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Consulting with children and young people in your area about your services and developing new activities following the consultation

Introduction
Many of the decisions taken within local, national and international environments are taken by adults and children and young people’s thoughts and feelings are often not considered or even part of the process although the choices made will have a profound impact on their lives now and in their futures.  Children and young people’s participation is vital in order to improve and develop services and respond be able to respond to their needs.  This is acknowledged and promoted in law, policy and guidance: the Convention on the Rights of the Child, Every Child Matters, the Children’s Act 2004, Youth Matters, Childrens Trust and inspections, especially Joint Area Reviews (NYA, Hear by Right, 2007).   

This practical and easy to use toolkit has been created to help guide those who are keen to allow children and young people to have a voice in what goes on around them, participate in the decision making processes and express their views on projects, activities and services that are currently on offer within an Association and ideas for future development of services.  
What is consultation?
Consultation can be described as two- way communication between persons/groups which may have a range of purposes including the sharing, collection or dissemination of information, knowledge or opinion, or the identification or resolution of issues.  It is vital, for effective consultation, that there is a commitment to listen and change, that there is adequate information available and sufficient time allocated to undertake consultation.  

Consultation involves:

· Passing information and receiving comments 

· Seeking opinions on options before decisions are reached 

· Seeking to increase the involvement of local people, communities, businesses, etc. in important decisions which impact on them 

· Listening to and learning from local people and communities
Why undertake consultations with children and young people?
The Benefits
· Effective consultation can help increase the skills and knowledge of Association staff, volunteers and trustees by providing a large range of options and ensuring decisions are as representative as possible of the views of the children and young people in the local community.
· Children’s or young people’s right to be consulted and to have their views taken into account (Article 12.1 of the UN Convention)

· Gain deeper understanding the children or young people’s wants and needs

· Aids community centres be more responsive to their users

· Helps improve the development needs of children and young people especially the need for responsibility, respect and recognition.

· Social and political education – participating in consultation allows children and young people to practice the skills of debate, communication, negotiation, individual and group decision- making.  
· The services, activities and projects can be targeted more closely on providing what children and young people want, and avoiding what they do not want; 
· Any problems arising from proposed changes to services can be pinpointed in advance, and so avoided; 
· The results of consultations can be used to aid in decision making about policies, priorities and strategies within the Association and within wider contexts (i.e. parish plans/community plans/children and young people’s plans); 
· local children and young people can be involved more in decision-making, revitalising the local democratic process;
· Associations can strengthen their role in community leadership.
· Improved participation in services, activities and projects by children and young people.
· Helps improve the Association’s image, creating a positive reputation.
· Aids in Improving the community’s understanding of the Associations work.
· Helps generate new, innovative ideas

· Helps the community to contribute to meeting their own challenges

Challenges of undertaking consultation with children and young people;

· Planning and preparation time

· Accessing children and young people

· Pre-conceptions of adults, children and young people

· Encouraging children and young people to participate in the consultation at a community centre if they currently do not access the services.

· Children and young people’s attitudes towards those undertaking the consultation

· Matching the right consultation methods with the right target group

· Children and young people following their peers ideas in fear of being embarrassed to express their personal thoughts, ideas and feelings. 
· Ensuring all safeguarding policies and procedures (i.e. child protection policy and procedure, data protection policy and procedures, Health and safety of activities/risk assessment undertaken, parental consent for video/photo images etc) are in place prior to and during the consultation  activities.
Aims

To enable Community Associations gain a deeper understanding of the needs of local children and young people through delivering effective consultation events/activities in order to develop existing and plan new services and projects to meet these needs, potentially increasing their participation.    

Objectives

By the end of the project Community Associations will have;

· Aided with the process of increasing the level of participation of children and young people in decision making within the Association in relation to services and activities.
· Identified a target audience to consult (age group)

· Identified appropriate and most effective consultation methods to use for consultation 

· Identified appropriate people to undertake consultation

· Undertaken consultation activities/events with local children and young people 

· Analysed the information gathered from the consultation

· Identified local children and young people’s needs 
· Reported the results of the consultation

· Monitored and evaluated the consultation processes

· Created project action plans to help meet identified need
Involvement of young people, in practice, can vary enormously and this involvement is frequently thought of by using the ladder of participation developed by Roger Hart (Appendix 1).  This has eight rungs, ascending from manipulation, through adult led but sharing decisions , reaching towards children and young people initiating and sharing decisions with adults.   

In order to undertake an effective consultation with children and young people, ensuring they participate in the decision making processes, the correct and appropriate information is gained and can be used to meet their identified needs and make more informed choices about their lives it is important to follow the consultation process.  This process covers the stages and steps that need to be considered and taken throughout when identifying needs.
THE CONSULTATION PROCESS

1. Clarify that a consultation actually needs to be done

▼

2. Identify what you want to find out about and write out your objectives

▼

3. Decide on your overall approach to consultation and consider ways of involving children and young people in the process

▼

4. Clarify who should be involved in carrying out the consultation and identifying roles
Identify key organisations/groups/professionals to work in partnership with to promote and deliver consultation
▼

5. Write out a time line

▼

6. Identify how you will access these children and young people - 
▼

7. Clarify ethical or confidentiality issues

▼

8. Decide on the consultation method/s to implement

▼

9. Implement/undertake the consultation

▼

10. Collect and record the information

▼

11. Depending on the method chosen analyse the information

▼

12. Give feedback to the children and young people who participated

▼

13. Present your findings and/or recommendations

▼

14. Reflect on the process

▼

15. Record aspects of the consultation that worked well and list what you would do differently in the future

▼

16. If relevant/appropriate develop a project/activity action plan(s) to respond to identified need

National Youth Agency (2007) ‘Involving Children and Young People’ 
http://www.dfes.gov.uk/listeningtolearn/downloads/PGSIntroduction.pdf
BREAKING DOWN THE CONSULTATION PROCESS STEP BY STEP
1. It is important to ensure that there are clear reasons for a consultation to take place.  There is no point undertaking the planning, organisation and implementing a consultation if there is no real reason or purpose behind it especially if previous consultations have been undertaken where relevant information can be drawn.  It may be useful to ask the Association the following twelve questions to avoid traps;
Twelve tough questions for adults

1. What are we trying to achieve?

2. Where are we now?  What point are we at?
3. How will children and young people benefit from it?

4. Are we committed to resourcing this project properly?

5. What has stopped us from doing it in the past? 
6. Are we committed to involve children and young people from the very beginning?

7. Are we being honest with the children and young people?

8. What are our expectations?

9. Are we committed to give up some power and ownership?

Adapted from National Youth Agency (2007) ‘Involving Children and Young People’ 
http://www.dfes.gov.uk/listeningtolearn/downloads/PGSIntroduction.pdf
2. Once you have decided to undertake a consultation it is vital that the aims and objectives are devised.  This gives those that are involved from the start a clear identifiable focus, everyone will be singing from the same song sheet avoiding misunderstanding.  It is important to ensure that when setting your objectives that they are SMART – Specific, Measurable, Achievable, Realistic/Relevant and Time bound.  
3. When looking at the overall approach to the consultation it would be beneficial to involve children and young people at this stage.  If a small group of children and young people can be approached and asked what approach they believe would be successful to use throughout the process you are more likely to have positive outcomes.
4. To aid in ensuring a successful consultation it is beneficial that those that are involved in undertaking the consultation activities can relate to and work with children and young people, having previous experience of working with the target age group.  

In order to help with this the Association can gain support and develop strong partnerships and should aim to work with key organisations/groups/professionals.  These professionals have the expert knowledge in their fields and the skills to work with children and young people face to face which is beneficial for delivering the consultation activities.  The majority of organisations/agencies and professionals working with children and young people are often keen to develop partnerships which aim to improve the quality of life of children and young people and can used the information gained positively for their purposes.  

EXAMPLE – Winnall Community Association undertook a consultation event for 11 – 19 year olds working in partnership with Hampshire County Youth Service and the Winchester City Council Neighbourhood wardens.  All three organisations worked together to provide a day of various innovative and fun activities as part of the consultation including sporting activities, graffiti workshops, Djing workshops, Animation demonstrations, computer games consoles and much more.  The young people were encouraged to participate in these activities and Community Association staff, youth workers and wardens worked with the young people, using their skills, to find out what they thought of their local area and the sorts of activities they would like available to them.  

Key Organisations/Agencies/Groups/Professionals you could gain support or work in partnership with include those listed in Appendix 2. 
It would also be useful and advantageous if the Association is able to get children and young people involved in delivering some of the consultation activities themselves, working with their peers to identify need.  

When those people (perhaps Association staff, children, young people, childcare and youth professionals) involved in the consultation activities has been clarified it is important to ensure all understand clearly their roles and responsibilities which will help to avoid confusion, misunderstanding and essentially wasting time gaining the wrong information.   

5. With the aims, objectives, overall approach and people in place a time line can be devised which indicates the tasks that need to be undertaken at particular times.

6. The key organisations/groups and professional mentioned in stage 4 can be used as ways of accessing children and young people .
7. It is vital to ensure all safeguarding policies and procedures are in place prior to and during the consultation activities these include a child protection policy and procedure, data protection policy and procedures, Health and Safety policy and procedures particularly of activity/risk assessments undertaken, those going to be working with children and young people have undergone a CRB check or if not are not left alone with children or young people at any point and are in the company of someone that has, parental consent for video/photo images- Please see Appendix 3 for sample image consent form etc).   More advice and guidance on these stage can be gained from the Community Support Team, Childrens Services Department, NSPCC and from those organisations and professionals that you may be working in partnership with.

8. One of the most crucial points in any exercise is to tailor the approach and methods used towards the target audience.  Identifying who is to be consulted is very important and can have a strong influence over the methods and approach adopted.   It is important to deliver consultation activities that are age appropriate, that the activities encourage participation and that the wording used is clear, understandable and appropriate.
EXAMPLE- What Horndean Community Learnt
Horndean Community Association embarked on a consultation exercise to gain an understanding to under 10 year olds needs in their local area.  A comic book was produced which had games, pictures and questions about how the children felt about their area and what they would like to improve.  Due to lack of funding planning the Association realised they could afford to produce coloured prints of the comic to go out to the local schools.  In response copies were photocopied onto yellow paper and distributed to the local schools where children were given a chance to complete and return the game and questionnaire.  Unfortunately the Association did not get any response.  After reviewing and reflecting on the process, gaining feedback from children, teachers and parents they recognised that the wording and vocabulary used was aimed at adults rather than children and the contrast of black ink on yellow paper had no visual impact and wasn’t attractive to the eye.  
A variety of consultation activities that could be used as part of a consultation event can be found in Appendix 4 and tips on devising a questionnaire can be found in Appendix 5.   Once the methods have been decided it would be beneficial at this point to devise an action plan for the consultation event itself using the time line and those who are going to be involved.  Devising this action plan will help organise the event, identify the resources required and the costs involved and help with the smooth running of the activities.  See Appendix 6 for blank action plan to complete.  
9. Ensure that the consultation activities are prepared, planned and organised in advance and set up on the actual day- using your time line and action plan.  It would be a good idea to promote and advertise the consultation event, using the organisations listed in appendix 1, which will increase the communities awareness of what the Association is doing and will encourage more children and young people to attend.  Ensure that all those involved in the consultation activities understand their roles and responsibilities and that the information gained is recording and collected (and not lost!!).
10.  The information expressed by children and young people will need to be recorded and collected in different ways depending on the activity delivered.  It is important that as much factual information that was given by those who participated is collected in order for a true and fair analysis to be undertaken.  
11. Using the information provided by the consultation activities used analyse the results using appropriate methods which can be presented to other staff, organisations, bodies and more importantly children and young people.  

12.  It is important to ensure children and young people are provided with feedback on the consultation event/activities.  It clearly demonstrates that they have not voiced their opinions, feelings and ideas openly for nothing and that they have been listened to.  It keeps them up to date with actions that have been taken however small and does not provide them with unrealistic expectations.  

EXAMPLE – Horndean Community Association 

Horndean Community Association involved with the Under 10’s Forum used a variety of methods to inform children and young people, that had participated in consultation activities, of actions that had been taken.  Working with the local schools assemblies were used as a forum to talk about what has happened to the information the children had provided, inform the children of who is listening what actions have been taken, what has been developed-  both in the short and long term.  The Under 10s Forum openly explained if things hadn’t happened  and why they hadn’t happened to allow children to get a real sense of the scale of the issues they have raised and a sense of the processes involved.
13. The Association will need to demonstrate the results of the consultation and the methods used will determine the presentation methods.  The management Committee and other organisations, agencies, professionals and potential or existing funders may also wish to find out what needs have been identified.  Usually a report is written and findings demonstrated.    
14/15.  It is important to assess how well the consultation event/activities went, whether the information gained was sufficient enough to gain an understanding of clear needs and be able develop action plans to meet those needs etc.  A good idea is to get those that were involved in the process together to highlight  and make a record of those things that went well, those things that perhaps didn’t go so well, whether their were any problems along the way and how they were overcome and what developments/improvement could be made in the future if another consultation activity/event was planned and organised.  

16.  After assessing, analysing and drawing results from the consultation exercises, identifying clear needs, it would be beneficial for children and young people, the Association and it’s staff and for the local community as a whole if action or project plans were devised to respond positively to the expressed needs.  One vital action is to feedback to those that participated but if for example young people highlighted that they would like to have access to a range of activities through a youth club provision every week it would be important to respond to this.  Working with those key organisations/groups and professionals to form partnerships or working groups would be a good place to start which will help explore whether the children and young people’s needs could be met and highlight what options and avenues may be available.  Using Appendix 5 will help you focus and have a clear idea on what stages will need to be considered and undertaken to achieve meeting identified needs.  
The Importance of Managing Expectations

Adults can have the perception that children and young people have no sense of reality, that perhaps when asked what they think, feel, understand and want that children and young people will elaborate, suggest unrealistic ideas and therefore are often silenced on many decisions that impact on their lives.   Despite this perception many children and young people involved in consultation provide very simplistic, realistic and valid contributions which is aided by effective consultation methods, facilitators and managing expectations.
It is important to establish from the very beginning with those involved in the consultation process that it was vital to manage the expectations not only for the themselves and the Association and understand what might be achieved through their work on behalf of local children and young people but also manage the expectations of the children and young people involved.  From the outset it would be a good idea to make children aware that those things they make suggestions about couldn’t all simply happen tomorrow, that things took time, decisions and actions took time and that lots of people would need to get involved to get things moving.

Some quick actions may be able to be taken that could have an immediate positive impact on children and young people’s lives- those actions that may be easier to plan, organise and resource.  Addressing larger identified needs where actions may take longer to plan, organise and require more resources and where more complex decision making processes are involved will have a longer timeframe to resolve and this needs to be understood by all. 

A significant part of managing expectations is providing feedback.  A variety of methods can be used to inform children and young people, who have participated in consultation activities, of actions that had been taken.  You could work with the local schools- use their assemblies to talk about what has happened to the information the children and young people provided and it also informs them of who is listening, what actions have been taken, what has been developed-  both in the short and long term.  You could also distribute leaflets, cards, comics etc through the school to inform and update children and young people.   As part of the process it is important to openly explain if things haven’t happened and the reasons behind them.  This allows children and young people to get a real sense of the scale of the issues they have raised and a sense of the processes involved.

Managing expectations is an important aspect to consider at the initial stages of consultation and providing open feedback should form and integral part of the process.
Appendix 1
THE LADDER OF PARTICIPATION
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1. Manipulation  2. Decoration  3. Tokenism  4.  Assigned but informed  

5.  Consulted and informed  6.  Adult initiated, shared decision with children  
7.  Child initiated and directed  8.  Child initiated and shared decision with adults

http://www.scre.ac.uk/spotlight/spotlight65.html
Appendix 2 – Key organisation/group/professional contact list for Partnership Working
	Name of Organisation/group/professional
	Contact Details

	Local Pre- schools


	Tel:

E-mail:

	Local primary and secondary schools – Head Teachers, PSHE or Citizenship Leaders.
	Tel:

E-mail:

	Local Childrens Centre


	Tel:

E-mail:

	Childrens Services/youth services at the Hampshire County Council
	Tel:

E-mail:

	Childcare Development Officers at District councils/CVS
	Tel:

E-mail:

	Extended Services Co-ordinators


	Tel:

E-mail:

	Local Hampshire Children and Families Forum group
	Tel:

E-mail:

	Community Department at Hampshire County Council
	Tel:

E-mail:

	Local NHS Department/ Primary Care Trust


	Tel:

E-mail:

	Connexions


	Tel:

E-mail:

	Youth Clubs Hampshire and the Isle of Wight


	Tel:

E-mail:

	Hampshire and the Isle of Wight Youth Options
	Tel:

E-mail:

	Local youth clubs


	Tel:

E-mail:

	Local Playschemes


	Tel:

E-mail:

	Detached or outreach child and young people services/organisations
	Tel:

E-mail:

	Parish Council


	Tel:

E-mail:

	Local Doctors Surgeries or health centres


	Tel:

E-mail:

	Local Dentist Surgeries


	Tel:

E-mail:

	Local businesses and shopping outlets


	Tel:

E-mail:

	
	Tel:

E-mail:

	
	Tel:

E-mail:

	
	Tel:

E-mail:

	
	Tel:

E-mail:


Appendix 3- Image Consent Form Sample
Using images of children

Consent form for County Council non-school staff commissioning photography

	To
	Name of parent or guardian:
	

	
	

	Name of child:
	

	School the child attends (if applicable):
	

	Location of photograph:
	

	
	

	Hampshire County Council would like to *take photographs / *make a video recording of your *child / *children for promotional purposes. These images may appear in our printed publications, on video, on our website, or on all three. (*Please delete as appropriate.)

	
	

	To comply with the Data Protection Act 1998, we need your permission before we take any images of your *child / *children. Please answer questions 1 to 3 below, then sign and date the form where shown. Please return the completed form to:

	

	

	(Insert name of the staff member commissioning the photography and the return address.)

	

	[image: image3.png]



To the parent
	Please circle your answer

	1. May we use your child’s image in our printed promotional publications?
	Yes / No

	2. May we use your child’s image on our website?
	Yes / No

	3.
May we record your child’s image on our promotional videos?
	Yes / No

	
	

	Please note that websites can be viewed throughout the world, not just in the United Kingdom where UK law applies. Please also note the conditions for using these images on the back of this form.

	
	

	I have read and understood the conditions of use on the back of this form.

	
	

	Signature:
	
	Date:
	

	
	
	
	

	Your name (in block capitals):
	


Conditions of use

1. This form is valid for *two years from the date of signing / *for this project only. The consent will automatically expire after this time.

2. We will not re-use any images *after this time / *after the project is completed.

3. We will not include details or full names (which means first name and surname) of any child or adult in an image on video, on our website, or in printed publications, without good reason. For example, we may include the full name of a competition prize winner if we have their consent. However, we will not include the full name of a model used in promotional literature.

4. We will not include personal e-mail or postal addresses, or telephone or fax numbers on video or on our website or in printed publications.

5. If we use images of individual pupils, we will not use the name of that child in the accompanying text or photo caption without good reason. And if a pupil is named in the text, we will not use a photograph of that child to accompany the article without good reason. For example, we may include a picture and full name of a competition prize winner if we have their consent. However, we will not include a picture and full name of a model used in promotional literature.

6. We may use group or class images with very general labels, such as “a science lesson” or “making Christmas decorations”.

7. We will only use images of pupils who are suitably dressed, to reduce the risk of such images being used inappropriately.

*Please delete the option that does not apply.

Appendix 4
CONSULTATION METHOD IDEAS TO USE WITH CHILDREN AND YOUNG PEOPLE

Agree/Disagree

Place four signs around the room.  The signs read “agree”, “disagree”, “strongly agree” and “strongly disagree”.  Read out prepared statement or questions and the children or young people have to run to a label that best reflects how they feel.

Balloons

Children and young people can draw ideas on balloons and then decide whether as a group they release or pop an idea.

Postcards

Children and young people write their idea on a postcard (free ones from bars) and put them in a suggestion box.

Bead boxes

Children and young people vote by placing a bead in a pot.

Ideal/Worst

Draw around two volunteers on giant sheets of paper.  One is the “World’s worst…” the other “World’s best…”  They then write and draw their ideas all over the sheets of paper.  

Speech Bubbles

Put up a picture to represent what you want feedback on (your activities and services on offer or proposed new services).  The children and young people can draw their thoughts and ideas on the speech bubbles on the display.

OHPs

Design OHPs reflecting the group’s ideas on a subject and project it large scale onto the wall.

Graffiti Wall

Hang large sheets of paper on a wall and invite the children and young people to their opinions on the sheets in the form of graffiti. 

If time and resources allow, prepare large pieces of paper with sponge print to give a brick wall effect and prepare different pieces of paper for children and young people to express their ideas on in their own graffiti writing.  Display these pieces of paper on the wall.  

Ideas Avalanche

Set a topic for discussion and ask for suggestions.  As people call out their ideas write them up on the flip chart.  Once the avalanche of ideas is over you can discuss which ideas are most practical, whether any are impossible and which should be discussed further.
Post-it Ideas Storm

Divide into groups and give each some post-it notes and a pen.  Write the question to be discussed up on a flip chart.  Ask the group to write ideas onto post-it note (one idea per post-it).  Collect the notes and stick them on the flip chart, clumping similar ideas together for discussion.

Dot voting

Create a list of possible answers in response to a question or statement on a flip chart- for example, things children and young people do in their spare time.  Leave space next to each answer.  Give every one three sticky dots and ask them to place their dots next to three activities they do most often.  You can all see immediately which activities are the most popular.

Video Booth

Set up a video camera  in a small room with a chair for children and young people to sit on.  Either allow children and young people to express openly their ideas and suggestions to the camera, or ask questions that they answer to the camera.
Wishing Well

Using whatever materials you can (clean dustbin, wide tube, childrens’ play tunnels) set up a wishing well.  Children write their thoughts, suggestions, ideas on a round piece of paper (coin) and throw it into the wishing well.  
Freeze Frame
Get into small groups of about 5 to 7 people and challenge them to pose in a freeze frame of a scene.  Give them a theme such as “young people enjoy themselves”.  They should use their imagination to decide as a group what they are trying to depict and then devise a way to represent it as a freeze frame.
Arty Mural

Set a topic or theme for the mural, for example “what children and young people in the area do in their spare time” or “the best playground ever”.  Then encourage people to express their views on that topic by drawing a picture or creating a collage.  

Diamond Ranking

Set a question and have nine ideas for people to prioritise.  Write each idea on a post it note and ask each group to arrange their nine ideas in a diamond shape with their priority at the top, two  in second place, three in third place, two in fourth place and the lowest priority idea at the bottom.  They need to get consensus as a group and can move the ideas around until they reach an order with which they all agree.  
Snot Fair

Draw a large picture of a miserable face, with a cold.  The children and young people write what is not fair about a given subject on green snot shaped pieces of paper then stick these all over the miserable face.  

Lucky Squares
Prepare and create a 100 square board – each square providing enough space for a paper plate to be displayed.  Invite children and young people to create a picture using pens, paints etc of a theme or question for example what would you like to do at your local community centre.  Ask the children and young people to explain what they have drawn and write a note with their name on the back before asking them to pick a number to display their square.  What works well is to have a range of lucky squares that are selected prior to the activity. Those pictures displayed on those squares win a small prize.  
Pop Quiz

A quiz in the style of those used in a magazine is devised relating to the consultation topic, i.e. for each question the child or young person is given a scenario and three option A, B or C.

Board Game

A board game is designed to match the chosen topic.  Players roll the dice to move along squares and when they land on a particular square a card is taken.  Cards contain questions relating to the consultation topic (open- ended, unfinished sentences and agree/disagree statement).  Prize for the first to pass the finish line.  

Making a rap

Children and young people can produce a simple rap talking about their views, experiences and suggestions.  

Questionnaire

Questions relating closely to the consultation topic can be devised and placed in a questionnaire.  These questionnaires can then be distributed to local children and young people who are asked to complete them and return to the Association.  Questionnaires could be used within the school classroom environment, youth club environment, as part of a consultation event and can you can also involve children and young people themselves asking the questions as young consulters and recording the answers.  Children and young people can work in small groups with an adult buddy to support them.  Once these young consulters have asked another child or young person the questions they can hand out a sticker which informs other young consulters that this individual has already been asked.   
Text Vote
Ask children and young people to text their thoughts/answers to questions posed.  This form of communication is widely used by young people today and they may find it more appealing to respond this way.

Poem Competition

Some children and young people may wish to express their thoughts, ideas, feelings through poetry.  Ask children and young people to create a poem about a certain topic or questions and making it into a competition may help bring a little fun into it.  

Online questionnaires/Surveys

If you have a website you may be able to use it.  Placing online questionnaires or surveys on your website is also another popular way that young people use to give their thoughts and feelings.  You could place a series of questions on the site and ask them to e-mail you a response (easiest and cheapest form).  Developing an online survey which ask children and young people a series of questions that they can select ye or no etc can be very expensive but if the funding is available it may be worth looking into.
Adapted from Family Learning Initiative – Family Friendly Guidelines (2007)- ‘Consulting with Children and Young People’. 
http://www.family-friendly.net/downloads/Guidelines_2_Consulting%20with%20children%20&%20young%20people.pdf (2007)
Appendix 5
Tips on creating a questionnaire;

· Keep questions relevant- only ask questions that you actually need the answers and feedback to.

· The overall questionnaire needs to be targeted to the audience; for example in its type of questions, wording, and layout.

· Focus on to the design and layout of forms.  A large print size, provide sufficient amount of space for people to write, give clear instructions and questions, placing everything in logical order.

· Think about how to remove barriers for the participants this may include translating questionnaires, or consider an interpreter; use an interviewer for people who may have difficulty reading or writing; use other formats to question people with disabilities.

· Allow people to make their comment anonymously if they wish to.

· Questionnaires can be conducted via post/e-mail.

· Sample sizes and response rates will vary according to the type of questionnaire method used.  Do not anticipate a 100% response; 60% response would be considered very good.  

Questionnaires can contain either open or closed questions or a mixture of both.  Remember that whatever questions you decide to use, you should always analyse how easy it will be to analyse results and evaluate your findings.  Closed questions that produce quantitative results can be easier to analyse.  

Appendix 6 – Action/Project Plan Template
	Task/

Action
	Time

scale
	Lead

Personnel
	Resource Implications/

Costs
	Output
	Outcomes/

Achievements
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