A Community Engagement Checklist


This Checklist is meant to be used in conjunction with and is supported by the full contents of the Agreed Engagement Framework for all LSP partners in Tamworth, Stronger Together, which can be found on the Tamworth Borough Council web site at tamworth.gov.uk. This Framework also contains a range of important information and advice to support appropriate and effective engagement activity.

This checklist recommends questions to think about when planning community engagement. It is not necessarily that all elements will be appropriate for every piece of engagement but the checklist will provide a useful reflection tool to aid the planning of an engagement activity. 

	Starting Community Engagement: A New Relationship



	What do you want to engage about?

· Set a clear aim

· Know what can or cannot be changed

· Consider the aims of ALL potential partners

· Consider how aims might be compatible

· Give potential partners the opportunity to be involved as soon as possible

· Be clear about what people can and can’t influence and why


	What is your AIM?



	Why engage?

· What is the purpose of the activity?

· To share information? Why?

· To find out about needs? Why?

· To involve in setting priorities? Why?

· To strengthen a community? Why?

· To devolve services? Why?


	Why are you doing this?



	What results, benefits or changes are wanted?

· Are the outcomes clearly defined?

· For each potential partner:

· Identify contentious issues

· Agree compatible outcomes, targets and milestones

· Agree how measurement will take place

· How will results be used?



	What outcomes are wanted?



	Who do you want to engage with?

· Communities of interest?

· Geographical communities?

· User groups?

· The General Public? Individuals?

· Stakeholders
· Are there others who need to be involved?
· Are there others who want to be involved?

· Consider why each partner should be involved

· What might they contribute?

· Explain what is expected

· Listen to what is expected of you
	Who will be involved?



	How will trust be established?

· Do potential partners know each other?

· Are you learning from history or ignoring local knowledge?

· Are the community being “done to” or are they genuinely involved?

· Is history being repeated (engagement fatigue)? Maybe it should be, but can you explain why?!

· What can be done to help build trust?

· What can be done to remove cynicism?

· Look out for saboteurs!

· How will media communications be handled?


	Trust



	Delivering Community Engagement: An Effective Relationship



	What level of community engagement relationship will be effective?

· Is an ongoing day-to-day working relationship helpful to this issue? (Such as in setting up a local group)

· Does the community want a light-touch relationship? (Don’t pre-suppose the level of engagement they want)

· What % of costs is being invested into engagement? Is it appropriate?

· Are the selected techniques appropriate to this engagement?

· Have non-traditional techniques been considered?

· Are there examples of best practice you could draw on?


	Level of Engagement



	What information is needed for participants?

· What is already known?

· What information is available to ensure that evidence-based decisions are made?

· Is information accessible, trusted, relevant and ‘reality checked’?

· Is any information privileged? Are there conflicts of interest?

· Is information managed and by who?

· What formats and methods are best? (Mail, e-mail, posters, web, SMS etc)

· Is written information concise, understandable and helpful?

· Have jargon and technical terms been kept to a minimum?

· Are local or cultural expressions understood?


	Information



	Do key colleagues have effective communication skills in?

· Listening?

· Mediation?

· Negotiation?

· Is training needed and / or practical within required timescales?

· Could a mediator or facilitator improve the process?

· How will conflicts be resolved?


	Skills & Quality Control



	What are the incentives and constraints to participation?

· What are the incentives to participate?

· What makes it worthwhile?

· What are the constraints?

· Have issues of access, transport, availability and ‘power balance’ been considered?

· Are there barriers to personal safety?

· Have special interest and ‘hard to reach’ groups been effectively included?


	Participation



	What is the required timescale to deliver the agreed outcomes?

· What are the time constraints?

· What can help to buy time?

· Is the timetable realistic for all partners?


	Timetables



	What are the available resources? 
How will you manage risk?

· What types of resources are available? (People, logistics etc.)

· How can all resources be joined up?

· What are the resources required to achieve the outcomes?

· Are there different ways of using resources to achieve the outcomes?

· What risk management arrangements are there? Is there flexibility to cope with the unexpected?

· Remember Health and Safety

· What other Community Engagement is going on (have partners been spoken to)?

· Is any other similar work currently taking place to share resources?

· Has any similar work been done recently that could be used?


	Resources & Risk


	· Assessing Community Engagement: A Proven Relationship



	How will you know outcomes are achieved?

Has it made a genuine difference to local well-being?

Has something improved?

· How will you ensure effective, ongoing performance management?

· Who will you feed back to?

· How will feed back take place?

· Will feedback work both ways?

· Who will performance be effective for?

· How will results be used for long term benefits and to assist others?

· Do partners still want to work with each other?!

· How will you celebrate successes?

· How will you manage set backs?
	Performance Management



	· Progressing Community Engagement: A Strong Relationship



	How might a relationship become an effective partnership?

· What written agreement is needed?

· What governance arrangements will you set in place?

· What financial ‘regulations’ will you need?

· What codes of conduct?

· How can you protect enthusiastic community spirits from dying under partnership bureaucracy?
	Partnerships
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