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About this guidance

When public authorities involve, they are undertaking an ongoing and supported engagement with people with an interest in their work. The purpose of involvement is to help inform decision-making, to identify differing service delivery needs that may exist across diverse groups in the community, and to develop the most appropriate ways of delivering those services.
 

The aim of this guidance is to help public authorities involve their communities, including those who may be marginalised, in decision-making. Broader, more effective involvement will assist public authorities to deliver better public services and help create a fairer and more equitable society.

The Equality and Human Rights Commission (the Commission) is responsible for promoting equality across the seven ‘protected’ characteristics of age, disability, gender, race, religion or belief, sexual orientation and gender reassignment. An important aspect of our work is monitoring and enforcing the race, gender and disability equality duties, including the duties to consult and involve. Our work in this area has given us a unique perspective on the benefits of involving the public in decision-making.

The disability equality duty requirement for public authorities to involve disabled people in the development of disability equality schemes was 
an innovative and important development for disability equality. The efforts many public authorities have made to meet the duty to involve have shown how, in a real and practical way, public participation through well-planned 
and proportionate involvement can help achieve better public services 
for our communities and help disadvantaged groups prosper and reach 
their full potential.
 

This guidance goes beyond the requirement to involve disabled people in 
the development of their disability equality scheme and explains how public authorities can effectively involve all the ‘protected’ equality groups as well 
as marginalised people. It is intended to build on existing guidance on the disability equality duty and involvement,
 and the good work many public authorities are already doing to meet the specific duty to involve disabled people. It outlines the principles of good involvement and how they can be applied to effectively involve the protected equality strands as well as other groups that are less likely to participate. To help public authorities understand what good involvement looks like, the guidance includes real-life case studies of involving groups that are often marginalised. It also demonstrates how common involvement approaches can be used to achieve better outcomes for public authorities and their communities. 

This guidance is for anyone working in a public authority who is responsible for making or reviewing key policy decisions or planning service delivery. It will especially help equality and diversity leads and senior managers ensure that their organisations effectively involve equality groups in decision-making and service planning. This guidance will also assist individuals and voluntary and community sector organisations who engage with public authorities in their decision-making and service development. 

Although it is designed to be a best practice guide, it does not replace existing statutory guidance on legal obligations to consult and involve. Public authorities should continue to refer to the relevant legislation, codes of practice and non statutory guidance on how to meet their legal obligations. 

This guidance is intended to provide public authorities with the tools they need to plan and deliver effective and inclusive involvement. By using this guide, public authorities will have the knowledge and skills to work with their communities to design involvement that works for them, removes barriers to participation and is best tailored to the needs of each public authority and their community. 

Involvement in context

Public authorities are increasingly required to engage with their communities when making decisions and delivering services. For example, the existing race, disability and gender equality duties require public authorities to engage relevant groups, through consultation or involvement, in the preparation of their equality schemes. These public sector duties to involve and consult are due to be amended by the Equality Bill, which proposes to create a new single equality duty for public bodies across seven ‘protected’ grounds – 
age, disability, gender, race, religion or belief, sexual orientation and 
gender reassignment
. 

In addition, on 1 April 2009, a new duty to involve came into force in England through the Local Government Act 1999. The new duty requires most 
English local authorities to consider, as a matter of course, the possibilities 
for provision of information to, consultation with and involvement of representatives of local persons across all authority functions.

More information on your obligations to consult and involve under equality law is available on page 13.

The statutory obligations that public authorities have to engage with their communities have been introduced in recognition that public involvement can help public authorities deliver more efficient services that better serve the needs of a broader range of people.

However, public participation only delivers benefits when it is done well. And it can only deliver better equality outcomes and help us achieve a more equal and fair society when public authorities understand how to engage effectively with all groups within their communities.  

So, what kind of public engagement is best? And how can public authorities make sure that they hear and account for the views and interests of everyone in their community, even those who traditionally have a limited voice in their decision-making?

The Commission’s work monitoring and enforcing the public sector duties to consult and involve has demonstrated that well-planned and proportionate involvement that considers and addresses the different needs of members of equality groups should be promoted as best practice. This means considering how the ‘protected’ characteristics (of age, disability, gender, race, religion or belief, sexual orientation and gender identity) may impact on a person or group’s ability to effectively participate and taking these impacts into account when planning involvement activities. Other factors or characteristics, like socio-economic status, may also make a person or group marginalised or excluded from the decision-making process.

Effective and inclusive involvement can help public authorities to make better informed decisions, deliver better services to their communities, and help build a more equal and fair society for us all. 

What is involvement?

Involvement is a way of genuinely and actively engaging people in the decision-making of public bodies. The purpose of involvement is to allow public authorities and people with an interest in their work to pool their knowledge, views and experiences. This pooling of intelligence is then used to achieve shared aims and deliver better decision-making, for example, in policy and service development, setting priorities for action and developing action plans. 

Not all involvement will look the same ‑ involvement can take different forms, depending on the context in which it is used and the people who use it. The relative size and resources of each public body will also play a role in deciding the form and extent of involvement they undertake. Larger public bodies like central government departments and agencies will be able to commit more resources to involvement than a smaller public body like a local primary school. 

In all its forms, involvement is an ongoing and sustained process of collaboration and information sharing between a public body and people with an interest in their work. It is incorporated by the public body as an inherent part of their decision-making processes. 

Involvement in practice: Redbridge Council
Redbridge Council has established a Children in Care Council (CiCC) to provide looked-after children (children under the care of the Council) and care leavers with a voice and the opportunity to influence the care system in the borough. Children in care sit as councillors on the CiCC. A clear process has been established for the proposals made by the CiCC to be taken to the appropriate decision-maker in the authority. There are quarterly meetings between the CiCC and councillors with responsibility for children and young people’s issues in the borough.  

‘Because the (Children in Care) Council’s there everything is out in the open and things can get done.’ Children in Care Councillor

The CiCC has helped shape changes to the care system designed to improve the service and increase the number of successful foster placements. For example, future recruitment of social workers will incorporate a session where shortlisted candidates meet a group of children in care as part of the interview process. The children’s views on the candidates will be fed into the selection process. In addition, the training of potential foster carers will include a presentation by the CiCC and follow up discussion between potential foster carers and members of the CiCC. 

‘I feel really happy about the changes that are being done, and really excited to be part of this.’ Children in Care Councillor
Principles of involvement

Involvement is a form of public engagement in decision-making that recognises that:
· all people and all communities have a right to help shape and influence decisions that affect them

· involving a diverse range of individuals and groups in decision-making is valuable because it creates greater resource of insight, perspectives, knowledge, ideas and experiences to draw on

· good involvement helps deliver better decisions, better use of resources and better outcomes for participants, communities and public bodies, and
· in practice, there are barriers to participation in involvement that may affect some individuals and groups more than others, and these barriers should be removed.

The difference between involvement and consultation

It is important to recognise and understand the differences between involvement and consultation, which are two quite different approaches to public participation. Involvement is more than consulting people for their views. Unlike consultation, it requires public authorities to engage on an ongoing basis with people and to give them the opportunity to directly participate in or help shape the decisions of public bodies that are relevant to them. Involvement should be planned, ongoing, structured, resourced and significant.

To help put involvement in context, the chart below shows common public participation methods and the extent of active public participation in decision-making that each allows.
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Investing in involvement 
To get the most benefits from their involvement activities, public bodies must commit to investing in involvement. Undertaking meaningful and inclusive involvement that allows all people to participate will require you to invest time, effort and financial resources. By investing to build capacity, conduct outreach and remove barriers to participation you will be better able to meaningfully engage with all sections of your community and be better placed to make good decisions.  
Embedding a commitment to involving your community in the decision-making of your organisation requires a corresponding commitment from your organisation to ensuring the resources are available to support effective involvement. When planning involvement activities, you should make it a priority to identify and secure the resources you require at the beginning of your planning process, to ensure your involvement is appropriately resourced.    
What are the benefits of involvement?

Investing in involvement is a powerful way for public bodies and citizens to work 
in partnership to create more effective public services and to build better relationships between public bodies and the communities they serve. 

Benefits for public bodies

· Involvement promotes better decision-making and evidence-based approach by creating a broader evidence base for decisions.

· Involvement promotes better service design and efficiency gains by incorporating new sources of expertise, skills, energy and experience into 
the process. 

· Involvement assists in meeting broader organisational targets by promoting a better understanding of what the key priorities for the public 
body are, and better evaluating the effectiveness and appropriateness of options for action.

· Involvement restores trust in public services by increasing transparency, making public bodies more accountable and demonstrating to participants that their involvement is used constructively.

· Involvement encourages positive changes in organisational culture and performance by improving the public body’s understanding of the needs, aspirations and priorities of diverse communities and by helping them harness the full potential of their staff. 

Case study: Benefits for public bodies: partnership working to bring benefits in Brighton and Hove

After identifying the Tarner and Eastern Road areas as concentrated pockets of deprivation, Brighton and Hove City Council carried out extensive outreach work to increase engagement opportunities for residents. Development of partnerships between residents and the Council was an important strategy to increase public engagement and involvement. 

Establishing partnership working has given residents the opportunity to effectively influence local priorities and has led to numerous improvements in the area. A number of local community action groups now work closely with the relevant service providers and public agencies. For example, the Tarner Community Safety Action Group and the Kemp Town Safety Action Group both work with the local community police on crime reduction and community safety issues.

‘…one big change is people working… just coming together as the Partnership itself, I mean that’s a massive change, because before then there was nothing really outside council housing management structures that brought the neighbourhood together, but now we have people from all sorts of registered social housing working with council housing residents as well as all of the organisations in the neighbourhood are all talking together, they all know each other and they are all working together.’ Neighbourhood Support Officer 

Benefits for the City Council include:

· Reduction in crime and anti-social behaviour and associated costs.
· Improved relationship with the community and associated improvement in services.
· Greater coordination of public services through increased partnership working.
Benefits for participants 
· Involvement allows communities and individuals the opportunity to use their expertise and experience to bring about positive change and services that better meet their needs.

· Involvement assists participants in building confidence and self-esteem 
as well as providing new skills and increasing opportunities for them 
to socialise.

· Involvement gives individuals and communities the opportunity to act as active contributors rather than passive recipients.

Case study: Benefits for participants: involving women in Coventry through health awareness work

The Health Development Service in Coventry runs drop-in services and weekly advice sessions targeted at women in Asian communities in the most deprived parts of the city. Women from the community are involved in identifying the barriers they experience in accessing health services and proposing ways to improve services to overcome these, and this is integrated into work to raise health awareness and improve take-up of services through information, advice and support. 

To encourage women to become involved, the service made it a priority to identify and overcome the barriers that prevented Asian women from getting involved with, and using, health services. For example, rather than asking women to come into the Health Development Unit offices, those involved in the work now go to where the women they want to reach are. Regular women’s health sessions take place in community centres, GP surgeries, temples and schools or centres near mosques.

The benefits for participants include improved health outcomes, more opportunities to socialise and increased confidence and wellbeing. 

‘It is mainly older women who go to my group. I like to meet the other women. It is sociable and relaxed, all very good... We had Diwali and Christmas parties, all very happy... I lost my son. If I stay at home on my own I get upset. Coming to the group makes me feel happier.’ Attendee of drop-in health services in Coventry

Benefits of the involvement include:
· Higher take-up of cervical screen testing. 

· Better health outcomes for women who engage with the service.
· Women involved gain in confidence and benefit from the social aspect of the involvement.
Benefits for the wider community
· Involvement is a practical recognition of the right of individuals and groups to participate in decision-making.

· Involvement helps deliver more effective services, at a lower cost to the community.

· Involvement helps deliver services that better meet the needs of a more diverse range of people.
· Involvement helps encourage development of a society where all people are valued and treated with respect.

Case study: Benefits for the wider community: involving disabled people in planning public transport provision in Greater Manchester. 

The Greater Manchester Passenger Transport Authority (GMPTE) has built on the work it undertook to develop its Disability Equality Scheme to involve disabled people in planning public transport provision. The GMPTE involved disabled people in its project to extend its Metrolink light rail network by establishing a Disability Design Reference Group (DDRG). The DDRG is a group of disabled people who have been involved in designing consultation processes and in the design stage of the Metrolink expansion. GMPTE commissioned a voluntary organisation with expertise in community participation and disability issues to manage recruitment and facilitation of the DDRG. 
A genuine dialogue was encouraged and participants were given feedback about the effect they were having. 

‘I never thought, after the first couple of meetings (when I saw the quality of the discussions) that we were being ignored or just ticking boxes. I always thought that they were listening to every word and gave a proper considered answer to everything... Yes, I always thought we were having an effect.’ Member of the Disability Design Reference Group, Metrolink expansion  

Following the GMPTE’s work developing its disability equality scheme, public transport services have become more accessible for disabled people. For example, there has been an increase in the availability of door-to-door transport services and improvements have been made to GMPTE’s website to provide more accessible information aimed at meeting the needs of disabled people. Involvement of disabled people on the Metrolink expansion has helped shape design of signs, ramps, pathways and lifts, and safety procedures for disabled people. 

When to involve

We recommend that, as a matter of best practice, public authorities 
should incorporate the involvement of equality groups who are affected by their work as an inherent part of their high-level and strategic decision-making processes.  

Public authorities have limited time and resources. In reality, it is simply not possible for all public authorities to involve everyone, in every decision, all of the time. That is why it is important to take a proportionate approach to deciding when and who to involve. 

Consider your statutory obligations
You need to make sure that you meet your statutory obligations to consult and involve. Remember that you can ‘level up’, by doing more than the statutory minimum. Increasing the extent of public participation in your work can help you achieve better outcomes. The Commission recommends, as a matter of best practice, that all public authorities should make efforts to maximise public participation in decision-making, wherever possible. 

You should also note that effective involvement of disabled people will help you meet your obligations under the disability equality duty to promote positive attitudes towards disabled people and promote participation of disabled people 
in public life.
 

See page 13 for more information on your statutory obligations under equality law.

Proportionality: consider the potential impacts of the decision
You will need to consider the nature of the issue or decision at hand. The more potential impact a decision may have, the more public participation in decision-making you should try to build in. This will ensure that you get the full range of views, information and experiences that you need to make the best decisions and deliver efficient and effective services. 

We recommend that, as a matter of best practice, public authorities should incorporate the involvement of equality groups who are affected by their work as an inherent part of their high-level and strategic decision-making processes.  

You don’t need to limit your involvement to high level decisions. Incorporating involvement into all aspects and levels of decision making and service development can be valuable, where resources and time allow.

Proportionality: consider the resources available
Effectively involving people in your decision-making requires you to invest time, effort and financial resources. The approach you take should be commensurate with the size of your organisation and the resources (both time and money) that you have to undertake public engagement. In practice, this is likely to mean that larger public bodies like central government departments, County Councils or Primary Care Trusts will be able to engage in broader involvement on a larger scale than a smaller public body like a local primary school. 
Consider the relevance of any involvement activities you are already undertaking
When deciding when and who to involve, you should clearly establish what you already have, and where the gaps in your knowledge and involvement activities are, to avoid unnecessary duplication. For example, you may already have gathered a lot of information on what your community thinks on a particular 
issue through research, consultation and involvement. Similarly, you may have established effective and ongoing community partnerships and involvement activities that are already in place and working well. In such cases, you should plan any further involvement to target gaps in your knowledge and to ensure 
that all relevant stakeholders who may currently be excluded have the opportunity to participate. 

Consider the need to involve throughout the decision-making process
A key feature of involvement is that it is ongoing throughout the decision making process. This means you will need to consider how to involve at each main stage of your decision making process. For example:
· At the beginning of the decision or policy-making process, when you are gathering background information and evidence on the area of work to understand the important issues.

· At the point of considering options and making your decision, when you are developing options, weighing them up and deciding which is the best approach or decision to take. 

· When implementing your policy or decision, when you need to develop action plans and strategies so you can successfully implement your decided course of action. 

· Following implementation, when you want to undertake performance monitoring, review and evaluation to understand if your actions are delivering the outcomes you wanted, and to identify ways to improve.
Who to involve

The most effective involvement includes a broad range of interested or affected people. More diversity means there is a greater resource of insight, perspectives, knowledge, ideas and experiences to draw on. 
Of course, it is simply not possible for every interested or affected person to be involved in every decision. It is reasonable for you to take a proportionate approach when deciding the scope of your involvement activities. 

You will need to consider the nature of the policy or decision at hand and the groups of people who are likely to be affected or interested. You will then need to consider which groups it is most important to include. To do this, you may want to consider relevant factors like the extent of impacts the decision may have on each group and the size of each group. 

Making sure that all key groups get an opportunity to have their voices heard can be a challenge. This is because some people face greater barriers to participation than others. It may be necessary to take extra efforts to include those who experience greater barriers to participation. This may mean using one involvement method for everyone, but making sure you address the needs of key groups when doing so. Or you could consider taking a multifaceted approach by using targeted methods as well as your general or universal involvement methods or strategies. 

Consider how the grounds of age, disability, gender, race, religion or belief, sexual orientation and gender identity may impact on a person or group’s ability to effectively participate. There are also other factors, like socio-economic status, that may make a person or group marginalised or excluded from the decision-making process.

A list of groups of people who commonly experience barriers to participation and demonstrate low participation rates, including the protected characteristics or equality strands that fall within the remit of the Commission, is included below.

Groups who commonly experience barriers to participation
· women, including pregnant and breastfeeding women and ethnic minority women

· ethnic minority communities

· gypsies and travellers

· asylum seekers

· refugees

· disabled people, including people with learning disabilities

· people with a mental illness

· people living in residential settings like some looked-after children and older people in residential care

· lesbian, gay and bisexual people

· trans people

· young people 

· older people

· those in specific areas (such as rural areas or areas of deprivation)

· religious and faith groups

· people with caring responsibilities
· people on low incomes or benefits
Case study: Involving refugees and asylum seekers in developing library services in Leicester

In the ‘Refugees into Libraries’ project, Leicester library services sought to involve refugees and asylum seekers in a volunteering scheme as a direct means of getting information about the needs of these communities in Leicester. This information was used to plan for and deliver library services in Leicester.

‘We’re a library and information service and we have a duty to meet the needs of all sections of the community. Who better to understand these needs than people themselves?’ Senior Community Librarian

The refugee volunteer group has been successful in influencing the development of new services in the library to address previously unmet needs. The volunteer group influenced development of study groups for English language practice, citizenship courses and IT skills, and stock and software choices. 

The library has increased membership from target communities and provides more services and products that better meet the needs of refugees and asylum seekers.

‘It’s not about ticking the boxes, I hate that. It’s about the desire to actually involve those communities in the service and the way to do this isn’t just to talk to them about this, but is to actually do it.’ Senior Community Librarian

Paying people for their involvement

It is important that you consider whether it is appropriate to pay individuals or voluntary and community organisations for their participation. Payment may 
be appropriate if the tasks they are performing are something for which your organisation would normally expect to pay. For example, advising on the adaptation of a website to make it a more accessible tool, or acting as an expert consultant on particular issues. Payment may also be appropriate if you are asking an individual participant or an organisation to undertake a specific 
piece of work on your behalf. For example, organising and running meetings 
or writing a report.

If you make payments to your participants you should be aware that there is a range of legal and practical issues that need to be considered and resolved. 
This is because there is a range of benefits, tax and National Insurance implications that result from payments being made to individuals for their involvement. For example, there is the risk that a monetary payment can have 
an impact on the benefits and entitlements of participants who are in receipt 
of government benefits. 

Your obligations to consult and involve under equality law

The race, disability and gender equality duties require public bodies to engage relevant groups, through consultation or involvement, in the preparation of their equality schemes and equality impact assessments. 

The public sector duties differ from each other on the extent of public engagement they require public authorities to undertake. 

	Race
	Disability
	Gender

	Public bodies must include in their scheme the arrangements they have in place to assess and consult on the likely impact of proposed policies.
	Public bodies must involve disabled people in the formulation of their disability equality schemes and explain in their scheme how they did so. Effective involvement will also help promote positive attitudes towards disabled people and the participation of disabled people in public life. 
	Public bodies must consult on their gender equality schemes and set out in their scheme the actions they have taken and will take to consult on their scheme and proposed policies
.


You can find further information on the duties, including their detailed requirements and both the statutory and supplementary guidance issued in relation to them at: http://www.equalityhumanrights.com/advice-and-guidance/public-sector-duties/
Note that as well as the requirements in equality legislation, there are also other, sector-specific, statutory requirements to engage citizens in the decision-making of public bodies. For example, most local authorities are subject to the duty to involve introduced through the Local Government Act 1999. 

The Equality Bill is currently before parliament. The Bill proposes to create one new public sector equality duty, which will cover seven equality strands: age, disability, gender, gender reassignment race, religion or belief and sexual orientation. A proposed new set of specific duties for public authorities to be introduced under the Equality Bill has been published. 
Levelling up
As a general principle, we recommend that wherever one of the public sector duties has a more detailed requirement, public authorities should aim, as a matter of good practice, to match this requirement across each of the three duties. For example, the disability duty requires involvement not consultation, but involvement for race and gender will be beneficial in terms of identifying priorities and meaningful engagement with communities.

The Equality Bill will extend the equality duties to more groups, to create seven protected characteristics that public authorities will need to consider when planning how to promote equality in their remit. In this context, and in recognition of the value of involvement, we recommend that public authorities extend the scope of their involvement activities beyond those covered by the existing duties. We recommend that public authorities should try to involve the broadest possible range of people in their decision-making and service development, including all ‘protected’ characteristics and groups that are often marginalised or demonstrate low participation rates.

What does involvement look like?

To help public authorities understand how to apply the principles of involvement and to give an insight into what involvement looks like in practice, we have included some real-life examples of involvement throughout this guidance.

More information on each of the examples used in this guidance will be published on the Equality and Human Rights Commission’s website early 
in 2010. 
The involvement success factors
A commitment to involvement 

Involvement should be built on genuine commitment from all participants and the senior managers and leaders of public authorities to the values and principles of citizen involvement. 

The leaders of the organisation play an important role in ensuring involvement is 
a success. Senior managers and leaders of public authorities need to ensure that their organisation commits the necessary time, effort and financial resources to deliver effective involvement. 

Integrating involvement into decision-making

Public authorities must commit to integrating and embedding the processes and outcomes of involvement into their decision-making.

Making involvement ongoing 

Involvement is most successful when people are engaged at an early stage, prior to key decisions being made, and are given opportunities to be involved throughout all stages of your decision-making and implementation. 

Involvement works best when you involve people in designing the involvement processes, so that the involvement methods used are tailored to their needs 
and preferences. 

Making use of the skills and knowledge of voluntary organisations

Drawing on the skills, knowledge and networks of voluntary and community organisations can help organisations plan involvement. For example, voluntary and community organisations have often developed strong and positive relationships with the groups they serve, so commissioning them to manage or run involvement events can lead to higher participation and better outcomes.  

Making involvement accessible

Involvement should be accessible to all. Public bodies should make sure to identify and address barriers to involvement and to take the preferences and needs of particular groups into account when designing their involvement. 
Raising awareness and supporting participants to become involved

It is important to take action and outreach work to raise awareness of involvement opportunities. Some people and groups may also need extra support to enable them to get involved. 

Effective and ongoing communication

Involvement requires effective communication that creates a real and sustained dialogue between the public body and participants. Public authorities must communicate:

· to all people who are interested or affected by your decisions or service delivery 

· the purpose, scope and limitations of the involvement exercise, to clearly set the parameters of the work

· in a variety of accessible formats that meet the needs of all key groups

· using methods that take account of the need to involve a broad range of people and groups

· in a way that respects the knowledge and expertise of participants, and
· how the involvement has made a difference.

Capacity building

Providing support and training for participants and staff helps ensure all participants have the skills and knowledge to effectively participate. For example, training could be provided on your organisation and how it works, on how to communicate effectively or on how to hold a meeting or write a report. This sort of capacity-building can help participants understand and engage more effectively with decision-making. It can also help participants and staff understand how to communicate with each other and how to reduce barriers to effective involvement. 

Planning involvement: step by step

To make your involvement a success, you need to make sure it suits your particular situation and the people who have an interest in your work. When planning your involvement, you must therefore think carefully about what you 
are trying to achieve, who you are trying to engage with and the resources you have available. 

Well-planned involvement is crucial to ensure good outcomes. Starting early 
to understand your project, your community, and how to best design, tailor 
and incorporate involvement into your processes will give you the best chance 
of success.

1. Understand your project

Your first step should be to consider your project and the wider context in which you are operating, so you understand the background to the work, all the relevant issues, the outcomes you want to achieve and who you need to work with. 

· What do you want to achieve from the project and how can involvement help you achieve your wider objectives? 

· Where in the decision-making process or policy cycle you are? The following diagram may help you identify where in the process you are, as it sets out a typical decision-making process or policy cycle.

[image: image3.png]Policy Initiation
gathering information
and evidence

Developing and
deciding between
options

Monitoring, review and
evaluation

Implementation

Developing action plans
and strategies





· Once you have identified where in the decision-making process you are, you will be better able to identify the purpose of your involvement activities and what type of activities or decisions are people being invited to get involved in. For example:
· At the beginning of the decision- or policy-making process, the purpose of involvement is usually to gather information and evidence on the area of work and to understand the viewpoints and perspectives of stakeholders on the key issues.

· At the point of developing options and making your decision, you can use involvement to better understand the perceptions, views and preferences of your community and use this information to develop and weigh up different options and come to a final decision. 

· When implementing your policy or decision, participants can be involved in the development of action plans and strategies. 

· Following implementation, you can use involvement as part of your performance monitoring, review and evaluation.

· Remember that a key feature of involvement is that it is ongoing, so you should try to plan your involvement so that participants have the opportunity to feed into each step of your decision-making, implementation and review.

· What will the output of your involvement activities be? For example, do you want to arrive at a decision or do you aim to produce a report, a policy proposal, a set of recommendations, a plan for action or a strategy?

· Do you have any statutory obligations to involve or consult? Does your organisation have any policies or practice guidance on public participation you will need to comply with?

· Who are your stakeholders? Try to identify all the employees, service users and other people and groups who may be affected by your work or may want to be involved.

· Remember that it is unlikely that you will be able to involve every person or group who may be affected or interested in your work. Once you have identified relevant groups, you should consider who is most likely to be affected and the extent of the impacts each group is likely to experience. This will help you prioritise which groups to focus on or target in your involvement. 

· What is the subject matter of the involvement? Is it controversial? Are people likely to have strong and diverse opinions on the issues? What are the views of key internal and external people and organisations on the subject matter? How will you manage potential controversy?

· What are the time and cost limitations of your project? What resources do you have to undertake the involvement?

· Are there any other public authorities who are considering similar issues? Could you share learning and resources? Could you consider partnering with other public authorities to run joint involvement?

2. Understand the participants

Your next step should be to consider the relevant skills, knowledge and experience of yourself and your organisation. 

· What applicable skills and experience do you have that you can use in 
planning and running your involvement? For example, you might have experience running meetings, skills in consultation or negotiation, or experience managing projects. 

· What applicable skills are within the organisation that you can rely on or build on; perhaps there is someone who has run or participated in an involvement exercise you could consult or learn from? 

· What are the existing processes for decision-making and service delivery in your organisation? What scope exists for integrating involvement into your existing processes? What changes may need to be made?

· How can the results of the involvement best be built into the existing decision-making processes of your organisation? Do you need to plan for the delivery of a report or presentations to internal boards or panels so that they have time to consider the information before decisions are made? Do you need to arrange for citizen representatives on decision-making boards or panels? Do you need to change existing decision-making practices? 

· How much internal support do you have for your project and for involving the community in your organisation’s decision-making? Do you need to foster greater management buy-in? How can this be done? Can you identify who you have to work with or through to do so? 

You also need to understand the communities and individuals affected and their preferences in terms of when, why and how they would like to be involved in your work. 

· Do you understand the demographics of your community? Who are the communities and individuals who are affected or interested in the project or issue? You need to make sure that you consider less visible or previously unknown groups who may be interested or affected by your work, as well as the groups you already know of or who are highly visible. Who is most likely to be significantly impacted by the issues you are considering? Are there existing forums or community groups or representatives you can talk to in order to get a better sense of likely impacts your work may have on different groups? 

· What are the skills and preferences of each community group, organisation or individual you may wish to involve? What information do they need, when and in what form? What are their expectations of their role? How can you make sure they understand what their role will be? Consider whether any of the barriers identified in this guidance will apply to your target groups. How can 
you support individuals and key groups to make their voices heard? Will 
you need to develop targeted strategies to encourage particular groups to become involved?

· How comfortable are your potential participants with different types of involvement? Do they prefer formal or informal involvement processes? What sort of environment would they feel most comfortable in? Do they have any particular access needs? Have you made initial contact with your potential participants or their representatives to ask them about their preferences and needs for involvement?

· How can you make potential participants aware of involvement opportunities? Do you need to consider presenting information in other languages and formats and in a range of forums to make sure that all relevant potential participants are made aware of your work? 

· What is the previous history and patterns of community involvement? Have there been positive or negative experiences that may impact on your work? Are there any controversial issues in the area, such as service cuts or changes, that may be raised?

3. Planning ongoing and effective involvement

Planning involvement suited to a wide range of people and groups

Remember that you need to plan involvement that allows different people and groups to participate. This may mean using one involvement method for everyone, but making sure you address the needs of key groups when doing so. Or you could consider taking a multifaceted approach by using targeted methods as well as your general or universal involvement methods or strategies. 
Planning ongoing involvement

You should be planning for your involvement to be ongoing. This means that you will need to plan to involve your participants throughout the decision-making process. You will need to consider how to involve people at different stages and whether you need to use different methods at different points in the decision-making process.

Some involvement methods are designed to be used at particular stages of decision-making or are simply more effective when used at particular stages. When planning involvement at each stage of your decision-making, you will need to bear the strengths and weaknesses of each approach in mind. 

Planning within your resources

By planning your whole involvement strategy early on in the decision-making process, you will be better placed to keep your involvement within the budget you have available. You will also need to consider the relative costs of each potential involvement method. It may be possible to reduce costs by working in partnership with other public bodies are completing similar work. 

4. Choosing involvement methods 

To plan involvement that will best meet the needs of your organisation and your community, you need to:

· Have a clear understanding of where in the decision-making process you are and what the purpose of your involvement is.

· Know the outputs you want your involvement to deliver.

· Make an effort to understand your community and prospective participants to understand their motivations and potential barriers to participation.

· Talk to communities about what they need to participate and their expectations of the process and their role.

· Know your budget and the timeline for decision-making.

Once you have taken the steps above, you will be well placed to choose an approach to involvement that will achieve good outcomes, deliver a useful output and leave all participants feeling positive about their experiences. 

Involvement methods

The section below outlines some common involvement methods to give you a broad understanding of how different approaches are used. It also includes brief outlines of some of the more specialised involvement techniques that can be used at different stages of the decision-making process. 

This section is not an exhaustive guide and there are a range of resources and organisations that can provide more information and expertise on when and how to use different involvement methods and techniques. A few examples of the resources available are listed at the end of this section. 

As a general rule, you can adapt each method or technique to suit a range of different groups and settings. However, when selecting the involvement methods and techniques you intend to use, you should make sure that your approach will not exclude groups who may wish to take part. This means thinking about the barriers that may prevent people from participating. For example, not all people have access to the internet or are able to use computers, so using exclusively online methods of involvement may not always be appropriate. In such circumstances, you would need to supplement any online involvement with other activities to target groups who are unlikely to participate online.    

General involvement methods

These general involvement methods are adaptable to a range of circumstances and purposes. Regardless of where you are in the decision-making process, you should be able to adapt one of the following methods to suit your purposes. The other advantage of many of these general involvement methods is that they generally require fewer resources and expertise than some other more specialised methods or techniques.

Note that all the general methods listed here are described in more detail in the Commission’s guidance The Disability Equality Duty and Involvement: Guidance for public authorities on how to effectively involve disabled people.

Review group

A review group is a formal group of representatives with expertise in key areas, for example on the needs of disabled people or the experiences of different minority groups. A review group is established by a public body to participate in decision-making processes. The role of the group is to inform decision-making by providing expertise on an ongoing basis. The group’s expertise will allow it to input information and highlight issues, risks, opportunities and options for action. Group members are usually recruited via a formal recruitment process and participation is often paid. 

Setting up a review group will be most suited to medium to large organisations that have the capacity to devote the necessary time and resources to establishing and managing the group.

A review group can be involved on an ongoing basis and at all stages throughout a decision-making process. At each stage of your decision-making, you will need to clearly define and communicate the purpose and scope of their involvement at that point. 

Focus groups/citizen advisory group

A focus group is a small number of people brought together with a moderator to discuss a specific topic in depth. A focus group is usually sized between six and 12 people. The aim of a focus group is to generate a discussion on a topic or issue and to collect detailed information on the preferences and beliefs of the participants. Using discussion rather than formal questions and answers allows for greater probing of views and opinions. 

To be considered as an involvement technique, focus groups should be recurring and ongoing throughout your decision-making process. For example, you can set up a focus group to identify key themes and priorities at the start of your decision-making process then reconvene the group at set stages through your decision-making process to consider options for action and to evaluate implementation. 

You can use focus groups to involve specific groups who may not respond to other, more general involvement methods. For example, you can establish a focus group made up of older people with a mental health condition or disabled parents.

Working with representative groups

A representative group is a body of people which represent the interests of a particular social or community group. Representative groups vary in form and size from small, locally based and informally structured self-advocacy or support groups to large regional and national organisations with formal structures and dedicated staff. 

You can directly involve representative groups by interacting with them to obtain their views and incorporating their thoughts, evidence, perspective, views and proposals into your decision-making.

You can also use the expertise and contacts of representative groups to help you involve people in your community. Representative groups can provide advice and support on how to target and effectively involve particular groups. 

You may wish to consider commissioning representative groups to help you implement your involvement. For example, you can arrange for representative groups to arrange and hold meetings or focus groups with key groups. Or you can ask them to organise focus groups or provide advice. Representative groups can also be commissioned to collect information or evidence and write reports to help in your decision-making. Any involvement of this type should be seen as a professional partnership and payment may be appropriate.

Using existing structures

You can streamline your involvement and help make sure that you are embedding involvement in your organisation’s decision-making by making use of existing mechanisms and structures to involve key groups in decision-making. 

You should consider whether your organisation already has existing forums or good working relationships with key people or groups that you can use to involve people in some or all aspects of your decision-making. 

Some common existing structures or relationships are:

· School councils.
· Service user forums.
· Staff networks.
· Trade union networks.
· Local area networks.
You should also consider whether your organisation is planning any other involvement work that you can join up with.

As noted earlier in this guidance, there is more information on the general involvement methods described above in the Commission’s guidance The Disability Equality Duty and Involvement: Guidance for public authorities on how to effectively involve disabled people. This can be found on the Commission’s website.
Methods to help you gather information

Many of these methods are adaptable to a range of circumstances and organisations but you may find they are particularly useful when you are at the beginning of the decision-making process and want to start to gather information on the area of work and understand the views and perspectives of key stakeholder groups.

Online involvement

Online involvement uses technology to create opportunities for participation. There is a range of online methods. For example, by establishing an online forum, people can discuss their views on a policy issue. 

Online involvement can be useful because it is easy and relatively inexpensive to involve a wide range of participants. It is also a good way to involve those who 
may prefer the greater privacy it provides. To help make sure that you hear 
from a wide range of people, you need to consider how to make people aware 
of your online involvement. You can also invite particular groups or individuals 
to participate. 

You should note that the method is not suitable for all people or groups, as not all people have access to technology, or the capacity to use it effectively. It may be the case that online involvement methods are best used as one of a number of involvement methods on a particular project, rather than in isolation. 

Future search conference

A future search conference is an event for stakeholders to come together to consider a decision or policy issue in the context of their priorities and aspirations for the future. You should aim to include people who are interested in or affected by your work, as well as people who have influence in your community. At a future search conference, stakeholders participate in a moderated discussion of their priorities, views, goals and aspirations as they relate to the issues at hand. A key aim of the conference is for the participants to develop a shared vision for the future through a process of discussion and deliberation. 

A future search conference is useful if you want to collect and use information on the perspectives, views and priorities of your main stakeholders. It also helps participants understand and appreciate the agendas of others. This can help the group start to identify their shared interests and develop common goals. 

Conversation cafe

A conversation cafe is an involvement technique that recognises that some people prefer opportunities to participate that are less formal than traditional meetings. In a conversation cafe, a mediator runs the event and participants are encouraged to divide into smaller groups for informal discussions on a set range of issues 
and topics. Participants can drop in and out of groups as it suits them. Conversation cafes often take place in familiar public places where participants feel comfortable, for example libraries, bookshops or cafes, rather than more formal meeting spaces. 

Conversation cafes are designed to promote informal discussions about 
key issues, in an informal environment where people feel comfortable and confident. The aim is to promote discussion and consider a range of different views and perspectives. Conversation cafes are not designed to arrive at decisions or recommendations.

Appreciative inquiry

Appreciative inquiry is an involvement technique that uses questions designed 
to encourage people to talk about their experiences of a particular issue. The method aims to encourage participants to focus on finding solutions to issues 
and their experiences of ‘what works’. 

Methods to help you to consider options 
Many of these methods are adaptable to a range of circumstances and organisations but you may find they are particularly useful when you are considering a range of different proposals or options.

Citizen juries

A citizen jury is a way of structuring an involvement event that is modelled on the idea of a criminal jury. The approach requires that a small group of individuals, usually between 10 and 20, are selected to participate. 

These people are then presented with information by expert ‘witnesses’. This could be information on a policy issue or a range of options for action. This process can take a few days, depending on the resources available and the complexity of the issues. The jury then considers the information and makes recommendations on key points. For example, the jury might recommend priorities for an action plan or call for further background work on particular areas.

Citizen juries do not involve large numbers of people and will not be suitable for every organisation and every issue. They may require significant resources, as you may need external experts and specialists to attend and present information. They are best used by organisations with sufficient time and financial resources 
to ‘test’ awareness and different options for action on contentious and high-
impact decisions. 
Open space

Open space is a participation technique designed to promote creative discussions around key issues. It does this by giving participants control over how they take part. The method is useful if you want to engage people in a dynamic way to consider issues and options for decisions or actions. The aim of open space is to create a fluid conversation or dialogue between participants where they control the form, duration and agenda of the event and each person contributes according to their own preferences. 

In open space, participants are invited to come together to talk about a policy area or an issue. There are a number of key principles that underpin the open space method which all emphasise the importance of participants choosing the extent and way in which they choose to participate. 

21st-century town meeting/citizen summits

This is a large-scale community meeting where participants discuss issues and share ideas. At the event, participants spend some time working in small groups and also come together as a larger single group. Technology is used to record discussions and ideas and to vote on themes, questions and recommendations.

This approach is resource intensive and will be most suited to larger organisations considering decisions on issues that have a wide and deep impact on their communities. This sort of meeting can be used to consider policy options 
or options for decisions and can also help you set priorities for action and 
action plans. 

Methods to help you monitor and evaluate implementation

Remember that some of the methods described above will be useful to help you monitor and evaluate implementation. 

User panels

User panels are regular meetings of service users to consider and discuss the quality of a service or other related topics, for example possible improvements 
to current practice. User panels can help you identify the concerns and priorities 
of service users and can lead to the early identification of problems or ideas 
for improvements.

User panels are a way of getting the views of users on their experiences and expectations of services. You can also use them to test the reaction of users to changes and proposals and to find and generate ideas for improvements.

Further information

The list below contains a small selection of the resources available on public participation methods, including involvement.  

General resources

International Association for Public Participation (IAP2)
www.iap2.org
IAP2’s Public Participation Toolbox includes a wide array of participation techniques:

http://iap2.affiniscape.com/associations/4748/files/06Dec_Toolbox.pdf
Combined European Bureau for Social Development

http://www.cebsd.org/participation.htm
Policy hub

http://www.nationalschool.gov.uk/policyhub/docs/Viewfinder.pdf
Involve – the participation organisation 

www.involve.org.uk
www.peopleandparticipation.net
Health sector resources

http://www.dh.gov.uk/en/Managingyourorganisation/PatientAndPublicinvolvement/DH_085874
An Equal Partnership: Captured learning from setting up a health equalities stakeholder engagement model, NHS North West

http://www.northwest.nhs.uk/whatwedo/equalityanddiversity/engagement.html
Local government resources

http://www.idea.gov.uk/idk/core/page.do?pageId=1
Scotland resources  
Glasgow Disability Alliance involvement toolkit

http://www.gdaonline.co.uk/fileuploads/gda-toolkit-are-we-being-served-4044.pdf
Equality and Human Rights Commission Scotland report Capturing the Gains, which includes case studies on involvement

http://www.equalityhumanrights.com/scotland/projects-and-campaigns/capturing-the-gains/
Getting the most from your involvement: understanding and overcoming common barriers to participation
Some groups face greater barriers to participation than others, although the reasons why are complex and often tied to broader inequalities in society. These broader inequalities can create variations in the levels of capability, education, time, wealth and general civic engagement that different groups experience.

While entrenched inequalities and their consequences are difficult to overcome, public bodies still have the power to encourage greater levels of meaningful involvement by more diverse groups. This section outlines some of the common barriers that groups in your community may face and approaches you can take to ensure they can fully and meaningfully participate in your decision-making.

Barriers to involvement need not be insurmountable. You can encourage a broad range of people to participate if you are committed, start early to take the time and effort to plan and resource your involvement, and work with your community to understand their needs. This will make subsequent involvement activities easier. 

Simply taking the time to ask potential participants how best to involve 
them and using their feedback to inform your planning is the best way 
to ensure that involvement is a success.   

Getting people to commit: making your involvement convenient 
and appealing

It can be hard to get people to commit to participate in an ongoing and substantive involvement exercise. Many potential participants may want to be a part of your involvement but have work, family and community obligations and lots of competing calls on their time. Other people may not be interested in participating, for a whole range of reasons, including lack of interest in the topic, fear of repercussions or previous bad experiences. 

You can encourage a wider interest in participating with careful planning, to ensure your involvement is convenient, relevant and engaging to as many 
people as possible.

· People are more likely to respond and to want to be involved when they can see the relevance and direct impacts on their own lives. Ask people about their views on the issues to find out which aspects are most important to them and use this information when planning and publicising your involvement. For example, it may be easier to attract people to become involved in your project if the involvement is centred on local housing issues, rather than on regeneration or housing policy in general. You can also use information about people’s areas of interest to target your involvement and your outreach work. For example, some local authorities collect data on what particular residents are most interested in (resident profile data) and then plan their involvement and how to publicise it accordingly. 

· Some marginalised groups assume that public authorities are not interested in hearing their views, are not confident about participating or are concerned they will face prejudice about aspects of their lives or experiences. Consider communications strategies to target those groups and make it clear that you want their participation. For example, you could go out into Gypsy and Traveller communities to talk to them about the work and encourage their participation. Or you could publicise your work through relevant representative or support groups.

· Consider how you encourage the involvement of those groups with ‘invisible differences’ who may not want to participate because sharing their experiences may compromise their privacy. For example, some gay, lesbian, bisexual and transgender people may not want to openly share aspects of themselves and their experiences. Talking to representative groups about how to involve people is a good start. You can use the expertise of representative groups by partnering with them or commissioning them to undertake involvement on your behalf. Creating opportunities for people to participate in supportive and safe environments where they feel their privacy will be protected, or via technology, may also be possible solutions. 

· Consider how you can reduce the practical burdens of involvement. People may find it easier to fit your project in if the time and location suits them, so ask potential participants. For example, if your organisation is based away from where people work or live, it may be easier for people to attend an event at a local school or library, rather than at your premises. Or you may want to arrange for multiple meetings on the same issue, so that a range of people with different obligations can attend. For some people, including those with ‘invisible differences’, safety and privacy are key considerations. For them, it is important that any meeting is held at a location that is safe, safe to travel to, and ensures their privacy is best protected. Creating opportunities for people to participate via technology, for example by telephone, teleconference or Skype, may be another way you could reduce the practical burdens of involvement.

Getting the commitment of your organisation can also be a challenge. It is important to remember that it is not only people external to your organisation who feel they do not have the time or inclination to commit to involvement. Actively involving the public in decision-making processes is a big change in practice and culture for public authorities. There may be people in your organisation who do not understand why greater public participation is important or are not committed to incorporating the results of involvement into their decision-making. 

When planning your involvement, consider how you can make it appealing to people within your organisation:

· Ensure that senior managers and other key personnel in your organisation commit to, understand, prioritise and take ownership of integrating involvement into decision-making and the organisational culture. Consider whether staff training on citizen participation, including statutory obligations as well as best practice, would be useful. You could share good practice examples of involvement that has produced benefits, or invite advocates in to share their knowledge and experiences. You could also consider contacting other similar public authorities or existing partners to share learning and good practice and to build consensus on the value of involvement. 
Case study: The challenge of increasing lesbian, gay and bisexual involvement in Sunderland

The Local Strategic Partnership in Sunderland (Sunderland Partnership) wanted to establish an Independent Advisory Group (IAG) to represent and champion the interests of lesbian, gay and bisexual (LGB) people in Sunderland. The role of the IAG was to input into the Partnership’s Strategy for the Future.

Unlike the neighbouring city of Newcastle, where there is a vibrant and engaged gay community, in Sunderland the LGB community has traditionally been less visible and less likely to engage with public bodies.  

When the LGB IAG was first set up, few people from the LGB community attended the meetings. The challenge for the LGB IAG was to encourage more people to become members of the group. They first tried publicising their work at the small number of bars in the city that have ‘gay nights’. This was found to be an ineffective way to engage with large sections of the LGB community, including women and older people. 

The members of the IAG believe that further work needs to be done to reach a more diverse range of people within the LGB community, and that different outreach methods need to be used in order to do so. The LGB IAG is now developing an outreach strategy in order to do this. 

Ongoing work to increase engagement with the LGB community in Sunderland includes the development of the local authority’s website to include specifically LGB-related information, such as events. There are also more public LGB and transgender events, such as a public exhibition held in LGBT history month.

‘I’ve been quite pleased with the progress we’ve made to date from actually having no representation whatsoever from the LGB community and there being absolutely no information at all to having some consultation exercises done, producing statistics, outlining what we feel are the five main key issues for LGB people in Sunderland. I think that some quite significant steps have been made and achieved.’ Member of LGB IAG
Making your involvement accessible to everyone

When you are planning your involvement, you should consider how to make it as accessible as possible. You can do this by identifying and addressing any access issues that may create barriers to participation for some groups or individuals. 

Careful planning is the key to overcoming access issues. Try to consider issues of access early on, so that any additional resource requirements can be built in and you can make sure you have enough time to undertake outreach work and book or arrange appropriate facilities, equipment and any translators or other experts you may need. 

The best way to understand access requirements and needs is to ask. You can ask potential participants about their needs and preferences on participation. You could also ask any experts within your own organisation for their views on likely access issues and how to overcome them, or you could draw on the knowledge and experiences of relevant voluntary or community organisations. 

Make use of outside expertise and advice. You may want to consider partnering with or commissioning a voluntary organisation with expertise on relevant access issues to undertake some aspects of planning or running your involvement.

Physical access 
You will need to consider the accessibility and suitability of prospective locations for your involvement for people with a range of physical disabilities. Consider: 

· How easy it is for people to travel to and from the location of your involvement, taking into account distance from key communities, availability of safe and reliable public transportation, and parking options available. 

· Whether the location and transport options are safe and secure.

· The accessibility and suitability of the site for people with a range of 
physical disabilities.

Availability and attendance
The time chosen to hold involvement events can create barriers to access. For example, people with working responsibilities may have limited availability during working hours, while people with caring responsibilities will also have times when they are not available. There are also cultural and religious reasons which may make some people unavailable on certain days of the week, or times of the day or year. 

Consider the timing of your involvement events, and whether it creates a 
barrier for people with work or caring responsibilities or other commitments. Consider how you could make participation easier for people, for example 
through provision of care facilities or reimbursement of care costs for those with caring responsibilities.

Access to information
Different people require information in different forms. People need access to information in a suitable format, so they know about opportunities for involvement. People also need access to background information to inform their participation. 
Consider whether there is a need to provide information in a range of forms. This might include alternative languages, forms suitable for people with sight or hearing impairments and easy read formats for people with learning disabilities. 
When publicising your involvement you also need to think about where and how your target groups access information. 

· Identify which media outlets your target groups use and whether they make use of internet, email and other new media. 

· Identify any other ways they may access information, for example, community and health centres, places of worship or social networks. 

· Consider whether you need to undertake outreach work by going out into 
the community to make contact with individuals or groups who you cannot effectively reach through your existing or more traditional communication channels.  

Access to communication 
In order to effectively participate, people have to be able to effectively communicate with each other. Some common barriers to communication in this context are language barriers, sight and hearing impairments, other physical disabilities and learning disabilities.   

Ensure you can provide the facilities for alternative languages and communication methods so that people can communicate effectively. This includes provision of translators or a palantypist, for example. It also includes provision of resources and information materials in a range of forms, for example easy read formats and alternative languages.
Case study: Involving women in Wolverhampton in local decision-making

Women of Wolverhampton (WOW) is a network for women’s organisations that aims to improve gender equality in the city and services for women. It enjoys good relationships with the Council and the Local Strategic Partnership and plays a key role in facilitating the involvement of women in policy-making. 

One of the key lessons WOW has learned is the need to identify and address different barriers that women face when they try to access activities outside their homes and workplace. In particular they need to take into account child care services, venues’ accessibility and location, and both language and cultural barriers. WOW is aware of these barriers and tries, for example, to respond to language needs as they arise and provide childcare when it has an event. This has contributed to WOW’s ability to ensure a wide range of women are involved in activities. 

‘We’ve got a very diverse membership in terms of age and postcode, and we monitor our membership and people who attend our events to make sure that we continue that diversity and there aren’t areas of the city, or groups, who seem to be under-represented ‑ then obviously that has to be our target for more activities.’ WOW coordinator

Ensuring people have the information and skills to effectively participate

Without access to sufficient and appropriately presented information about your involvement activities and the key issues under consideration, it is impossible 
for participants to meaningfully participate. It is also important to recognise that prospective participants will have different levels of knowledge and understanding of your governance and decision-making processes and may not be familiar 
with formal meetings or decision-making. This will impact on whether they can fully participate.

· Make sure people understand what’s going on. Consider holding inductions to help participants understand how your organisation works and the parameters of their involvement in your work. If you intend to hold a formal meeting, it may be useful to take extra steps to explain any ‘jargon’ your organisation may commonly use and that may come up in the meeting. You could also set up opportunities to discuss agenda items and other issues prior to formal meetings, to make sure that participants understand all the key issues that will be discussed and how the meeting will run.

· Consider alternatives to traditional, formal meetings when planning your involvement. Are there other approaches that will be more effective at engaging participants? Ask your prospective participants about their preferences. You could also ask other public bodies or voluntary and community organisations about any strategies or approaches they have 
used that have worked well. This guidance also outlines some methods that you could use.

· Consider ways to make participants feel comfortable and at ease. For example, consider dress code. Some people may feel uncomfortable with formal dress like a suit and tie. If so, making sure your staff are aware of this and wear more casual clothes may help participants feel more at ease. 

· Make sure that you prepare tailored, easy to understand information for prospective participants throughout the involvement process. Ask your participants about their preferences on how they would like information presented. You may need to develop easy read versions or versions in other languages or formats.

· Consider running training events for all participants, including your staff, to build capacity and support effective involvement. For example, training to help participants understand how your organisation operates and the parameters of your work or on how to communicate or participate in different forms of meeting can be beneficial. Or you could run a general training event on conflict resolution and decision-making and invite key staff and external participants to attend. This sort of shared training may also encourage a greater rapport to develop between all the participants. 

· If your resources allow, you could consider running training events to build the capacity of key voluntary and community organisations (VCOs) to support participants in involvement, and to become involved themselves. For example, training on writing documents for submission or running meetings and events would assist the VCOs and also allow them to share their learning with their members.

Case study: Involving older people in planning and development of services in Dundee

The Celebrate Age Network (CAN) Forum is an independent group that enables older people to get involved in the planning and development of public services in Dundee. The group membership is made up of older people who elect a committee annually to manage the work. 

An important focus for CAN has been increasing the capacity of older people to effectively participate in consultation and involvement opportunities. 

Generally, the process of involvement is based on asking people to initially get involved in a small, discrete piece of work and then providing progression opportunities. For example they might start off taking a taxi journey for CAN as part of the Mystery Travelling Project and end up sitting round a table with the Head of Transport. 

Once people become involved there is a process they can go through to support further (and deeper) involvement. Participants are provided with information, training and a mentor or ‘buddy’ to help them build capacity. Informal social activities are also arranged, as a way of encouraging participation. 
Reducing the costs of participation

Participation in involvement is not without financial costs to individuals and representative groups who participate. These costs can make it less attractive for individuals and representative groups to choose to participate in your involvement. 

· Reimbursing expenses incurred. Expenses, including travel and childcare, should be fully reimbursed to help mitigate the costs of involvement. 

· Paying people and groups for their involvement. Payment may be appropriate if the tasks you are asking participants to perform are something for which your organisation would normally be expected to pay.
Making participants feel valued and overcoming previous negative experiences of participation

When you try to involve people in your decision-making, you may find that some people have had previous negative experiences that lead to disillusionment in the process and an expectation that their participation will not be integrated into decision-making. This is sometimes referred to as ‘consultation fatigue’. The key to preventing or overcoming ‘consultation fatigue’ is communicating effectively with your participants and making sure that you plan and deliver good involvement, in line with best practice.

Make sure the involvement will make a difference. You need to make sure that your involvement takes place before decisions have been made and that it is integrated into decision-making processes, so that it can demonstrably make a difference. This makes participants feel that their efforts are respected and valued.

Clearly communicate with your participants throughout the process. Provide continuous feedback from an involvement exercise, so participants are made aware of the impact and practical outcomes of their involvement.  

Make sure that everyone knows their role. Clearly communicate the purpose, scope and limitations of the involvement exercise, to clearly set the parameters of the work. This will make sure everyone has the same expectations of the roles and responsibilities of participants and the extent of their involvement. 
Provide support and assistance to individuals and organisations who participate in your work. For example, voluntary organisations have limited resources and many calls on their time and expertise. Providing financial compensation for travel or providing training or administrative support are ways that you can help them to help you. You should also consider whether it is appropriate to pay organisations or individuals for the type of activities you are asking them to perform. The issue of payment is considered in more depth elsewhere in this document. 
Case study: Overcoming the barrier

The Celebrate Age Network (CAN) in its work encouraging older people to become involved in planning and development of public services in Dundee has noted that there has been tension between the different expectations of older people and professionals. The groups may want the same outcome but may not agree on the methods or processes to achieve it. This has been addressed through good communication, and having forums for people to listen to each other, and learn more about each other’s point of view. 

Promoting good relations and taking account of cultural differences
Negative attitudes, stereotypes and perceptions about different people and groups can create barriers to the development of positive working relationships. 

Some staff in your organisation may have stereotypical views of particular groups in your community which will affect the way they interact with them. For example, some staff members may believe that all Muslim people hold a certain set of views or practices, and not recognise that there are many kinds of Muslim people and that they can have different beliefs, customs and ways of doing things. 

People in the community can have set views about what your staff members are like and how they will interact with them. For example, someone from the Traveller community may believe that your staff are prejudiced against them and will always work against their interests. All of this can make the development of collaborative and constructive working relationships more difficult.

Different cultures have different ways of doing things. People from different backgrounds may have different practices, behaviours and assumptions about governance, participation and how to communicate. For example, for some people, their religion may prohibit physical touching between men and women, 
so shaking hands is not always permitted. When people do not understand 
these differences, this can create confusion, alienation and a barrier to 
effective participation. 

When planning your involvement, you need to consider the groups you are trying to involve and any issues of perception and cultural difference that may apply. Some strategies you could consider include:

· Formal or informal training on key equality groups to help overcome some of the stereotyped views and perceptions of your staff and participants.

· Encourage ongoing involvement with key groups. Continuous involvement over a longer time will help build trust, break down stereotyped views held on both sides and help deliver better relationships into the longer term.

· Create opportunities for informal engagement. You can make sure different groups, including your staff, have opportunities to socialise informally in a more social setting, as part of your involvement plan. This can help people develop personal relationships and challenge stereotyped views. For example, hold a ‘coffee morning’ after a more formal meeting.

· Partner with representative groups to take good advantage of their advice on how best to plan your involvement to encourage maximum participation, build trust and break down stereotypes. 

· Engage a local professional or voluntary organisation with relevant expertise to better work with cultural and religious communities. 
They will help you understand the key cultural differences that may affect 
your involvement. They may also have insights into the local issues and personalities and will help you effectively engage with communities. 

Case study: Challenging stereotypes through community-led Police training

Young people from South Norfolk led the planning and delivery of a training package for Police Community Support Officers (PCSOs) aimed at tackling misconceptions and negative attitudes held by both sides.

Members of South Norfolk Youth Action (SNYA) and other young people who have had negative interactions with Police developed and delivered the training package, which was designed to reduce barriers to effective interactions between the groups.

‘I wanted to get involved because of the misrepresentation of young people in the media… If we got involved in the training then PCSOs would understand that young people are not all bad.’ Member of South Norfolk Youth Action

‘I learnt most about the Police themselves. I found out that they are just normal people. It gave me a sense of the work that they do… it’s a really tough job… If I’m worried about something (now) I’m more likely to go up to a PCSO.’ Member of South Norfolk Youth Action

The need to create a training package was identified through the ongoing work of South Norfolk Council (SNC) and Norfolk County Council (NCC) to involve young people in their decision-making.  

Case study: Overcoming mistrust and building capacity to involve the Gypsy and Traveller community in Wales

‘Gypsies and Travellers aren’t “hard to reach” at all: they are “seldom reached” groups, and that’s the difference!’ Welsh Assembly Government spokesperson 

In Wales, work is being done by the Welsh Assembly Government and by local authorities to increase the involvement of the Gypsy and Traveller community in the decision-making of public bodies. The work to encourage greater involvement by this community in Wales has highlighted that two significant barriers to greater involvement by this community are lack of trust and illiteracy. 

Strategies to change negative attitudes and increase trust

Spending time with Gypsy and Traveller communities on site in a way that suited them was an effective strategy used to change attitudes, increase trust and confidence, and promote involvement. At a local level, Gwynedd Council has encouraged council officers involved in working with the community to develop an awareness of the Romany, Irish and New Traveller culture, as well as an understanding and empathy regarding the issues faced by Travelling Communities.

Addressing illiteracy

‘Because there are high levels of illiteracy, giving Gypsy and Travellers a hard copy of the strategy isn’t really going to work so we actually need to have one-to-one engagement with the members of the Gypsy Traveller community.’ Welsh Assembly Government spokesperson

To build capacity and overcome the barrier to involvement posed by high levels of illiteracy, a number of strategies were used. These included utilising the expertise of specialist and voluntary organisations to develop and deliver easy read versions of documents and speak to people about the issues. Capacity building was undertaken, for example by asking members of the community to work with their own communities to understand and discuss the issues. Steps were also taken to ensure that events were tailored to suit participants. For example, a range of single sex events and events for children and young people were held.




Increasing level of public impact








� Adapted from the definition in the National Audit Office Report, Delivering Public Services to a Diverse Society, 2004, as cited in the Disability Equality Duty Code, � HYPERLINK "http://www.equalityhumanrights.com/advice-and-guidance/public-sector-duties/guidance-and-codes-of-practice/codes-of-practice/" �http://www.equalityhumanrights.com/advice-and-guidance/public-sector-duties/guidance-and-codes-of-practice/codes-of-practice/�


� An In-depth examination of the implementation of the Disability Equality Duty in England, (Dec 2008) ODI. � HYPERLINK "http://www.officefordisability.gov.uk/docs/res/ded/ded-implementation-report-08.pdf" �http://www.officefordisability.gov.uk/docs/res/ded/ded-implementation-report-08.pdf�


� The Disability Equality Duty and involvement: Guidance for public authorities on how to effectively involve disabled people (DRC), � HYPERLINK "http://www.equalityhumanrights.com/advice-and-guidance/public-sector-duties/guidance-and-codes-of-practice/general-guidance/#4" �http://www.equalityhumanrights.com/advice-and-guidance/public-sector-duties/guidance-and-codes-of-practice/general-guidance/#4�


� Note that the Sex Discrimination Act 1975 currently only covers those individuals who are ‘intending to undergo, are undergoing or have undergone gender reassignment’ (defined as ‘transsexual people’). The Equality Bill will remove the requirement for trans people to undergo gender reassignment under medical supervision and therefore require public authorities to take into account the needs of a wider group of trans people when meeting their public sector duties. However the Equality and Human Rights Commission recommends that, as a matter of best practice and in the spirit of the Human Rights Act, public authorities should ensure that their policies and procedures incorporate experiences of the full range of trans people. 


� See the Disability Equality Duty Codes, � HYPERLINK "http://www.equalityhumanrights.com/advice-and-guidance/public-sector-duties/guidance-and-codes-of-practice/codes-of-practice/" �http://www.equalityhumanrights.com/advice-and-guidance/public-sector-duties/guidance-and-codes-of-practice/codes-of-practice/�





� Note that the Gender Equality Duty currently only covers those individuals who are ‘intending to undergo, are undergoing or have undergone gender reassignment’ (defined as ‘transsexual people’). The Equality Bill will remove the requirement for trans people to undergo gender reassignment under medical supervision and therefore require public authorities to take into account the needs of a wider group of trans people when meeting their public sector duties. However the Equality and Human Rights Commission recommends that, as a matter of best practice and in the spirit of the Human Rights Act, public authorities should ensure that their policies and procedures incorporate experiences of the full range of trans people.






