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COI Public Engagement
Engagement Brief

You can use the questions in this appendix to draw together information to help create your public engagement plan. Alternatively, the questions can form the basis of your brief when procuring experts such as COI to help with your initiative.

Project Title:
     
Date: 
     
Background

Briefly describe your organisation/department/unit; what is its remit, its aims and objectives.
     
Strategic objectives (The Invitation to Participate)

What are your objectives and why are you carrying out public engagement?
     
What is the role you want audiences to play in the process?

     
What are you asking them to participate in?

     
What will change as a result of the engagement?

     
What are the benefits of participating in the engagement; why should the participant get involved?

     
Target audiences

Who are the target audiences?
     
Who is likely to respond?
     
Are there any audiences you would like to engage that are unlikely to automatically respond?
     
Are the target audiences aware of the subject? 
     
What do they think /feel about the subject?
     
Do they understand the subject/policy area?
     
Do you need to re-frame the subject matter so that the audiences can understand it?
     
Are there any negative perceptions that you are aware of?
     
Do you need help in defining the target audiences?
     
Questions / engagement topics

What questions/topics do you want to discuss as part of the engagement? 

     
What aspects of the policy might you change as a result? 

     
Which areas are up for genuine debate?
     
What can’t be changed / which areas are non-negotiable? How will you communicate this to participants?
     
Do you need help in writing/refining the questions or topic areas?
     
Formal consultation document (if appropriate)

Do you need help in writing or editing a formal consultation document?
     
Do you need someone to design this?
     
Will the document be available online only or will you need to print and send out copies?
     
Do you need to write a version of a document specifically for a particular target audience?
     
Is your consultation exercise in line with the criteria of the Government’s Code of Practice on Consultation?

     
Will your consultation document need clearance by Cabinet committee before publishing?  Check with the Cabinet Office.

     
Engagement methodology

Do you know how you would like to engage with your audiences?
     
Are there any stakeholder organisations that have a close relationship with or channels to your target audiences?
     
Do you anticipate a need for stakeholder events or briefings?
     
Do you anticipate a need for events involving the public?
     
Would you like to create an opportunity for the public and stakeholders/policy-makers to discuss the issues? Will you get more out of the engagement by doing this?
     
Is there a need for qualitative research or deliberative events, such as Citizen’s Forums, among some audiences in order to understand the issue from the target audience perspective?
     
Is there a requirement to involve audiences at a regional or local level?
     
Do you want stakeholders or opinion formers to encourage others to respond/participate?
     
Publicity

Do you want to engage a wider audience?
     
Do you have any lists of audiences or stakeholders you would like to engage?
     
What types of methods might be appropriate (for example consultation packs to opinion formers, toolkits, mail out of key questions, national media coverage, local media coverage, public notices in local or national media)?
     
Analysis 

Would you like output analysed?
     
What detail of analysis is required? Are there any important sub-groups of interest? 

     
Evaluation

How will engagement be evaluated? Is internal or external evaluation more appropriate?
     
What would be deemed a successful outcome?
     
What volume of response are you looking for?
     
Budget
What budget do you have available? 

     
Timing

Are there any fixed milestones/deadlines to account for in the timeline?

     
If this is a formal consultation, when is the proposed launch date?
     
Do you need to extend the consultation beyond the 12-week requirement?
     
Is there a specific day or event with which the consultation launch needs to tie in to?
     
