
Before you start your project:
Using the first half of this template, detail all the information required for your project. 
IMPORTANT: First step please fill in this Microsoft form which will inform Amy and Chanika (Co-production Officers) of your new project: Co-production/Participation Project Form
Project Name:
Service/ Team/ Department:
Lead person:
Aim of project:
Outcomes
Which outcomes will this project link to? (delete/ highlight as needed)
1. I feel welcome, included and part of a community where I belong
2. I feel safe and supported
3. I am listened to, understood and involved in decisions about my life
4. I am helped to be healthy in my mind and body
5. I enjoy life, have fun and I am supported to reach my full potential
Level of Participation
[image: ]Which level of participation is expected in this project? (delete/ highlight as needed) It can be multiple levels. 
· Inform
· Consult
· Engage
· Co-design
· Co-produce

Why have those participation levels been chosen?



Expected project outputs
What are you expecting to achieve in this project?
Expected project outcomes
What are you expecting to change for children and young people in this project?
Expected project impact
What are you expecting to change for your service/ team/ department in this project?
Evidence to be collected
What data/ information are you going to collect to evidence the outcomes and impact of this project?
List of Participants invited
Using the stakeholder mapping tool (if you wish), who are you involving in this project? How many ‘groups’ have you included? (groups could be: Children and young people; parents/ carers; other service leads with County Council; NHS colleagues; ICB commissioners; teachers; VCS colleagues)
Once you have an established working group:
The Terms of Reference should be completed by the co-production group once it is in place.  It will contain important information about the group, such as its purpose, different roles, how often you will meet, and how you will work through any differences. It is worth spending time on this because what you agree at the outset will help you to stay on track. Share this with all participants in the group. 
Try to use simple and clear language.
1. Name of the group
2. Why does this group exist?
3. What our group wants to achieve (aims)
4. How long this agreement lasts
5. Group agreement
Worcestershire follows the four cornerstones approach. As a group we will agree to try to implement these where possible.   
Welcome and Care
· Lived experience is heard, respected and valued
· Environments feel emotionally and physically safe and secure for all participants
· Expectations are communicated early and with clarity
· Projects begin with an open mind
Value and Include
· Inclusive methods are used so everyone can take part
· Recognition and appreciate of everyone’s involvement
· Creative and flexible
· Developing skills and confidence
Communication
· Communication is inclusive
· Communication is accessible 
· Feedback mechanisms are actively used e.g. you said, we did
· Mutual Understanding 
Working in Partnership
· Decisions are made collectively
· Reasonable notice is provided for all commitments 
· Support, learning and training
· Accountability
6. Who is in the Group:
	Name
	Organisation
	Contact details 
	Skills/ Strengths

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



7. What can the group decide?
8. Meetings 
Who leads the meetings:
Decision Making:
· We try to agree as a group
· If we cannot all agree, the chair will help make the final decision
Who takes notes:
Notes and agendas will be written by _____________ including, 
· Sharing agendas and supporting papers
· Preparing and sharing meeting notes/minutes
When and where we meet:
Meetings will take place:
· We meet:
· Meetings last:
· Meetings happen:
Contributions to project
If some people cannot join or share ideas in meetings, we will find another way for them to take part (e.g. share their views by message or online call)
· Contribution routes: [write in how contributions will be collected and how they will be included in decision making etc]
Meeting papers will be shared [insert number of days] before the meeting, in accessible formats.
9. Visitors 
Sometimes other people with different expertise or experience may come to the meeting if the group agrees. 
10. Changing this agreement
Everyone in the group will get a copy of this document. We can change it if the group agrees.
11. Checking our impact
All participants in the group will be given a tool at the start of the project to map the co-production effectiveness throughout the project. 
We will score the quality of co-production by [write in how the participants want to score the project, for example a scoring checklist for each meeting OR discuss each cornerstone at the end of the meeting OR use the Participants log]
This will help shape and improve future co-production projects and provide evidence of how co-production has informed, influenced and shaped services and plans.  


During your project:
Use this section to score and evidence the quality of co-production against the indicators. Participants will also be assessing the quality of co-production. At the end of the project this to inform your next co-production project. 
Assessing the Quality of Co-production Tool
This tool has been co-produced by service staff, parents/ carers and young people from Voices United. It is for use by all participants in a project to help measure the quality of co-production they have experienced. This is to enable discussion throughout the project and improvement overall.
Some project groups might choose not to use the tool directly, but all project groups should have a stated method for measuring the co-production. Alternative templates for scoring and collating co-production data can be found within the toolkit.
Once the project is complete, the Project Lead can score and evidence the quality of co-production in the table. This should then be shared with participants and the Co-production Leads on sendco-productionteam@worcestershire.gov.uk .
There are simple scoring statements above each ‘Cornerstone’ table. A more detailed scoring framework can be found after the table in this document.







Welcome and Care statements (Scoring system: beginning, emerging, developing, mastering)
Beginning: Power feels unfair. Expectations are unclear.
Emerging: People are sometimes heard; safety and clarity are not regular.
Developing: People contribute often; safety steps and clear expectations are in place.
Mastering: All voices are respected; safe, clear, shared rules.
	Indicators
	Measures
	How has this indicator been implemented within your project? (evidence towards indicator)  
	Overall Score 
Beginning, emerging, developing, mastering)
	Reflections and next steps e.g. is there anything you could improve on for the next project?

	Lived experience is heard, respected and valued
	All participants contribute to discussions in a way that is suitable and accessible for them and others. Participants include but is not limited to; children and young people, parents/carers/experts by experience, as well as service providers. Participants represent a range of roles within organisations e.g. not always senior managers. People's lived experiences are listened to, acknowledged and not dismissed.
	
	
	

	Environments feel emotionally and physically safe and secure for all participants
	Service providers actively try to reduce power imbalances within meetings e.g. remove lanyard, equal access to drinks. All participants feel the group is supportive. All participants feel motivated to achieve shared goals of project. Participants are 'curious not furious' in their approach. Where possible given choice about venue/location. 
	
	
	

	Expectations are communicated early and with clarity
	Participants are provided with information on what they are contributing to and what they are not contributing to. A boundary is set outlining who has the final decision. Limitations are explained as to what can and cannot be coproduced. 
	
	
	

	Projects begin with an open mind
	Responses are considered and respected.  All participants are open to hearing all experiences. Constructive challenge and compromise is encouraged. Strengths are celebrated whilst acknowledging areas of improvement.
	
	
	


Value and Include statements  (Scoring system: beginning, emerging, developing, mastering)
Beginning: Little thought about people’s needs.
Emerging: Basic inclusion; thanks are informal.
Developing: Inclusive methods are regular; flexibility improves.
Mastering: Inclusion is excellent; creative methods; skills used elsewhere.
	Indicators
	Measures
	How has this indicator been implemented within your project? (evidence towards indicator)  
	Overall Score 
Beginning, emerging, developing, mastering)
	Reflections and next steps e.g. is there anything you could improve on for the next project?

	Inclusive methods are used so everyone can take part
	Terms of reference for project created and shared with all participants. Everyone introduces themselves before the meeting begins. Participants have information of meeting notes and meeting agendas. Accessible timings and locations for participants. Hybrid meetings are offered.  Reasonable adjustments are made where needed.  
	
	
	

	Recognition and appreciate of everyone’s involvement
	Previous experience is acknowledged and discussed and vulnerability is acknowledged. People are invited to and wish to be involved in future projects. Renumeration is discussed and agreed on. 

	
	
	

	Creative and flexible 
	Responses to individual needs and changing circumstances are creative and flexible. Find innovative ways of genuinely involving as many participants to ensure a wider cohort is represented. There is support for those whose voice may not otherwise be heard and contributions are gathered in a range of ways to suit the needs of individuals and/or communities

	
	
	

	Developing skills and confidence
	Participants are able to identify the gains they have made. Participants can reflect on and articulate their journey and how they have/or will apply their learning elsewhere. Participants feel the group builds confidence, well-being and self-esteem. All participants individually input into the meeting in a way that is suitable for them. 

	
	
	


Communicate statements  (Scoring system: beginning, emerging, developing, mastering)
0. Beginning: No accessible formats or feedback loop.
1. Emerging: Some plain words; feedback rarely closes the loop.
2. Developing: Clearer language; "you said, we did" starts.
3. Mastering: Inclusive communication is standard; feedback shapes decisions.
	Indicators
	Measures
	How has this indicator been implemented within your project? (evidence towards indicator)  
	Overall Score 
Beginning, emerging, developing, mastering)
	Reflections and next steps e.g. is there anything you could improve on for the next project?

	Communication is inclusive

	Acronyms and jargon are limited or a glossary is provided to explain and support understanding. All communications are in accessible formats and accessible language.

	
	
	

	Communication is accessible 

	Reasonable adjustments are made to ensure the meeting and documents are accessible where appropriate,  for example braille, sign language, assistive technology, interpreter 

	
	
	

	Feedback mechanisms are actively used e.g. you said, we did

	Clear feedback loop with all participants. The journey through the project is reflectively noted and shared, including progress indicators. There is a consistent reviewing process with participants.

	
	
	

	Mutual Understanding 

	All participants are open to hearing different views and perspectives and these are respected. There is an  equal weighting to contributions. Strive to use positive and constructive language.

	
	
	



Work in Partnership  (Scoring system: beginning, emerging, developing, mastering)
Beginning: Very little participant involvement.
Emerging: Some consultation; decisions unclear; limited support.
Developing: Inputs sometimes shape decisions; better notice; some training.
Mastering: Decisions are shared; timelines co‑owned; strong accountability.
	Indicators
	Measures
	How has this indicator been implemented within your project? (evidence towards indicator)  
	Overall Score 
Beginning, emerging, developing, mastering)
	Reflections and next steps e.g. is there anything you could improve on for the next project?

	Decisions are made collectively 
	All contributions are valued. Contributions are recorded even when not used. Decision making is transparent and explained. 
	
	
	

	Reasonable notice is provided for all commitments 
	Participants are given enough notice to attend workshops/meetings. Documents are shared in advance to allow time to process and review. Efficient time is planned for the process. 
	
	
	

	Support, learning and training

	Participants are given support and training to be able to fully participate where applicable. Participants are given enough information to have a clear understanding and insight into service provision. 
	
	
	

	Accountability

	There is accountability and commitment to continue moving forward. Decisions and actions are explained and the reasons behind them. All participants are reflective in their work, accepting mistakes can be made. Transparent about decisions and actions. Agreed actions are regularly reviewed and evaluated with all participants.
	
	
	



Co‑Production Quality Framework – Detailed Scoring
How to use the 0–3 scale
· 0 – Beginning: No evidence in this area.
· 1 – Emerging: Early steps are visible, but influence and consistency are limited.
· 2 – Developing: Practice is regular; some decisions and actions show co‑production.
· 3 – Mastering: Co‑production is embedded and shaping decisions; people with lived experience are equal partners.

Welcome & Care
Indicators
People’s experiences are listened to and respected.
The space feels safe for everyone.
Expectations are clear from the start.
Projects start with an open mind.
	Level
	What this looks like
	Evidence to look for
	Example

	0 – Beginning
	People are not listened to. Power feels unfair. Expectations are unclear. Little room for different views.
	No information before meetings; people do not speak; no boundaries; people look uncomfortable or leave.
	Meeting held without asking people or checking safety.

	1 – Emerging
	People are sometimes listened to, but ideas rarely change decisions. Safety and clarity happen sometimes.
	Notes mention input but no action; small gestures (like drinks); expectations shared late.
	People are asked for views, but decisions stay the same.

	2 – Developing
	People often share ideas. The space feels safer. Expectations are explained. People can challenge ideas.
	Agenda sent early; ground rules set; decision limits explained; more people take part.
	People help make meeting ground rules.

	3 – Mastering
	Everyone is respected. Power is shared. Expectations are clear early. Rules are made together; decisions are shared.
	Roles and boundaries written down; supportive practices used; notes show how lived experience shaped decisions.
	Co-created meeting rules lead to shared decisions.



Value & Include
Indicators
Ways of working include everyone.
Everyone’s time and effort are appreciated.
We are flexible and creative.
People build skills and confidence.
	Level
	What this looks like
	Evidence to look for
	Example

	0 – Beginning
	Little effort to include different people. Ideas are not recognised. Work is rigid. No focus on skills or confidence.
	No terms of reference; times and places are hard to access; no adjustments; no pay or expenses discussed; no time to learn.
	Meeting planned without thinking about access or inclusion.

	1 – Emerging
	Some inclusive actions happen, but not regularly. Thanks are informal. Flexibility is limited. Learning is rare.
	Agendas or minutes shared sometimes; some hybrid access; ad‑hoc adjustments; informal thanks; rare reflection.
	Hybrid access offered, but few materials are shared.

	2 – Developing
	Inclusive methods are used often. Appreciation is shown. Flexibility improves. People notice new confidence or skills.
	Terms of reference shared; notes shared regularly; adjustments recorded; pay/expenses discussed; people name what they learned.
	People help design how the meeting runs.

	3 – Mastering
	Inclusion is part of everyday work. Creative methods bring in under‑represented voices. Skills grow and are used elsewhere.
	Inclusion plan written together; assistive tech supported; learning logs kept; skills used beyond the project.
	Participants lead an inclusion check that improves practice.



Communicate
Indicators
We use clear, inclusive language.
Information is accessible to different needs.
We listen and show what changed ("you said, we did").
People understand each other.
	Level
	What this looks like
	Evidence to look for
	Example

	0 – Beginning
	Language is full of jargon and mostly one‑way. No accessible formats. No feedback loop. Different views are dismissed.
	No glossary; inaccessible documents; no adjustments; no "you said, we did"; little two‑way talk.
	A feedback form is used once, but results are not shared.

	1 – Emerging
	Some effort to use plain words. Accessibility happens sometimes. Feedback is collected but rarely closes the loop. Respect is not regular.
	Glossary added sometimes; ad‑hoc interpreter use; surveys without follow‑up.
	Occasional notes and ad‑hoc interpreter use; informal thanks.

	2 – Developing
	Language is clearer. Accessibility needs are noticed and met. Feedback starts to cycle ("you said, we did"). Respect is encouraged.
	Accessible formats used; adjustments recorded; sample "you said, we did" updates; meeting norms encourage kind, clear language.
	Progress update shows actions taken on suggestions.

	3 – Mastering
	Plain, inclusive language is standard. Accessibility is planned. The feedback loop is regular and shapes decisions.
	Multiple accessible formats; interpreters and assistive tech used often; regular feedback reports or dashboards.
	A shared dashboard tracks feedback themes and actions.





Work in Partnership
Indicators
Decisions are made together.
People get fair notice for meetings and tasks.
Support, learning and training are offered.
We are accountable and review our actions.
Levels
	Level
	What this looks like
	Evidence to look for
	Example

	0 – Beginning
	Staff make decisions alone. Notice is short. Support or training is missing. No real accountability.
	No clear decision records; last‑minute invites; no pre‑reads; no action tracking.
	Staff decide without involving participants.

	1 – Emerging
	People are asked sometimes, but decisions are unclear. Notice sometimes improves. Support is limited. Accountability is informal.
	Notes mention input without explaining decisions; occasional pre‑reads; ad‑hoc training; action logs are rare.
	People share views, but decisions remain unclear.

	2 – Developing
	Contributions are recorded and sometimes change decisions. Notice is usually reasonable. Basic support and training are offered. Actions are reviewed.
	Transparent minutes; documents shared in advance; introductory training; decision steps noted.
	A workshop leads to a change recorded in the minutes.

	3 – Mastering
	Decisions are made together. Timelines are agreed together. Support is tailored. Accountability is strong with shared evaluation.
	Decision tools (like matrices); calendars agreed together; training plans; impact reviews with participants.
	A participant‑led group helps oversee decisions.



Scores by indicator:
Welcome and Care:
Value and Include:
Communicate:
Work in Partnership:
Total Score:
Average Score (Total Score/ 4): 





After your project:
Complete this half of the template when you have completed the project or are near to finishing it.
Participants involved
Who was involved at different stages of this project? 
Level of Participation
What levels of participation were included?
· Inform
· Consult
· Engage
· Co-design
· Co-produce
Project Outputs
What did you achieve in this project?
Project Outcomes
What changed for children and young people in this project?
Project Impact
What changed for your service/ team/ department in this project?
Evidence collected
What data/ information was collected to evidence the outcomes and impact of this project?
What impact has this project had on the participants involved in the project?
What data/information was collected to show the evidence of impact for the participant? Has this impacted their confidence, skills? Do they want to be involved in future projects? Please provide evidence. This can be presented however the participant has chosen to use e.g. voice note, Microsoft form, survey, informal chat, photos, recorded video’s etc. Please refer to the ‘collecting evidence’ document for further ideas.  
What have you learned from completing this project?
If you were to share the main things you have learned from this project, what would they be?
Overall outcomes
Which outcomes were affected by this project? (delete/ highlight as needed)
1. I feel welcome, included and part of a community where I belong
2. I feel safe and supported
3. I am listened to, understood and involved in decisions about my life
4. I am helped to be healthy in my mind and body
5. I enjoy life, have fun and I am supported to reach my full potential

Additional Comments?



If you would like any support with co-production/participation, please email Amy and Chanika: sendco-productionteam@worcestershire.gov.uk
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