
 
This worksheet is to assist you in thinking about your process to inform and involve your intended audience before you begin.  
Below are key questions to prompt and guide you to creating purposeful and effectively engagement with any stakeholder group.  
Also included are deliverables and outcomes that should come as result of completing each section. 

 

Design engagement 
 

Clarify purpose 
 
Identify stakeholders  
(internal and/or external) 
 
Develop preliminary questions 
 
Identify feedback loop 
 

1. What is the purpose of your engagement?  
2. What do you hope to achieve? 
3. Who is affected or has a special interest in the issue? 
4. Who are they key stakeholders? 
5. Who is being left out? 
6. What are the questions you hope to answer through 

engagement? 
7. What policies/decisions will the feedback inform? 
8. How will respective implementation team be informed? 

 Achieve a clear understanding for community 
engagement. 

 Community engagement overview that clearly states the 
intent and purpose for engagement, how the feedback 
will be used, and the stakeholders that will be 
approached for engagement. 

 Short list of questions further developed into a full list of 
questions for varies stakeholder groups. 

 

Identify existing engagement 1. Are there existing engagement activities that answer some of 
your questions and concerns? 

2. Can you tag on to any persisting engagement activities? 

 Coordinated effort for engagement. Work smarter not 
harder! 
 

Identify format/s  
 
 
 
Identify strategies 
 
 
 
 
 

1. What format/s will you use? 
2. Will the format allow racially/ethnically underserved 

communities to participate? How will you meet them where 
they are? 

3. How will you effectively reach all your stakeholders? What 
do you need to know about your underserved communities 
before you reach out? 

4. Where do you have relationships? Who are your external 
partners that you can work with to intentionally and 
equitably plan your engagement activities?  

5. What are the communication tools you need to develop? 
What materials will need to be translated? 

6. How are you creating a safe space for meaningful 
engagement? What are factors that could prevent open 
dialogue and sharing of ideas? How can you plan in advance 
for mutual learning? 

 Equitably incorporate diverse stakeholders into the 
community engagement design and set the groundwork 
for intentional outreach. 

 Work plan – a living document of all outreach efforts to 
secure engagement and to track progress. 

 Support culturally and linguistically diverse stakeholders 
to have meaningful engagement. 
 

Define and assign roles 1. Who are the internal staff that can support your engagement 
process? 

a. Who will own and update the work plan/timeline? 
b. Who can help identify key contacts? 
c. Who will reach out and establish engagement details 

and audience? 
d. Who will develop communication and facilitation 

materials? 
e. Who will facilitate the engagement? 
f. Who will aggregate feedback and take the summary to 

respective implementation team and back to 
stakeholders? 

 Identify the team members that will help to support 
engagement. However big or small don’t do this alone. 
Engagement is everybody’s business! 

 Support in your engagement effort. 

Develop timeline 1. When does the engagement activities need to take place? Is 
there adequate time to carry out the engagement properly? 

2. What are the deadlines to take into account? 
3. What is the timeline? 

 Establish a realistic timeline for all your community 
engagement activities. 

 Timeline – another living document that is updated 
periodically to include dates, times, engagement formats, 
audiences, etc. 

Community engagement is a planned process 
with the specific purpose to work with identified 
groups of people to understand and address 
issues that affect them. 

 



Plan engagement 
details 

Develop materials 
 

1. How will you provide context? Who is a specialist? 
2. What types of documents will help you provide context and 

clarity? Are you materials written in plain language? Are 
your materials translated into the appropriate languages?  

3. How will you facilitate? How will you accommodate different 
languages?  Do you have interpreters available? 

4. What questions do you want to ask? Do the questions 
generate new options and bring out different perspectives? 
Do the questions take the conversation deeper? 

 Develop materials to gain more clarification for outreach 
and planning. 

 Informational one-pager/s – for context and background. 
 Facilitator agenda – to provide structure for engagement. 
 Complete list of questions. 
 Translated materials – to reach diverse stakeholders. 
 Build trust by showing you are prepare to engagement 

and intentional with your engagement process. 

 

Connect with partners Outreach considerations: 
1. Who will most effectively help you to connect with the 

stakeholders you want to engage? 
2. Who are the champions/trusted messengers that can help 

with outreach and/or planning? 
3. Have you shared the written materials with your 

team/partners/co-hosts? 
4. Have you clarified purpose, roles and expectations for your 

team/partners/co-hosts? 

 Create new relationships or sustain existing partnerships 
with engagement. 

 
 

Establish details Coordination considerations: 
1. Are the needs of participants being met in the design, 

organization and convening process for your engagement? 
2. Are your intended stakeholders being convened for 

engagement? How are you getting the word out? 
3. Is the location easily accessible? Is the time appropriate for 

the type of stakeholders being convened? 
 

Details to establish for in-person engagement: 
» When: Weekday, week nights, weekends 
» Where: Urban & rural 
» Who: Greeter/Support staff, Facilitator, Interpreter, Child 

care provider 
» What: Sign-in sheets, Multi-lingual materials, Transportation, 

Stipends, Food 

 Details for a successful engagement process. 
 Increase collaboration. 

Carry out 
engagement 

Implement engagement 1. How do you need to prepare in order to engage most 
effectively? 

2. How will you capture who is represented at the community 
engagement? 
 

» Be open and clear about the engagement process. 
» Ensure stakeholders are aware of the real potential to make a 

difference. 

 Gain feedback or confirm themes that emerge from 
engagement. 

 Trust with partners and communities. 
 Sign-in sheet – for capturing those represented and the 

contacts for follow up. 

Debrief and evaluate 
engagement 

1. How will you evaluate the success of your engagement both 
in terms of process and outcomes? 
 

» Use quantitative and qualitative questions to evaluate. 
» Use the Principles of Community Engagement to assess. 

 Gain insight to improve the next engagement process. 

Share feedback 
from engagement  

 
 

Inform respective 
implementation team 

1. Who needs to be informed? 
2. How will the feedback be used to inform decision-making? 

 Incorporate engagement feedback in decision-making. 
 Aggregated feedback. 

Report back to stakeholders 
how feedback was used 

 

1. What are the existing channels to communicate to 
stakeholders who participated? 

2. Does a new channel of communication need to be created? 

 Practice transparency and build trust for how feedback 
from community engagement was/wasn’t incorporated. 

 Closing the loop. 

 Report of aggregated feedback and it uses. 
 


