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Module 2 – Using the guides 
and templates 



Masterclass Structure

M1 - Audience and strategy

M3 - Government 

and Industry

M4 - Public and 

Media

M5 - Strategic Social 

Media

M0 - Introduction

M2 - template and guide Step by step Examples

Specialised short modules

Core learning modules Resources

Writing Guide Template

Policy Brief

Writing Guide Template

Communication Insights and 

Useful Resources 

Workbook

Executive Summary



Structure of Module 2

☐ Aims and Outcomes 
☐ IEA EBC writing guides and templates 
☐ Things to consider before you write

☐  What is a policy?
☐  Which research outcomes do you articulate?
☐  What is a policy brief? What is an executive summary?
☐  Why write a policy brief or executive summary?
☐  Strategy and audiences

☐ Content of Policy Brief or Executive Summary
☐  Policy brief or Executive Summary sections walk through

☐  What to include in each section
☐  Examples for each section from Annex 80 Resilient Cooling of Buildings sample

☐ Communication tools and tips



Aim and outcomes

Aim:

- To run through the templates, guides and samples 
provided as tools to support improved connection to 
your key audience. 

Outcomes:

- To clearly understand the resources and tools 
developed to help the researcher to increase the 
impact of their policy briefs and executive summaries. 

- To see how the templates have been used to develop 
three sample documents. 



The following aids have been developed to assist Operating Agents and 
their colleagues maximise the impact of the work of the IEA Energy in 
Building and Communities Annexes on climate change policy. 

The five resource documents are: 

- Policy Brief Writing Guide for Operating Agents

- Policy Brief Template

- Executive Summary Writing Guide for Operating Agents

- Executive Summary Template

- Communication Insights and Useful Resources for Operating Agents

These are complementary documents to the technical report, news article, and fact 
sheet writing guidance in the Management Guidelines for Operating Agents (August 
2020).

IEA EBC guides and templates



IEA EBC guides and templates

Writing guides                   Templates       Samples



Things to consider before you write

1. What is a policy?

2. Which research outcomes do you articulate?

3. What is a policy brief? What is an executive summary?

4. Why write a policy brief or executive summary?

5. Strategy and audiences



1. What is a policy? 

Things to consider before you write

A policy is a set of rules or guidelines that an organisation or 
government creates to guide a consistent approach to a problem 
through its decisions and actions.

It helps people know what to do in certain situations to reach 
specific goals or keep things running smoothly.

They should be founded on evidence-based research such as the 
work of the IEA EBC research Annexes.

Be aware that Operating Agents may need to convince or win over 
the policy and  decision maker, it is important to explain the 
impact and value of the research outcomes.



2. Which research outcomes do you articulate?

Things to consider before you write

To identify which research outcomes to use you need to 
identify your target audience (Module 1)

You also need to identify the relevant issues for your 
target audience at that point in time (Module 1)

You also need to understand the pressures and influences 
of the broader stakeholder ecosystem on the key 
audience (Module 1) 



3. What is a policy brief? What is an executive summary?

Things to consider before you write

Policy Brief Executive summary 

A stand-alone document
Covers a single topic

About 2 pages – up to 1000 words. 

Purpose: to tell the reader what they 
should do

Purpose: to provide an information 
overview or keep the reader informed

• focused on specific recommendations.
• actionable – must be written for the 

context in which the research will be 
applied.

• general ‘big picture’ research overview 
OR focused on a narrow topic.

• not intended to be actionable, so 
locally relevant/contextual 
information is less important.



3. What is a policy brief? 

Things to consider before you write

A policy brief presents research and 
recommendations to a non-academic 
audience of an issue that requires action. 

It includes actionable policy options to deal 
with the issue the government is interested 
in, based on the evidence. 

• A policy brief is not a summary of 
research. 

• It is an interpretation of the research for 
policy making in the region where you 
are recommending it be applied. 



Regulation (the stick) Economic means (the carrot) Information (the sermon)

Policy 
instruments

Example

Prescriptions

Proscriptions

Subsidies, grants, 
in kind services Encouragement

Taxes, fees, 
physical obstaclesNegative

Affirmative

Warning

A minimum standard of 
performance in equipment 

or systems. 

Funding for research and 
development into a 

particular technology.

A policy that requires 
disclosure to the market or 

to the government of 
particular information.

Example A phase-out of particular 
materials or equipment.

A tax to discourage a 
particular behaviour. 

Communications materials 
to help people make better 

choices.

Which policy recommendations to articulate?



3. What is an executive summary?

Things to consider before you write

An executive summary presents the state of 
knowledge to a non-academic audience. 

It provides a summary of the relevant, 
evidence-based research to ensure the reader 
is well informed on the broad or narrow topic 
of interest. 

It should be written to read well as a stand-
alone document but can be the executive 
summary of a longer report or document.

It can bring to light information or findings that 
were previously not understood (example).



Policy and decision makers should use best available information

BUT they are:

- Time poor

- Not experts

- Have competing priorities 

- Have out of date understanding 

There is an opportunity and an obligation to better convey complex 
academic material to policy-making audiences in a way that is 
informative, immediately accessible, useful and/or actionable. 

If not you, 
who do you trust 

to give policymakers 
advice about 

your area of expertise?

4. Why write a policy brief or executive summary?

Things to consider before you write



A policy brief or executive summary should have a clear and specific purpose, 
supported by the evidence.

It should address just one topic, issue or argument which can be supported by a 
number of findings. 

Write down your purpose and refer to it often.

Only include information in your document that serves this purpose.

Your purpose could be to:

- Make recommendations that will lead to policy change and impact

- Provide evidence on a specific problem or issue you know they are tackling

- Inform the audience of a new issue

- Present evidence to counter misleading information that may have been 
provided directly or indirectly to your audience.

4. Why write a policy brief or executive summary?

Things to consider before you write



For policy briefs

Now consider your policy recommendations. 

Use your research and other data to formulate your advice for policy.

While you may feel strongly about your recommendations, make sure your 
advice is based on evidence. 

Your role is to persuade rather than inform.

Is there something new and important you would like them to know?

Is there a specific action you would like this audience to take?

What do you want them to do with your findings?

4. Why write a policy brief or executive summary?

Things to consider before you write



5. Strategy and Audiences – From  Module 1:

Things to consider before you write



Things to consider before you write

5. Strategy and Audiences – From  Module 1:



It is important to help the reader and their colleagues understand the public value 
of your work.

“Tonnes of carbon dioxide abated” is not a well-understood or meaningful term 
outside of expert circles. Include instead:

- Climate change action benefits, such as emissions reduction or cars off the road

- Public health benefits, such as improved air quality

- Affordability and financial benefits, such as reduced infrastructure costs, 
reduced cost of living from lower energy bills, or growth opportunities for 
businesses

- Social benefits, such as programs that address inequality

- Wellbeing, lifestyle, and liveability benefits.

5. Strategy and Audiences

Things to consider before you write



Content of Policy Brief or Executive Summary



Content of Policy Brief or Executive Summary

Example: Annex 80 content



Content of Policy Brief or Executive Summary

1 – 2 line title (depending on layout and graphics used)

This should describe what this brief or report is about. Be 
specific.

Ideally:

for a policy brief, it should convey the benefits of taking the 
action recommended

• ‘Improving Energy Efficiency and Liveability Through 
Retrofitting Public Housing’

• ‘Removing Barriers to Centralised Radiative Cooling in 
Apartment Buildings’

for an executive summary, it should convey the report’s topic 
and how that could influence something of public value.

• ‘Grid Integration Software for Fair and Affordable Electricity 
Use’



Content of Policy Brief or Executive Summary

Example: Annex 80 title

The Title focuses on protecting both people and the grid during 
heatwaves, by bringing the work of Annex 80 on cool surfaces into 
building codes.



Content of Policy Brief or Executive Summary

Overview: 150-180 words, ~25 % of the document

It needs to contain everything the reader needs if this is all they 
read. In needs to entice readers to go further. It does not need 
its own subheading;

It needs to: 

- summarise what the topic is and distil the essence of the brief 
or report

- why it’s important for the policy maker

- tell the reader what they will gain from reading the whole 
document - why it is important to their work

- It should appear on cover or top of first page and be written 
last

This section can be presented in a box to emphasise its 
importance. 



Content of Policy Brief or Executive Summary

Overview: 150-180 words, ~25 % of the document

Remember that YOU are the expert. Provide your 
unvarnished opinions with confidence. Write 
strong, active statements that convey your 
authority.

Option: Include a simple graph or diagram which illustrates 
the most significant key finding/s and is accessible to a 
generalist audience. 



Content of Policy Brief or Executive Summary

Example: Annex 80 overview

The overview starts with a 
reference to heatwaves which are 
increasing problems for people 
everywhere, and very emotive for 
many politicians.

The image amplifies this message.

The overview talks about how 
resilient approaches such as cool 
surfaces can help address the heat 
AND decrease the strain on the 
grid.

The bar chart demonstrates this. 



Policy Brief Executive summary 

State what policy makers should do and what 

outcome you expect this to lead to in three dot 

points.

Present these in sequential order or in order of 

importance.

Ensure you suggest what is credible, feasible, and 

is able to benefit the specified market. 

Make the case for change, briefly stating the 

public value

Summarise the key findings in 3 – 4 bullet points.

Highlight what is new or different in this research – 

what does it show us that we didn’t know before?

Present the findings in order of significance and 

state why each is significant. 

State findings clearly and unambiguously, without 

explaining methodology or any caveats around the 

certainty of results - remember you are the expert!

Specify the implications of the research.

Content of Policy Brief or Executive Summary

Recommendations or Key information for policymakers: 
~200 words, 35% of the document

This section details the most important points, actions or 
research findings that need the attention of the policy maker.



Content of Policy Brief or Executive Summary

Example: Annex 80 Recommendations



Content of Policy Brief or Executive Summary

Background and context: 200-300 words, ~40% of the 
document

This section should provide important background information 
and put the brief in the context of the policy maker’s work and 
responsibilities. It should set out:

- Why they need to read this now.

- What is the main challenge / opportunity. 

- Any risks and mitigation opportunities and risk of not doing 
anything.

- Research process.

- Next steps. 



Policy Brief Executive summary 

Highlight key information that 

supports your recommendation

What specifically is the value to the 

public? 

Cost-benefit or other key output that 

supports the recommended change.

Implications for policy. 

List the main findings using one 

sentence per finding.

Include key figures (or ranges of 

figures) when trying to quantify key 

findings and summarise results.

Content of Policy Brief or Executive Summary

Background and context: 200-300 words



Content of Policy Brief or Executive Summary

Example: Annex 80 
Background and context

This brings to life more of the 
research from the Annex, 
illustrating further why such 
action should be taken and the 
benefits that result.

The image amplifies this 
message as it shows what a 
building that takes this on board 
looks like, against one that 
hasn’t. 



Content of Policy Brief or Executive Summary

Further Reading

Provide information about the relevant outputs, such as 
technical reports or fact sheets, from the project or Annex 
that are specifically relevant to the policy brief. 

Be brief and relevant. 

Don’t provide an exhaustive list of further reading, as this 
might create an impression that you’re giving the reader 
more work to do and that the topic is more complex than it 
might be.



Content of Policy Brief or Executive Summary

Example: Annex 80 
Further reading

Simple references to the 
additional publications, 
and the Policy 
Recommendations in 
particular, that will 
support this policy brief.



Content of Policy Brief or Executive Summary

About the Authors

- State your name, position, institution, contact details and 
the name of the Annex you’re involved with. 

- This gives the brief credibility.

- You can also include other acknowledgements or 
disclaimers if needed. 

- Include the standard paragraph about the IEA EBC 
programme.



Content of Policy Brief or Executive Summary

Example: Annex 80 About 
the author

Annex number and name

Operating agent, position, 
institution and contact details

Details about the IEA EBC



Communication tools and tips

General tips:

- Use language tools in Microsoft Word

- Read your brief aloud

- Test your writing with non-Annex and non-academic 
people 

- Use culturally sensitive language

- Use AI tools to test out different ‘voices’



Visuals are an effective way to replace words.

They speak to visual people and can cross boundaries.

TIPS

• Bar graphs are preferable to data tables (see examples)

• Photographs can make documents more powerful 

• Include captions for photos and other visuals that 
explain the content to the reader.

• Use high quality images, especially if you expect your 
document to be printed. 

Communication tools and tips
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Asked to present your work?

Do Don’t 

✓Keep text to a minimum.
✓Use large text: 24 point or larger.
✓Have high contrast between the text 

and background.
✓Use graphics and visuals that illustrate 

the concepts.
✓ Speak with enthusiasm and passion.

Present a written Word or PDF 
document projected onto a screen to 
read – way too much text.
Use too much text per slide. If your 

audience is reading, they won’t be 
listening to you talk.
Read your slides word for word.
Speak in monotone.

Communication tools and tips



X √
Colours in presentations

• Not too colourful
• Many colours > not serious
• Emphasise important information
• Contrast background and font

Colours in presentations

• Not too colourful
• Many colours > not serious
• Emphasise important information
• Contrast background and font

Inspired and adapted from: https://slidelizard.com/en/blog/bad-presentations

Communication tools and tips

Too many colours



Too many images 

X √
• Illustrate something
• Add variety
• Too many can distract
• fit content

• Illustrate something
• Add variety
• Too many can distract
• fit content

Inspired and adapted from: https://slidelizard.com/en/blog/bad-presentations

Communication tools and tips



Use of images

X √
Images as  background

• Don’t use images as 
background

• Difficult to read text
• Distracts from text
• Not much contrast
• Looks messy

Images as  background

• Don’t use images as background
• Difficult to read text
• Distracts from text
• Not much contrast
• Looks messy

Inspired and adapted from: https://slidelizard.com/en/blog/bad-presentations

Communication tools and tips



Font choice

X √
Fonts

• Many different fonts look messy

• Max 2 different fonts
• LEGIBLE AT LONG DISTANCES

• Script, italic and decorative fonts > slow 
to read

• Should be avoided

Fonts

• Many different fonts look messy
• Max 2 different fonts
• Legible at long distances
• Script, italic and decorative fonts > 

slow to read
• Should be avoided

Inspired and adapted from: https://slidelizard.com/en/blog/bad-presentations

Communication tools and tips



Presenting 

X √
Common mistakes in presentations

• In presentations you should not avoid eye contact with your audience
• You should never speak incoherently, and you should not speak too fast. Avoid 

this by taking short pauses to collect yourself.
• You should not use too many colours in our presentation because it doesn’t look 

serious.
• Avoid too many text on your presentation and never write entire sentences.
• You should not use images as background because the text will be difficult to 

read then
• You should speak free instead of speaking aloud
• You should not read the text from the slides because your audience can read for 

themselves

Common mistakes in presentations

• Avoid eye contact
• Speak incoherently
• Too many colours
• Too much text and too small 
• Images as background

Inspired and adapted from: https://slidelizard.com/en/blog/bad-presentations

Communication tools and tips



Next steps: specialised modules

 
Deep dive modules that will support you with specific further 

communication of the Annex outcomes:

- Module 3: focus on Government and Industry

- Module 4: focus on the Public and the Media

- Module 5: use Social Media strategically to build your profile and 

increase the influence of your research



Thank you
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