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COPRODUCTION STEP BY STEP 


	
	STEP 1- UNDERSTANDING THE ASK 
Use this template to start to help you work through this section.

	
	1
	What is the main aim of your project? 







	
	2
	What are the objectives of your project that support you meeting that aim? 





	
	3
	What is the timescale for your project?




	
	4
	What is the budget for your project? 
· What are the limitations on your budget? 




	
	5
	Do you have to meet any legislation or specific national or local aspects ? 




	
	6
	What is the geographical location of your project?




	
	7
	Have you got a particular approach to your work in mind? – (working creatively, using innovation, exploring new technology)





	
	8
	What are the gaps in your knowledge? How will you collate that missing information? 





	
	Notes: 
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COPRODUCTION STEP BY STEP 

	
	STEP 2: THE PLANNING PHASE 
Use this template to help you create your table as instructed in the toolkit section. 


	
	1
	Aim of the work 
	




	
	2
	Total Timescale of this work 
	




	
	3
	Final deadline for this work 

	




	
	4
	Budget – financial planning aspects 
	

	
	5
	Focus:
Geographical location
Health condition  
	






	
	6
	What legislation applies to your work? if any?

	




	
	7
	Who is the project lead? And what is their contact details?
Who is in the project team ? 

	






	
	8
	Who are my project stakeholders ? 


	

	
	9
	Is the project - coproduction? co-design? Co-delivery or Co-evaluation?

	

	
	10
	Do you have any missing information? 


	







Identifying your stakeholders  SECTION ONE: COPRODUCTION TOOLKIT TEMPLATE 

COPRODUCTION STEP BY STEP 


	
	STEP 3: IDENTIFYING YOUR STAKEHOLDERS 


	
	1
	Who needs to be involved in the planning stage of your project? 
Who needs to be involved throughout the project?
Who needs to be involved during the review and evaluation phase? 
Are there any gaps? Are there any new relationships to build? 




	
	2
	Be clear on your objectives: What are you asking people to do? 
What skills and knowledge will people need to have? 
What time commitment will you require from people taking part?




	
	3
	Reimbursement: Have you set up the reimbursement administrative process for the project? 
Who will handle any reimbursement claims? 
Have you allocated budget to reimbursement? 
How will you let people know they can be reimbursed? 




	
	4
	Work specifics: What will your coproduction work look like? Duration- How will it be run? What type of coproduction will you be doing?  




	
	5
	Promoting your meeting: How will you promote the work? 
Have you registered your work on the Coproduction Network page? 





	
	6
	Information Governance: how will you keep a  secure record of any identifiable information/ contact details of people who are involved?





	
	7
	Accessibility: Are there any adaptations or special requirements the people you are coproducing with have? How will you meet those requirements? 
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COPRODUCTION STEP BY STEP 


	
	
	STEP 4: IDENTIFYING GAPS AND COLLECTING NEW INFORMATION


	
	1
	Reflect on your work plans and stakeholder list. What information are you missing?




	
	2
	Identify who you could talk to who may have that information? 




	
	3
	Do you have people with lived experience to work with? 
Would it be appropriate to carry out an engagement activity before you do your coproduction work so that you can make links to your lived experience stakeholders? 





	
	4
	What data or information do you have access to within your organisation? 
Has anyone else in your organisation or nationally carried out work with your stakeholder audience and might have data that is relevant and useful to you? 






	
	5
	Is there any national trusted insight about your stakeholder group that you could access?










[image: Exclamation mark with solid fill]NO TEMPLATE FOR STEP 5 AND 6 AS THE PREPERATION HAS BEEN DONE USING THE OTHER TEMPLATES. 
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COPRODUCTION STEP BY STEP 


	
	
	STEP 7: COPRODUCTION IN ACTION: YOUR FIRST MEETING  


	
	1
	What are the key messages your group need to receive on your first meeting? 
· Aims of the work 
· Limitations of the work- what cannot be looked at 
· Timescales and deadlines 
· What would success look like? 







	
	2
	Identify any difficult to understand aspects of your work - consider how to explain that to your group?
· Do you need to create support materials to help people understand? (e.g. a PowerPoint presentation , context information to read before meeting)







	
	3
	What support information do you need to create? 
· How can you make that information accessible for your group members? (Visit the accessibility section of this toolkit to understand how to make information more accessible.)







	
	4
	How confident are you in leading the first meeting? 
-Reflect on your skills and confidence when public speaking, chairing a group or giving presentations - do you need to visit the golden skills section on the toolkit to refresh your skills?
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COPRODUCTION STEP BY STEP 


 
	
	
	STEP 8: AS YOUR COPRODUCTION WORK PROGRESSES

	
	1
	How will you store the information about your work so that people can easily access it in their own time?
· Will it be stored on an accessible digital platform?
· How will you ensure people can stay updated and connected to the work?





	
	2
	How will you encourage communication with the group outside of the meeting? 
· How can you create a sense of team with members of the group
· Will you be holding meetings in person? Do you want to hold update meetings in between main meetings? 
· Do you need a central contact point in your team who can handle any enquiries about the work? 




	
	3
	What does success look like with this work? 
- How will you promote the end result 
- How will you celebrate the end of the coproduction work with the people who took part?
-How will you evaluate your work? 






	
	4
	Start to plan how you will carry out the evaluation outcomes of your work wider?
· Who will need to be involved to create the Project report? How will you collate the contents as you progress? 
· What format will your report take?
· How long will you need to compile the report?






	
	5
	Start to think about how you could use the insights from this work across your work area or wider organisation?
· Who else might found your information useful?
· Have you sent a copy to the Coproduction Team to be included on the Coproduction Network pages? 
· Will this work influence how you might carry out coproduction week in the future
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COPRODUCTION STEP BY STEP 


	
	
	STEP 9: NEARING THE END OF YOUR COPRODUCTION WORK 

	
	1.
	How are you going to carry out an evaluation of your progress? 
· Have you achieved all you wanted to?
· Do you need to reprioritise any actions? 
· Do you need to/is there any capacity to extend any deadlines? 






	
	2
	Start to think about how you are going to collate and display the data and information you have collected during your work?
· Identify what you have learnt 
· What would you do differently if you were to do it again?
· Were there any challenges you had to overcome? If so how did you do that?







	
	3
	Start to bring together the content of your report and reflections on your work
· What was the aim/aims of your work?
· How did you coproduce the work – what steps were involved in this? 
· How did you recruit people to take part?
· How did you organise your coproduction approach?
· Were you successful in meeting your aims? 
· What did you learn ? how did you overcome any challenges and would you do anything differently? 
· What governance covers your report? Who will be the sign off for the report contents? 
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COPRODUCTION STEP BY STEP 


	
	
	STEP 10: CLOSING THE LOOP 

	
	1
	After your work project has completed, think about how or if you are going to keep in contact with the people on the group? 
· would they be interested in working with you again on another project? 
· Could the people who took part in this work become part of a new coproduction group for your team or work area? 
· If this is likely how will you keep in touch with people?






	
	2
	Your final report for your work
· What is the best format to circulate your report?
· Who will you send a copy to? it is best practice to send it to the members of your group.
· What governance group needs to see a copy of your report?
· Who will sign off the contents of the report?  






	
	3
	Contact the coproduction team to create a Coproduction Case Study
-Creating a case study can help share best practice and learning about your work with others.
- It helps build a reference library of approaches which can be used by people planning their coproduction work.
- It gives you a case study document to share about your work. 
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