Quality Assurance Process

Clarify activity and CET offer at fons

first meeting

Initial documents — Run through scoping and

responsibilities template, Engagement Plan, EIA and”

any other relevant documentation

Engagement Plan — Define methodology, tools and

processes for stakeholders. Identify comms team

tasks and check if local councillor needs to be notified

Testing — Initial test of the EIA and questions with

with/representing 'protected characteristics'

relevant stakeholders, e.g. individuals, organisations_a

Consultation/engagement activity starts — CET add

activity to the Engagement Database @

Analysis — Service area analysis of outcomes and

factual information (data). SNAP data extracted for ™

service area lead by corporate business support team

Feedback — Service area lead to make findings publicly

accessible and send to CET lead, complete
engagement activity evaluation form

Close — Close off on register. Timetable three-month __

evaluation of outcomes and six-monthly review of EIA
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Open new folder in 'Live Engagement
Projects'. Add to engagement register. Service area to
confirm portfolio holder is happy to proceed

Legal advice - Check if legal advice has been sought
regarding contentious subjects

EIA process - Begins with version 0.1 completed by
service area lead and shared with allocated CET
officers at each version control change

Timeline & development of questions — Develop
questions for survey. Ensure corporate process is
followed For SNAP surveys

Sign off - If high risk, obtain sign off from Legal. If not
contentious, relevant head of service (level) signs off.
CET send SNAP process documents to the DET/IG team

Review — Mid-point review of engagement-based
activity (including EIA), involving allocated CET officers,
service area lead and relevant experts

End of activity review - Lessons learned discussion
involving CET officers, service area leads and relevant
experts

CET Evaluation — CET manager sends feedback form to
service area lead to evaluate CET advice & support
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