus groups). It is in this part where we
would like to invite you to participate (in the interviews and/or in the focus groups).

BENEFITS AND RISKS ARISING FROM YOUR PARTICIPATION IN THE STUDY
No immediate benefits will be derived from your participation in the study.

Similarly, your participation poses no risks to you.

ALTERNATIVE OPTIONS

In order to contrast the policy recommendations of the I-LTC, a process of listening to and
deliberating with stakeholders is necessary. There is no alternative that would allow us to
obtain the same wealth of information for the project.

CONFIDENTIALITY

The processing, communication, and transfer of personal data of all participants will comply
with EU Regulation 2016/679 of the European Parliament and of the Council of 27 April 2016,
regarding the protection of natural persons as regards to the processing of personal data and
the free circulation of data. The legal basis that justifies the processing of your data is the
consent you give in this act, in accordance with the provisions of article 9 of EU Regulation
2016/679.

The data gathered for this study will be collected identified only by a code and will not include
any information that would allow participants to be identified. Only the principal researcher and
his/her collaborators with the right to access the record data will be able to link the data
collected in the study to the participants’ record.

The Research Ethics Committee, other authorities and personnel authorised by the study
promoter may have access to identified personal information, when necessary to verify study
data and procedures, but always maintaining confidentiality in accordance with current
legislation.

If needed, only encrypted data will be transferred to third parties and other countries, which in
no case will contain information that can identify the participant directly (such as name and
surname, initials, address, national or passport IDs, etc.). If such a transfer were to take place,
it would be for the same purpose as the study described, and confidentiality would be
guaranteed.
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If a transfer of encrypted data takes place outside the EU, either to entities related to the
institution that carried out the research and where the participant took part, to service providers
or to researchers who collaborate with the Laurel Consortium, the participants' data will be
protected by safeguards such as contracts or other mechanisms established by data protection
authorities.

As promoters of the project, we undertake to process data in accordance with EU Regulation
2016/679 and, therefore, to keep a record of the processing activities we carry out and to
conduct a risk assessment of the treatments, to know what measures we should apply and
how to do it.

In addition to the rights already contemplated by the previous legislation (access, modification,
opposition and cancellation of data, deletion in the new Regulation) participants can also limit
the processing of data collected for the project that is incorrect, request a copy or transferred
to a third party (portability). To exercise these rights, you must contact the principal investigator
of the study. You also have the right to contact the Data Protection Agency if you are not
satisfied.

Data cannot be deleted even if a participant leaves the study, to ensure the validity of the
research and to comply with legal duties and authorities’ requirements.

The investigator and the promoter are obliged to retain the data collected for the study for at
least 5 years after its completion. Thereafter, personal information will only be retained by the
facility for health care purposes and by the promoter for other scientific research purposes if
the participant has given consent to do so, and if permitted by applicable law and ethical
requirements.

ECONOMIC COMPENSATION

No monetary compensation will be provided for your participation in the research activities.
Also, your participation in the study should not imply any costs / expenses incurred by you. If
this occurs, these costs must be reimbursed to you.

By signing the attached consent form, you agree to comply with the study procedures outlined
to you.

Funded by
the European Union
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Participant consent form
Study title Actionable policies for adoption high-quality integrated long-term care (LAUREL)
Promoter code* Laurel- StudyProtocol (Version 01, date 20/12/23)

Me, (name and surname of participant)

» | have read the information sheet that was given to me about the study.
» | have been able to ask about the study.
» | have received enough information about the study.
» | have spoken with:
» | understand that my participation is voluntary.
» | understand that | can withdraw from the study:
» Whenever | want
» Without having to give any explanation
In accordance with the provisions of Regulation EU 2016/679 of the European Parliament and
of the Council of April 26, 2016 regarding the protection of natural persons with regard to the
processing of personal data and the free circulation of data, | declare that | have been informed

of the existence of a file or processing of personal data, the purpose of data collection and the
recipients of the information.

| freely give my consent to participate in the study.

Signature of participant Signature of researcher
Date: / / Date: / /
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