[bookmark: _GoBack]Planning a Consultation
Before you start, think:
· What EXACTLY do you want to find out? Be specific.
· What do you NEED to ask to help you move forward?

	
	Step
	Activity
	Notes

	1
	Desktop research
	Anyone else doing something similar?
Partnership opportunity?
Existing models you can use or adapt?
Can you learn from what didn’t work for others?
Do your demographic research for facts and figures e.g. Cheshire East Council website and JSNA pages / Community JSNA
Check out national charities and their published resources
	

	2
	Identify your audience
	Who do you need to engage with:
Service users/clients
Colleagues
Other relevant stakeholders
General public/relevant online communities
	

	3
	Choose which tools to challenge the need / question your assumptions
	Online surveys
Paper-based questionnaires
Focus groups
1-2-1 interviews
Stakeholder events (hold your own or piggy-back on others)
	

	4
	Design your questions
	Surveys
· Multiple choice/checkboxes
· Comment boxes
· Scaled questions
· Ranking
Focus groups and 1-2-1 interviews
Open questions and discussion points
	

	5
	Survey: test it
	Yourself
Send to colleagues
Send to friends/family (if appropriate) especially if from the right target audience
Act on feedback!
	

	6
	Survey: finalise it
	Have you included:
· Survey background
· How long it will take to complete
· Your contact details
· What the information will be used for
· Next steps
· Closing date
	

	7
	Plan your engagement (where/when)
	Include a non-online option
Contact other organisations who might publicise through their communication channels/identify people for focus groups
Contact community venues re: access
Check for local relevant events
	

	8
	Promote your consultation
	Ebulletins (your own and relevant stakeholders’)
Mailing lists
Your own website
Local newspapers
Online news websites
Social media (esp. Facebook local and special interest groups)
Events
Stakeholder and partner networks
Community venues (market stalls, libraries, thoroughfares etc)
	



Use the Resources pages to help you design your surveys and avoid bias.



Resources 

NCVO Market Research and Testing: 
https://knowhow.ncvo.org.uk/tools-resources/business-plan-template/writing-your-business-plan/5-market-research-and-testing 

Non-profit market research guide: 
https://www.dnlomnimedia.com/blog/nonprofit-market-research-guide/ 

NCVO: Designing a questionnaire: 
https://knowhow.ncvo.org.uk/organisation/impact/measuring-your-impact/questionnaires  

Writing Good Survey Questions: 
https://www.youtube.com/watch?v=n34OnLnKzIg 

7 types of customer survey questions: 
https://delighted.com/blog/7-types-customer-survey-questions  

Likert Scale examples for surveys (highly recommended cheat sheet!): 
https://www.extension.iastate.edu/Documents/ANR/LikertScaleExamplesforSurveys.pdf  

Minimising survey bias: 
https://delighted.com/blog/avoid-7-types-sampling-response-survey-bias 

