Children’s Trust Consultation Database Guidelines
Background 
The Children’s Trust has confirmed that they wish to be informed about the range and impact of children and young people’s consultations across the partnership. It has been agreed that the Children and Young Peoples Involvement Steering Group (CYPISG) would support, confirm and review all consultation work and report back to the Trust on a quarterly basis. This is important because:
· One database for all partners will reduce the workload of agencies

· Agencies will be able to avoid duplication of consultation

· Young people will not be asked the same thing twice

· The database will be a key resource for agencies and a good source of needs assessment

· The document will be used to influence service delivery and allow the Children’s Trust to take on board the needs of children and young people in strategic vision

· If used well, outcomes will improve for children and young people.

The attached forms and flow chart have been drafted to contribute to a more coherent approach to consultation with children and young people and will incorporate the existing POD data base. Through sharing the outcomes of all the consultations across the partnership it is envisaged that we will reduce the work load of partners and ensure that children and young people are not over consulted. We would also anticipate that we will be able to evidence the impact of consultation back to children and young people “you said – we did”.
The Source website http://www.thesource.me.uk/ will be used as a collection point for the information and will be accessible to practitioners, managers, parents/carers children and young people.
	Role of the Children’s Trust

The Children’s Trust brings together all organisations working with children and young people to improve outcomes for all children and young people in Suffolk. It achieves this through co-ordinated planning and delivery overseen by the Children’s Trust Partnership.
Role of Children & Young People’s Involvement Steering Group (CYPISG)

To inform and co-ordinate the development, delivery and evaluation of Children and Young People’s consultation and involvement.




The Process

Step 1 

· Before any consultation work is undertaken the lead worker must complete Form 1 and email it to the CYPISG administrator. Rachel.fell@cyp.suffolkcc.gov.uk. 
Step 2

· The CYPISG administrator will then log the information onto the database and cross reference that there has not been a similar consultation activity undertaken previously and email a reference number. 

· If there has been a recent similar consultation the administrator will email the lead worker with a brief outline of the activity and the named contact. It will then be the responsibility of the lead worker to confirm that they are proceeding with the consultation
· All POD requests will be forwarded to the POD administrator and processed accordingly.
Step 3
· The lead worker would undertake the consultation within the timescale outlined on the proposal.

Step 4

· Within four weeks of completion, the outcomes and any initial impact (recorded on Form 2) would be sent to the CYPISG administrator Rachel.fell@cyp.suffolkcc.gov.uk to log onto the database.

Step 5 
· The information will be collated, posted on the Source website http://www.thesource.me.uk/, and reported to the Children’s Trust on a quarterly basis.
This is an ambitious aim and so we would request your co operation and patience as we implement the system. It will need constant review and refinement and we would appreciate your feedback as we roll out the process. 

The CYPISG will undertake a review in January 2009 with any revisions in place by March 2009.

The roll-out across the Children’s Trust will start from 1 January 2009. A review of the process will take place in June 2009. Any ongoing feedback can be emailed to Rachel.fell@cyp.suffolkcc.gov.uk. 

The forms and guidelines will be posted on the SCC website http://www.suffolk.gov.uk/cyp. 
Thank you for your co-operation.
