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Process for Public Consultation

To meet central government targets, KCC is now required to make details of all public consultation exercises pending, in progress and completed available online.

To do this the CFE Directorate has adopted a standard process for the approval and dissemination of public consultation work.  Please note: this does not affect procedures for consultations on school reorganisation which will continue as normal.

Formerly the only formal mechanism for reporting on public consultations to the wider Directorate has come through the annual business planning process. This only provided details of future consultations and not results from those already undertaken. This created a gap in knowledge, which made self-assessment for the  APA more difficult.

Members of the public need to see what consultation exercises are running, how they might engage further if appropriate, find out the conclusions and what action KCC takes as a result. Some consultation information is already being made available on the KCC web site (see http://www.kent.gov.uk/council-and-democracy/democracy-and-elections/have-your-say/consultations/
There is also information on consultation within the Education Directorate at: http://www.kent.gov.uk/education-and-learning/about-education-service/consultations/
Our standard approval process for public consultations will ensure:

· That quality standards are met, including the equality standard for local government.

· That sufficient resources exist to conduct the survey and to analyse the results.

· Show there is clear direction and coordination of consultation work.

· Adequate timescales are built into the process

· That the audience is chosen correctly (general public and/or schools), and includes fair representation of Kent’s diverse community where appropriate.

Process

1. The information required will be collected on a short form (see pro-forma at appendix 1 and example at appendix 2). 

2. Approval would be gained through signature of the Director of the division undertaking the consultation.

3. Coordination of the forms within the Directorate will be the responsibility of the representative on the Corporate Consultation Group, Graham Harlow. 

4. It is also suggested that each Division has its own consultation co-ordinator. Their role will include ensuring that all consultations are notified to the Directorate Coordinator, and that details are recorded for business planning purposes.

5. Training in survey/questionnaire design can be given to these officers to enable them to assist in the development of consultations to ensure best practice is followed (e.g. to comply with *data protection, equality of representation, good question design, etc). 

6. Currently, data protection advice can be gained from the Directorate DP/FOI co-ordinator Michelle Hunt.
7. When details of any proposed consultation are finalised, the officer leading on the consultation will complete section 1 of the pro-forma for approval by the Director.  The form is then passed to the Divisional Coordinator who will then forward to the Directorate Coordinator who will arrange for details to appear on the web via the Corporate Consultation Group. 

8. Please note that there will be a link to the Corporate pages from the Directorate website. The Corporate Group will also be able to check for connections with other proposed work and if any exist, alert lead officers to the possibility of collaboration. 

9. Section 2 of the form should be completed when the results and actions are known and forwarded as per Section 1. A flow chart of this process is given in appendix 3.

Additional procedures for online surveys

KCC has SNAP survey writing software. We have 2 licences will be held by the Directorate Communication Team ( Tracey Wimble in Jill Johnson’s Team  ) and a third by the Directorate Consultation Coordinator ( Anthony Mort ).If a decision is made to conduct an online survey the lead officer should first gain approval for the consultation as described above, and then forward the questionnaire details to the Communication Team, Jill Johnson’s team who can design the electronic survey ready for checking & testing. 

A minimum of 4 weeks should be allowed for the work to be discussed, agreed and turned around (including testing). To speed up this process, precise wording should be used, and it should be clearly indicated what format each question and answer can take (eg. multiple choice with multiple answer, multiple choice with single answer, yes / no, or open ended with word limit). Please note that the public consultation form should not be sent to the Communication Team direct and should be processed as previously detailed.

Teams will need a generic email address for responses/ enquiries advertised & solicited via the web site as KCC has a no personal email box policy for the web site. Contact communicationcfe@kent.gov.uk for details of how to apply for one of these.   

Appendix 1

CONSULTATION FEEDBACK FORM

Section 1 – to be completed when consultation details are finalised.  Please return to Anthony Mort, Room 2.70, Sessions House (Anthony.Mort@kent.gov.uk )

	Lead Officer:


	 

	Service Unit:


	

	Division:


	

	Title of consultation:
	

	Start Date:


	

	End Date:
	

	Date that feedback could be given:
	

	Purpose of consultation

	 

	JAR Outcomes / Key Judgements or CYPP priorities to which work relates (if applicable)

	

	Target group, sample size, and method of involvement (e.g. interview, online, etc)

	

	If an external contractor is to be employed to conduct the work, please give company name (e.g. MORI, BMG) Note: use of the call-off contractors negates need for tendering

	


Assistant Director Authorisation:
	(Name) 
	(Signature)
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Section 2 – to be completed when results and actions are known. Return address as above

	Summary of results and action taken

	

	Any further information

	


Appendix 2

PUBLIC CONSULTATION FORM (EXAMPLE ONLY)
Section 1 – to be completed when consultation details are finalised.  Please return to Graham Harlow, Room 2.70, Sessions House (Graham.Harlow@kent.gov.uk)

	Lead Officer:


	Sally Williamson , Head of Attendance & Behaviour  tel: 01622 696646  Sally.Williamson@kent.gov.uk 

	Service Unit:


	Attendance & Behaviour Service

	Division/Directorate:


	Commissioning , CFE

	Title of consultation:
	Kent Safe Schools

	Start Date:


	1 June 2008

	End Date:
	30 June 2008

	Date that feedback could be given:
	1 August 2008


	Purpose of consultation

	to support young people to have an opportunity to raise their concerns and become actively involved in addressing them.  This can involve issues such as bullying, youth crime, peer mentoring, child abuse etc

 


	JAR Outcomes / Key Judgements or CYPP priorities to which work relates (if applicable)

	Section 4 – Making a positive contribution

Key judgement: Children and young people are encouraged to participate in decision making and to support the community

Section 8 – Service management

Key judgement: The needs of children, young people and their families are effectively identified, recorded and communicated




	Target group, sample size, and method of involvement (e.g. interview, online, etc)

	100 young people are consulted and involved through Youth Action Groups which are based in schools.  The Youth Action Groups are supported by a project worker who supports the young people to identify their concerns and develop ideas and activities to address them
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Section 2 – to be completed when results and actions are known. Return address as above

	Feedback on Results and Action taken

	The issues raised by the Youth Action Groups lead directly to changes to the Safe Schools service in terms of the issues it focuses on and the activities it undertakes.  For example, a Safe Schools radio station is being set up that young people will choose the content and make the programmes for.

Feedback is provided to the young people through the Youth Action Groups.  When ideas can not be implemented young people are told why this is the case.



	Any further information

	http://www.clusterweb.org.uk/Communication/consultationpolicy.cfm
More information on the Consultation Policy will follow later. In the interim, if you have any enquiries, please contact  Anthony Mort on 01622 696363. 




Appendix 3

Flow diagram for public consultation form
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