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	Title of Consultation Event
	


	Objectives of the Event:

What do I want to achieve?







	


	
	


	Do I need to consult?

· What information already exists?

· Has anyone else consulted on this issue?

· 
· Will this information be used to inform decision-making?


	


	Who do I need to consult with?

· Representatives of several target groups or just a specific group?
· Do
·  specific organisations need to be involved?
· 
· How many people do you need?
· 
· 
	


	What method (s) will I use?

· 
· Which methods have been successfully used in the past?

· What kind of information do I want to gain? (qualitative or quantitative)

· Is the method appropriate for the client group?

· Will it provide an equal opportunity for people to contribute, including differently-abled and hard-to-reach groups. 
	



	What resources will I need?

· Specialist support e.g. interpretation signing services 
· Human resources

· Financial resources

· Time
	

	How will the information be used to inform the decision making process?

· Am I consulting on something that can be changed?

· How will I use the results of the consultation event?

· 
· 
	

	How will I give feedback to participants?

· What method will be most appropriate?

· What resources will I need?

· 
· 
	

	How will I evaluate my consultation?

· What methods will I use?

· How will participants contribute to the evaluation process?

· What resources will I need?

· 
· 
	

	What are the limitations of this consultation exercise?

· What might prevent me achieving my objectives?

· What limitations might affect the validity of the information I receive?
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