


How to do Co-production

Co-production is quite an easy idea to understand. But to make co-production a reality
especially within complex organisations is not simple. This part of the resource provides some

step-by-step guidance about how to do co-production.

The Stages of a Co-production project

All co-production projects have three stages

1. Planning
2. Carrying out the plan
3. Reflecting and learning

If possible, residents and people who draw on services should be involved at every stage.
This may not always be possible especially at the early part of the planning stage. But it is
important to bear in mind that the earlier people are involved the more chance they have of
shaping and influencing the project.

In the next section each stage will be briefly described. Also included will be some bespoke
resources and links to other useful guidance.

Planning

Planning is a vital part of any project. Good planning can make the difference between a
successful project and an unsuccessful one. Good planning in co-production is particularly
important for several reasons. Co-production involves bringing together different groups

of people who may not have worked together before. This often brings with it some anxiety
and uncomfortable feelings. If the project is well planned that can help people feel more
comfortable and safer. Doing co-production well can take extra time. Good planning should
take account of this factor and help to make sure the project is making as good use of time as
is possible.

If the project involves a sequence of meetings, it is helpful to plan all the dates in advance.
This will make sure that participants can organise the meetings around their other
commitments. And it makes it much more likely that there will be good attendance.

Not all planning activity has to happen before the sequence of meetings starts. Some planning
activity can be done in the first few meetings.

For example, an important part of good planning is to develop a clear set of aims.




Aims, outcomes and measures

This section provides a step-by-step guide to understanding how to set aims, outcomes
and measures for a West Berkshire co-production project. It explains the concepts of aims,
outcomes and objectives, provides some overall aims and outcomes for West Berkshire and

explains how they might be measured.

Having clear aims and measuring outcomes

Aims, outcomes and objectives

When setting up any project it is important to have a
clear aim, which is really simply a description of what
you hope to achieve.

This will help to plan what you will do, i.e. setting your
objectives and the activities that you undertake in
your project.

It is also important to think about the changes that
you expect to see as a result of your objectives and
activities, these are sometimes called ‘outcomes’.

Aims, outcomes and objectives should be linked.
To put it simply, the activities you do as part of the
project should lead to changes (i.e. outcomes) that
help achieve your aim.
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The language of ‘objectives’ and
‘activities’ can be confusing. An
objective is something specific that
you intend to complete as part of

a project. Activities are the actions
that you will take to achieve that
objective.

So, an objective might be ‘to set up
a steering group’. To achieve that
you might need to advertise the
group, identify the right people to be
part of it, agree on a chair or co-
chair, agree terms of reference for
the group, and so on.

The changes in people,
organisations, policies or
communities that occur as a
result of the project or work.

The action(s) we will take in
order to achieve the aim.




Co-production aims and outcomes
Co-production engages residents and gives them greater influence over the design and
delivery of services. This should lead to better services for everyone.

While every co-produced project will be different, with its own aims, activities and outcomes,
the West Berkshire Co-production Steering Group identified some general aims, outcomes and
activities that we expect to be common to all co-produced projects or pieces of work.

Aims, outcomes and objectives for, Co-production in West Berkshire

The aim of co-production is for residents and West Berkshire
Council to work together in equal partnerships to design and
deliver better services
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These aims and outcomes are starting points and each project will then tailor them and make
them more specific to the project in question. For example, the aim of our test project in
environmental services was:

For residents and West Berkshire Council to work together in equal partnership to develop an
introductory guidance note on community energy generation in West Berkshire.

Outcomes one to four above are to do with co-production and these would be relevant to any
co-produced project or piece of work.




The fifth outcome is to do with designing and delivering better services. These will need to
change this to make it specific to the aim of the project they are applied to. It should link
closely to the aim of the project.

In our test project we identified the following outcomes:

1. Community groups have clear and accessible information about how to develop a
community energy project.

2. Thereis an increase in the number of community groups in West Berkshire generating
their own renewable energy.

There could be more than one outcome that relates to the specific aim of your project.

The objectives in the table above are related to the co-production element of the project. It
is likely that you would also have other objectives and activities that relate to directly to your
project’s main focus and aim.

Measuring outcomes
It is important to measure outcomes to understand whether your project is achieving its aim,
and to demonstrate the difference that your project has made (its impact).

There are many ways of measuring outcomes. What you do will depend on your project. The
things such as what you are trying to achieve, the size of the project, who is part of it, and how
much time you have.

Below are some suggestions for ways that the outcomes we have identified above could be
measured.

Outcome 1: Residents and communities have increased influence over the
decisions and services that affect their lives.

An important part of co-production is giving people more influence over things that affect their
lives.

It is difficult to directly measure whether people have influenced a process or project, because
usually that project only happens once, so you have nothing to compare it to. However, you
could do things such as looking at how decisions were made to check that all views and all
people involved were listened to as part of that decision process. You could also consider
whether all members of a co-production project have been able to contribute, and whether
their contributions have been taken into account by the group. You could either do this as you
go along, by reviewing the process and reflecting on what has worked well and what less well
(see the feedback and reflection tool in the Learning and Reflection section of this resource).
Or, if you take meeting notes you could review these at the end of the project. If you intend to
review your notes or minutes at the end it is worth planning your note taking with this in mind.
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And if your project has any democratic mechanisms like votes, then that is also an important
way of measuring influence.

It is also very important that people feel they have been able to influence something. If people
do not feel they have been listened to, or had their views taken into account it is unlikely they
will want to engage in other projects or recommend them to others.

This is easier to measure. You can ask people directly if they feel they have been able to
influence the project or process. For example, you could ask something like:

Please indicate whether you agree or disagree with the following statement:

I have been able to influence the work of this project.

Disagree strongly / Disagree / Neither agree nor disagree / Agree / Agree strongly

As well as that it might also be good to ask related questions such as whether people feel they
have been listened to and whether they feel being part of the co-production process has been
a good use of their time.

-
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Please indicate whether you agree or disagree with the following statements:
My views and ideas were heard and considered.
Being part of this project has been a worthwhile use of my time.

Disagree strongly / Disagree / Neither agree nor disagree / Agree / Agree strongly

You can adapt these questions if you would like to, or use your own.

Asking these questions might work best retrospectively, i.e. at or near the end of the project.
But it would also be helpful to check whether people feel they are being listened to and able to
influence the project as you go. See the reflection tool in in the Learning and Reflection section
of this resource of this guide for more on this.

All the example questions in this section are brought together in at the end of this section as
an example outcomes questionnaire for participants in co-production projects.

Outcome 2: Residents and communities are more engaged in local decisions.

An important goal of co-production is to engage residents in the council’s work, and to
encourage more residents to work together with the council.

You could measure this by tracking the numbers of people who have taken part in your co-
production project. As well as overall numbers it might be important to record the ways in
which people have been involved and their length of engagement.

It is also important to think about the diversity of those taking part, and whether engagement
comes from all relevant parts of the community.




It might also be helpful to count the numbers of people who expressed an interest in taking
part but were not able to. Either for their own reasons or because there was not scope to
involve everyone.

To get an understanding of the overall levels of engagement, numbers from individual projects
could be aggregated to build a bigger picture.

It is also important to measure whether people feel more engaged with local decision making.
The questions in outcome one are to do with whether people feel they have been listened to,
and whether they feel that taking part in co-production was a worthwhile use of their time
indicate how engaged they might be.

You could also ask whether people would take part in future co-production work, or if they think
more services in West Berkshire should be co-produced. This would help understand if there
is an appetite for spreading co-production as a way of working.

Here are some example questions:

Please indicate whether you agree or disagree with the following statements:
I would like to be part of more co-produced work with West Berkshire Council.

I think more services in West Berkshire should be co-produced.

Disagree strongly / Disagree / Neither agree nor disagree / Agree / Agree strongly D

N\

Outcome 3: Residents, council staff and councillors have the skills and
knowledge they need to work together effectively.

Co-production is a new way of working for most people. It is explicitly non-hierarchical; people
are treated as equal within the project and the aim is to come to decisions by consensus.

By working together in this way residents and council staff will get to know one another and
understand more about what is important to residents, and what the council can and can’t do.
They will also learn and develop skills and techniques for working in this way.

It would be possible to use tests to measure skills and understanding of co-production, but we
do not recommend that you do that in your projects. It would be time consuming, and people
might feel their understanding was being judged.

Instead, you can track who has had training in co-production, even if that is informal training,
and ask people how confident they feel about co-production and taking part in co-production
projects (see outcome four below).

If you are doing extensive and/or formal training in co-production, you could gather specific
feedback on that training as well (see the evaluation form included in the Train the trainers
manual).
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Outcome 4: Residents, council staff and councillors are more confident about
working together in equal partnerships.

Confidence is an important counterpart to the other outcomes. If people are not confident
about something they will be less likely to want to do it. And people are more likely to feel
confident if they feel they have the skills and knowledge needed to do something. Therefore,
measuring confidence gives an indication of people’s willingness to engage in co-production
projects, and of whether they think they have the skills and knowledge to be part of them.

Confidence is sometimes measured at the beginning and end of projects to see if there has
been an increase in confidence over time. However, sometimes people rate themselves as
being highly confident in something even though they haven't done it before, so for those
people you might not see large changes over time. Equally, people who have already taken
part in co-production projects might already be highly confident at the outset, and again would
not show much change. So rather than measuring confidence at the start and end of your
project you might choose just to measure it at the end.

Whatever you decide, it is important to measure confidence at least once. If people report that
they do not feel confident about co-production even after they have been part of a project, that
indicates that something about the project hasn’'t worked.

Here are example questions that you could use or adapt for your project. There is one for
residents and one for West Berkshire Council staff and councillors.

Please indicate whether you agree or disagree with the following statement:

I am confident about working in partnership with West Berkshire Council staff and
councillors

\_ Disagree strongly / Disagree / Neither agree nor disagree / Agree / Agree strongly )
\

Please indicate whether you agree or disagree with the following statement:

I am confident about working in partnership with West Berkshire residents

Disagree strongly / Disagree / Neither agree nor disagree / Agree / Agree strongly D

N\

Outcome 5: Services and decisions are improved because those affected by
them have directly influenced their design and delivery.

As noted above, the rationale for using co-production is to design and deliver better services.
Therefore, it is important to measure whether services have improved as a result of being co-
produced.




For some services, ways of judging service quality may already be in place and these could
be used to measure service improvement. Such as:

« Changes in satisfaction with the service.
+ Feedback from staff delivering the service.
+ Changes in the number or type of complaints.

For some projects there may be objective measures that could be undertaken. For example, in
environmental services this might be things such as improvements to pollution levels, reduction
in carbon use, or a reduction in landfill.

However, exactly what to measure and how to do that will depend on the nature of the project
and service, so you will need to consider what would be appropriate for your project.

It is worth noting that changes may not be apparent until some time after a new or redesigned
service has started, so evidence that services have improved may need to be collected after
the co-production part of the project.

Summary

Here we have described five outcomes that we would expect to see in all co-produced projects
and pieces of work. At the start of your project, you should discuss your aims, outcomes and
objectives and identify how you plan to collect evidence about outcomes and what measures
you will use.

We have suggested some ways that co-production outcomes could be measured above, and
below there are two example questionnaires (one for residents and one for council staff and
councillors) that you could use in your project. Whether you use these questionnaires or a
different method, it is best to collect responses anonymously. That way people will feel able to
be more honest and truthful in their answers.

The reflection tool (see the Learning and reflection section) also asks questions to do with co-
production and how that is working in the project. As such it could provide some evidence for
some of the outcomes here. But the main purpose of that tool is to generate rapid feedback
and it does not cover all of the outcomes, so it should be used alongside other outcome
measures such as those suggested above.

Outcome five is to do with having improved services and decisions. Because this will be
different for every project you will need to identify the best ways of measuring this outcome for
your project




Example Co-production Outcomes Questionnaire

Version for West Berkshire residents

Please indicate whether you agree or disagree
with the following statements:

Strongly
disagree

Disagree

Neither agree
nor disagree

Agree

Strongly agree

| have been able to influence the work of this project.

My views and ideas were heard and considered.

Being part of this project has been a worthwhile use of my time.

| would like to be part of more co-produced work with West
Berkshire Council.

| think more services in West Berkshire should be co-produced.

| am confident about working in partnership with West Berkshire
Council staff and councillors.




Example Co-production Outcomes Questionnaire

Version for West Berkshire Council staff and councillors

Please indicate whether you agree or disagree
with the following statements:

Strongly
disagree

Disagree

Neither agree
nor disagree

Agree

Strongly agree

| have been able to influence the work of this project.

My views and ideas were heard and considered.

Being part of this project has been a worthwhile use of my time.

| would like to be part of more co-produced work with West
Berkshire residents.

| think more services in West Berkshire should be co-produced.

| am confident about working in partnership with West Berkshire
residents.




Planning Co-production other resources

NHS England and NHS Improvement and Coalition for Personalised Care Co-
production model

This diagram created by the Coalition for Personalised Care for NHS England is a very concise
look at the key ingredients of a co-production project. It can help the planning stage by
providing a simple visual representation of a project.

Values and behaviours

For co-production to become part of the way we work, we will create a culture where the following values and
behaviours are the norm:

co-pi on

byall '

Howtodo it?

Seven practical steps to make co-production happen in reality:

Identify areas of work Train and develop
where co-production can staff and citizens, so that
have a genuine impact, everyone understands
and involve citizens in what co-production is
the ages and how to make it
of project desig happen

Regularly review
and report back
On progress.
Aim to move from
“You said, we did," to
“Wesaid, wedid”

Put systems in Build co-production
place that reward into your work
and recognise programmes until
the contributions it becomes
people make 'how you work'

Getagreement
from senior leaders
tochampion
co-production

The diagram is part of a PDF which includes a little more detail and NHS England also has
some other useful resources:

https://www.england.nhs.uk/get-involved/resources/co-production-resources/

IRISS’S Co-production tool kit

IRISS is a charity that works with social work and social care to create positive change in
Scotland. IRISS have produced a very good set of tools which is a step-by-step guide to
planning a co-production project. The Double Diamond is a particularly useful planning tool
which is helpful for thinking about when to involve smaller and bigger groups of people. The
resource includes lots of other useful tips and tools.

https://www.iriss.org.uk/resources/tools/co-production-project-planner

Hampshire County Council’s lets go for Co-production checklist

Hampshire County Council’s co-production checklist gives a comprehensive overview of
planning a project
https://resources.hants.gov.uk/adultservices/AHC-Co-production-Checklist-A4-resource.pdf
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Carrying out the plan

Some key practical considerations

Involve people early
It's really important to involve people at the earliest opportunity before too many decisions have
been made. That way citizens have a greater chance of influencing the project.

Be proactive about accessibility
Making sure everyone can participate is obviously really important. For some people if you
don't meet their access requitements they simply cannot participate

Develop Ground rules and Terms of References for Groups

Lots of co-production work is done in groups. So, it is really important to make sure that the
groups have Ground rules. Groups also need clear terms of reference which include who is on
the group and the aims of the group. (A template is included below)

Residents are different from Staff and should be treated differently

All residents are different some will be used to meetings and administration others will need
support. For example, some people may need a call before and after meetings, others may
need help with transport to and from meetings or with technology. It's a good idea for whoever
is leading a group to have a short call before the first meeting with everyone who is coming
along. This will encourage participation and attendance.

Plan ahead
Residents often have busy lives and lots of commitments, so it is good practice to plan the
sequence of meetings well ahead, so they are in everyone’s diaries.

Use the West Berkshire principles to check you are on the right track
The principles are a good checklist to remind yourself of how to do things.
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Running good group meetings

Meetings are one of the day-to-day activities of almost all co-production projects. But how
can we make sure that our meetings allow everyone to take part, do not exclude anyone,
and support project progress effectively? This section explains how to hold truly inclusive,
accessible and productive meetings.

The first step is thinking through who should be part of the group. It is best to aim for equal
numbers of Council people (staff and councillors) and residents (people who draw on
services, carers, community organisations). For the Council people it is usually possible to
choose this group informally. This is because people’s roles in the council are a key factor in
deciding who needs to be on the group.

For residents it is recommended that there is an open and transparent selection process. This
ensures that there is fairness and helps to motivate members to be active members of the
group. There are different ways of holding a selection process of this kind depending on the
client group, timescales and so on. The key advice is to keep it as simple and accessible as
possible and ensure it is proportionate to the nature of group.

Before the first meeting of the group, it is good practice to have a short phone call or virtual
meetings with each member of the group.

One way of conducting the selection process that worked well in West Berkshire was to use a
short flyer to gain initial interest followed up by a more detailed document describing how to

apply.

14



Invite letter template

The following is a template which can be used as an initial invite for residents to join a co-
production group.

West Berkshire Co-production Steering group
for [insert topic]

* Are you interested in [insert topic] issues?

« Would you like to help develop a new partnership
between the Council and the community?

West Berkshire Council is looking for up to seven local people to join
the Co-production steering group. The group will be working in co-
production to improve [insert service area]. Co-production is about
local people and professionals working together in equal partnerships.

[Insert some more detail about the topic and or project here]

Steering Group members might be from local organisations, or local
people with an interest in [insert topic] issues.

We hope the first meeting will be face to face in [insert venue, date and
time]. From then on the group will meet on [insert summary of meetings
details].

Expenses

All reasonable expenses will be covered.

How to apply

The deadline for applications is [insert date and time]

To find out how to apply please email [insert contact] and we will send
you further details. If you have any questions, please contact [insert
contact)
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Details of how to apply example

The following is an example of the further information that was sent out to residents who
expressed and interest in joining the Environmental Services Co-production Steering Group.
Unlike the templates this is an example of a real document. It was produced before West
Berkshire developed it own definition and principles of co-production, so it includes text from
the Co-production Network for Wales. A similar document would need to use text from the
Defining co-production in West Berkshire section of this guide.

West Berkshire Co-production Steering group
for Environmental services

What is Co-production?

Co-production is about working and learning together. There are lots
of definitions of co-production this is one used by the Co-production
Network for Wales https://copronet.wales/

‘Co-production is an asset-based approach to public services that
enables people providing and people receiving services to share
power and responsibility, and to work together in equal, reciprocal
and caring relationships. It creates opportunities for people to access
support when they need it, and to contribute to social change.

Co-production is a mindset and a way of working in which you:

* Build on everyone’s strengths

* Develop networks across silos

+ Focus on people’s lives, not systems

»  Work on the basis of great relationships
+ Enable people to be change makers’

What is West Berkshire Council’s approach to Environmental

Services?

The challenge we all face about climate change is recognised across
the globe. There is an increasing need for action if we are to respond to
the danger this poses to our people, our wildlife and our environment.
Locally, we took an important step by acknowledging this when West
Berkshire Council unanimously declared a Climate Emergency on

2nd July 2019. In doing so we highlighted the fact that the Council,

our partners and our local communities all needed to play their part in
response

This Council, over successive administrations, has a strong record of
responding to green issues. However, with the declaration of a Climate
Emergency we recognise that we need to accelerate activity in the face
of growing concern for our planet’s future. This will mean being bolder,
and prioritising investment in environmental projects to a much greater

16


https://copronet.wales/

extent than we have to date. Most importantly, we know that trying to

reach carbon neutrality without the active involvement of the residents,
businesses and communities of West Berkshire would not be possible.
Find out more here https://www.westberks.gov.uk/environmentstrategy

1. The steering group’s role

The steering group membership will consist of about seven members
of the public, six senior council officers and councillors. Also in
attendance will be council officers who will be supporting the group.

Chair/facilitator Pete Fleischmann, Judy Scott and Sam Callanan

from Co-production works, a consultancy that specialises in
supporting public sector organizations to work in coproduction will be
supporting the work of the Steering Group. Find out more at https://
coproductionworks.co.uk/

The steering group’s role will be to help the Council develop a new
approach to working with the community. This approach will be initially
developed within the context of the Council’'s Environmental services.
But the intention is that the approach will be suitable for all the
Council’s services.

The Steering group will meet face to face on 29 March 1-4pm. The
Steering group will then meet on the following dates for two hours on
Zoom:

20th April- 12.00-14.00
3rd May- 14.00-16.00
30th May- 14.00-16.00
26th July- 14.00-16.00
22nd August- 11.00-13.00

ok~

As well as attending the meeting members will be expected to read
the meeting papers and there may also be options for attending other
shorter meetings.

The Steering group will learn together about co-production and the
council’s environmental services. The Steering group will guide the
development of West Berkshire’s approach to co-production.

The steering group will help to develop:

+ aframework for co-production
* good practice examples and a tool kit for co-production
* atraining session

Public members of the Steering group will have a particular role in
helping the Council understand what the community think and how they
could be involved more fully in the planning, delivery and monitoring of
services.
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2. Public members application details

If you are interested in joining the Steering Group,

please email us at environment@westberks.gov.uk

In your application, please tell us a little about yourself, your
background and experience and in no more than 750 words how you
fit the criteria below. We are aiming to appoint a diverse and balanced
group which broadly represents people in West Berkshire with an
interest in environmental issues.

The deadline for applications is 5pm 18 March 2022.

3. Steering group public members criteria

* Aninterest in environmental issues

* Knowledgeable about and involved in your local community
* Aninterest in finding out more about co-production

« Some experience of working in groups or committees

« The ability to take a collaborative and constructive approach
* Awareness and understanding of equality and diversity

+ Able to attend the meetings by Zoom and face to face on the
dates listed

+ Able to keep sensitive information confidential
* Aninterest in learning from other people
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Setting terms of reference

Setting Terms of Reference for co-production groups is important. It makes sure that everyone
understands the purpose of the group, what success looks like, how the group will operate and
the roles and responsibilities of group membership.

The Terms of Reference should be co-produced with the group in the first two or three
meetings of the group. At the first meeting discuss informally how the group will work

covering relevant clauses of the Terms of reference. At the second meeting present a draft for
discussion. At the third meeting agree a final version. The Terms of Reference should be based
on the template which follows. However, it also needs to be accessible and proportionate to the
duration, size and nature of the group.

The template Terms of Reference can also be used as a guide to the key ingredients of a well-
run meeting.

Ground rules

Ground rules are a useful way of building group safety and trust. Ground rules are a simple
guide to the value and behaviours expected of group members. Whereas Terms of Reference
are an operating manual for the group and a much more comprehensive document. The
ground rules which are include in the Terms of Reference template or a similar set should be
agreed at the beginning of the first group meeting.
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Steering group terms of reference template

[Insert name of group]

Terms of Reference

Final version [insert date]

Background
[Insert background of the group]

Aims and objectives
The aim of the Group is:

[Insert a single sentence that says what the group hopes to doj
The Project will deliver the following objectives:

[Insert a list of bulleted things that the group will do to achieve the aim]

Membership and chairing
The membership of the [insert name] aims to be an equal balance of local citizens and council
officers.

The Group will be chaired by [insert names (often co-production groups are co-chaired by a
resident and a council officer or member)]

Length of membership

[For more long-term groups, (over one year long) it is important to have some rules around how
long people can be on the group. For example, every two years one third of members could be
refreshed. This helps bring new life, personalities, and ideas to meetings.]

Membership Selection process
[For more long-term groups it is good practice to set out a selection process for members. This
should include a selection panel and a very simple application form].

Membership annual reviews

[Again, for more long-term groups once per year the chair and/or a senior member of the
secretariat should meet with each member of the group. This is a chance to have a one-to-
one discussion and raise issues that might be more difficult to talk about in a big group. The
reviews will be confidential. However, a report summarising common themes that come out of
the reviews will be presented to a meeting of the group. Any suggestions about changes to the
way the group works that come out of the reviews will need to be considered and agreed by
the whole group.]
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Membership list
Members

Local Citizens
[Insert names]

West Berkshire Council
[Insert names of officers and councillors, also include job titles]

Secretariat

[If relevant insert here the names of the people who are administratively servicing the group]

Ground rules
[The group should agree some ground rules of their own or the ones below created by the
West Berkshire Co-production Steering Group can be used]

The group members have agreed the following expectations of one another

« Listening with respect.

+ Being brave and inviting different debates and challenges.
«  Staying curious and open-minded.

+ Differentiating between fact and opinion.

* Agreeing to disagree

« Challenging conventional thinking — its ok to be whacky.

+ Being apolitical.

«  Staying on track.
«  Contributing.
* Having commitment to stay with it!

« Voicing your needs.
* Asking questions.

* Being mindful of confidentially
«  Being mindful of online etiquette.

Persistent disregard of the ground rules could result in members being asked to leave the
group. [This clause is important and can be used in the unlikely situation that a group member
is extremely disruptive].

Meetings
[Insert the timescale of the group, is it a permanent or temporary group]

Meeting dates and times are agreed in advance to help Group members plan accordingly.

[Insert whether the meetings will be held face to face or online and meeting venue details]
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Agenda and papers
The agenda and information for the Steering Group will normally be emailed or posted to
members and those in attendance one week in advance of the meeting by the Secretariat.

The actions to be taken will be recorded in the notes which will be circulated to all members of
the Group. [Sending out the minutes and papers a week in advance gives citizens enough time
to read them and helps to ensure that the meetings are productive].

Confidentiality

Group meetings and papers are not confidential.

However, members of the group should respect individual and organisational confidentiality.

Decision making
The Group is an advisory body — which will make recommendations to West Berkshire council
and if appropriate other relevant organisations.

The Steering Group will aim to reach decisions by consensus.
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Sample programme for the first meeting of a Co-production group

including facilitators guidance notes

This template is not intended to be rigidly followed but it does provide a possible shape for a first meeting. The timings may need to extended

depending on the nature of the group and their access needs.

Time Activity Guidance & Notes Roles Resources/Admin

12.30 Sandwiches All to mix with participants and make them feel welcome All 1. Ensure any dietary
requirements covered

1.00 Welcome Introduce Chair for today and other roles

Housekeeping
Photos, note taking

Set the scene, 1st meeting of the group outline what we are hoping to
achieve today

Set expectations about today’s meeting aims:
» to get know each other
+ to develop together some ways of working
+ to understand more about co-production
» to understand more about the Council’s [insert topic]
» to begin to establish some co-production principles
 to start thinking about possible priorities to work on

Outline timings -check with participants if anyone needs to leave early

1.10 Introductions Ask group to split into pairs and briefly introduce themselves — their name
and what brings them to the meeting today for 5 minutes. Then introduce
the other person to the whole group

Chair/facilitator




Time Activity Guidance & Notes Roles Resources/Admin
1.40 Ground rules » Set ground rules with the group. Chair/facilitator 1. Flipchart stand and paper

So we are all clear about how we will work together today, to ensure the 2. Marker pens
session goes smoothly and so people feel safe to contribute we will agree

a set of ground rules. Does anyone have any suggestions for things to be

included in the ground rules?

Give the group some time to make suggestions. If no one provides any
suggestions hold the silence for a minute or so. And then say Ok | am
going to suggest some simple ground rules.

» Listen to each other

» Respect others’ views even if you disagree

* Be non-judgmental

* Speak one at time

Usually, the group will suggest the ones above or something similar.

If no one mentions them the facilitator should also add 1) Keeping to time,
Please come back from breaks and breakouts on time and 2) Technology,
We know you are busy and may have to take urgent calls or emails. If you
do need to take a call its fine for u to leave the training room. The rest of
the time we expect your full attention and focus to be in the training.

3) Confidentiality In order to create a safe space in which people can
share honestly we need to agree to keep people’s names and their
organizations confidential. It that ok with everyone?

1.50 Icebreaker: Hula  This activity aims to provide participants with an experiential illustration of ~ Chair/facilitator 1. One standard hula hoop
hoop task the complexities of co-production. By show how tricky it can be to share 2. See detailed instructions
power with a wide range of people. on separate sheet
Sharing power with people who use services and carers is central to co- (included in the Train the
production. trainer's manual)

The activity involves participants working together to lower a hula hoop in
silence. The task demonstrates how this activity becomes more difficult
when a larger number of people become involved. First 4 — 6 people
undertake the task of lowering the hula hoop in silence. Then a further
group join them. The group then discuss how this relates to co-production
and sharing power in particular.

2.20 Break




Time Activity Guidance & Notes Roles Resources/Admin
2.30 Introducing Co- Show the blob and the squares Chair/facilitator 1. Projector with video
production https://www.youtube.com/watch?v=eJDO1rcJbBw playback
2. Film MP3 version
2.40 Talk about co- Short presentation about co-production Chair/facilitator 1. PowerPoint slide deck
production Use a selection from the
slides which accompany
the Train the trainers
manual
3.00 Questions and Chair/facilitator
answers
3.15 West Berkshire’s  Short presentation about [insert topic] Council Officer
[insert topic]
priorities
3.55 West Berkshire Now we are going to look at West Berkshire’s definition of co-production Chair/facilitator 1. Flipchart stand and paper
Co-production and principles for co-production. 2. Marker pens
definition and Show a slide or pass around paper copies of the definition and principles.
prmmples Check that everyone understands the definition and principles. Facilitate
exercise a group discussion, do not feel you have to defend the principles or
definition. Explain if needed but also ask group members to provide
answers to questions and clarifications.
You may need to explore if either the definition or principles needs to be
tweaked for this project or client group. Perhaps the group needs to work
on a more accessible version?
You don't need to adopt the definition and principles at this meeting, but
you do want to have gathered enough information to bring a version to the
next meeting which will hopefully be agreed then.
4.25 How was the Ask the group for feedback on what went well what went not so well.

meeting?

Remind about next meeting, ask to think about any one who would like to
become co-chairs

4.30

Close



https://www.youtube.com/watch?v=eJDO1rcJbBw

Accessibility

Accessibility is an essential part of all co-production meetings. For some people if their access
requirements are not meet, they simply will not be able to take part. Access maybe about the
physical environment for example making sure that wheelchair users can access the room.
Access can also be about the formats of meetings’ documents, the language that is used,

the timing of meetings and having adequate breaks. Planning for and anticipating the access
needs of participants can save time and build trust.

It is not only accessibility that needs to be considered it is also the texture of meetings. How
does the meeting feel to participants, how welcoming is the meeting, are new members
introduced to the group, is there time to get to know each other.

‘Making events and meetings accessible’, is a useful SCIE guide to ensuring that events and
meetings are accessible.

https://www.scie.org.uk/co-production/supporting/making-events-accessible

‘Step two: Consider accessibility and practical matters’ of Hampshire Council’s co-production
checklist has a good summary of how to approach access issues. And ‘Step three: On the day
— setting the tone’ is a good guide to how to make the meeting feel welcoming and for it to have
a good texture

https://documents.hants.gov.uk/adultservices/AHC-Co-production-Checklist-A4-document.pdf

Trauma informed co-production

In some co-production projects, some participants may have experienced trauma. The guide
below from Yorkshire Health and Care Partnership sets out how to engage in co-production
using a trauma informed lens.

https://www.wypartnership.co.uk/application/files/6416/5104/5038/West Yorkshire Trauma
Informed Co-Production Guidance April 22.pdf

Much of the advice is also good practice for any co-production project. The following table
from the publication is a helpful guide to using language sensitively.

Avoid Consider
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Reflecting and learning

Reflecting and learning is an important part of the co-production process. Organisations get
better at co-production the more they do it. Organisational development can be speeded up if
time for learning and reflection is built into projects. For example, in longer-term co-production
projects is good to build in time for all the participants to get to know each other and develop
a shared understanding of co-production. Then intermittently through out the project set
aside protected meeting time for learning and reflection. It is sometimes helpful to ask a
skilled independent facilitator to help with these meetings. Building in this time may help avoid
conflicts developing and then spending lots of time resolving these issues.

For shorter term projects it is good to build in time for reflection into the meeting agendas. This
can be as simple as having five or ten minutes at the end for people to say how the meeting
went for them.

The following tool was developed by the Co-production Steering Group especially for West
Berkshire to help groups reflect and learn. It can be used in various ways.

Reflective feedback tool

You can use this tool it in your co-production project to check how things are going and get
suggestions for improvement.

1.1. What is the tool for and why would you use it?

The primary purpose of the reflective feedback tool is to help co-production projects run
smoothly. By gathering feedback from steering group members and prompting them to reflect
on how things are working, you can adjust and improve how the group is working together and
keep the group focused on the aims that you have identified.

The tool includes questions relating to the co-production principles (equality, making a
difference and inclusiveness). It asks people to reflect on how the group is working, how they
are working within the group, and how the group could work better.

Responses to the questions can be collected by
those chairing co-production steering groups

to get immediate feedback on how things are
going and suggestions for improvement. The
tool could also be used by groups as a starting
point for discussions about what is working well
and what might need to be changed.

Principles of co-production

Equality
Working together as equals. Appreciating
our diversity of experience and expertise.

Making a difference

Creating change and making West
Berkshire better for everyone. Being both
brave and realistic.

Although this is not primarily an evaluation
questionnaire, the questions do relate to how
well the co-production element of projects is
working. Therefore, responses collected via
this tool could also provide evidence relating
to some of the co-production outcomes
(specifically outcomes one, three and four).

Inclusive

Creating opportunities for everyone to get
involved. Being proactive about making
everything we do accessible to all.
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1.2. Who is the tool for?

The tool has been designed to be completed by members of co-production project steering
groups, residents, council staff and councillors.

If you have other people as part of the steering group, subject area experts for example, they
could also use the tool.

1.3.  When should you use the tool?
You can decide when and how often you use the tool.

If you are holding regular steering group meetings you could use the tool every meeting to
reflect back on how that meeting has gone, and on progress since the last meeting.

If you are meeting very regularly (e.g. weekly or fortnightly) using the tool every meeting might
be too often and you might want to use it less frequently, such as once a month.

You do not have to use the tool at regular intervals, another way to use it might be to identify 2
or 3 points in your project where it would make sense to pause and reflect on progress so far
and how things are working.

We suggest you do not use the tool in your first steering group meeting as people may still
be finding their feet. But in one of the early group meetings, you could discuss this tool and
decide how and when you want to use it. Some groups may wish to submit their feedback
anonymously and this should be facilitated if needed.
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Co-production feedback and reflection questionnaire

1. Please indicate whether you think the group is working
in line with the co-production principles on a scale of
1 (not at all) to 5 (very much so):

1a. We work together as equals

1b. We appreciate diversity of experience and expertise

1c. We are focused on making West Berkshire better for
everyone

1d. We are brave

1e. We are realistic

1f.  We create opportunities for everyone to get involved

19. We make everything we do accessible to all

2. Write up to 4 words (adjectives) to describe how the group has been working recently:
e.g. collaborative, engaging, purposeless, repetitive

3a. In a similar way, how would you describe yourself working in the group?
Use an adjective e.g. calm, engaged, frustrated.

3b. Please give your reasons:
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4. Overall, how satisfied are you with the progress 1 5 3 4 5
the group has made?
From 1 (not at all) to 5 (very satisfied)

5. What do you think would help the group work together better, or help lead to more positive
outcomes?

6. Is there anything that you would like to do less of, or stop doing, or anything that you would
like to do more of, or start doing?

Other reflection tools

A Toolkit for Co-Production in Community Planning (part of the Northern Ireland Embedding
Wellbeing in Local Government Programme), includes a tool for self-evaluation.

https://www.carneqieuktrust.org.uk/publications/a-toolkit-for-co-production-in-community-
planning/
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We are committed to being accessible to
everyone. If you require this document in an
alternative format or translation, please call Rhys
Lewis on 01635 551111.

West Berkshire Council
Market Street

Newbury

Berkshire

RG14 5LD

T 01635 551111
www.westberks.gov.uk
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