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Top tips


· Be clear and concise about what the involvement opportunity is.
Think of the 5 W’s – who are you looking for, what would you like them to do, why are you doing this piece of work, when is it, where is it? 

· Think creatively about how you publicise the opportunity. 
Could you present the opportunity at existing co-production groups or design a flyer to pin up in particular locations? Could specific individuals or services help to connect you with service users/carers who have the experience you are looking for?

· Involve a diverse mix of service users and carers with relevant lived experience. 
For a trustwide project, this may mean involving a mix of service users/carers from several directorates, of varying ages, genders, ethnicities etc. 

· Enquire about access or support needs, and plan how you will meet them.
E.g. someone may need live captions on in virtual meetings, someone may need materials in braille, someone may need meeting venues to be wheelchair accessible, etc.

· At the start of involvement, inform service users/carers who their key contacts for this piece of work are, and how they could escalate any concerns that arise.

· Send meeting invites and any pre-reading materials with plenty of notice.
This shows respect for the time and other commitments of our service users/carers, and gives them the opportunity to fully review pre-reading materials at their own pace.

· Ensure you have identified the correct budget code before the project begins.
Budget codes are necessary for service users/carers to be paid via the Trust’s Reward & Recognition scheme. 

· Expect and embrace varying perspectives.
Service users/carers and staff often have differing views and experiences. This is what can make co-production both effective and challenging. Listen to all with compassion and respect, keeping in mind there is often not a single objective ‘truth’.

· Encourage feedback from service users/carers you are working with and act on it. 
Contact irum.rela@nhs.net for the link to a survey which all service users/carers involved in safety work are asked to complete. 



· Offer feedback, updates and appreciation to service users/carers you have worked with.
Keeping service users/carers informed about the progress of work they contributed to and showing appreciation for their input makes service users/carers feel valued and equal.

· Seek advice from your PPL/PSP if there is anything you are unsure about, including whether the involvement you want falls within the remit of People Participation. 

· Where the opportunity exposes service users/carers to personal or sensitive data, seek advice for what information governance measures could be put in place.

· If the work is particularly emotionally challenging or exposes service/users to sensitive content, offer a reflective space or regular wellbeing check ins.
It might be that there are existing reflective spaces in your directorate that service users/carers could be invited to join, for the duration of their involvement in a piece of work.

· Keep in mind that at the end of the day, we are all people.
Many staff members also have health difficulties, access/support needs, and find some topics emotionally challenging. Many service users/carers also have significant knowledge, skills and resilience thanks to educational, career and life experiences.



· Don’t accidentally reveal service users/carers’ email addresses to other people without their consent.
Group emails and invites to Microsoft Teams meetings (including forwarded invites) expose service users/carers email addresses to all recipients. Seek consent for this. If consent is not given, use BCC to include them in emails, and send virtual meeting links over email. 

· Avoid cancelling meetings at short notice. 
Try your best to stay organised and check your diary a few days before meetings to give yourself the opportunity to spot any issues e.g. clashes. Cancelling last minute often is inconsiderate to service users/carers and has financial repercussions for the Trust, as payment can be claimed for meetings cancelled with less than 24 hours notice. 

· Don’t make assumptions about service users or carers, for example about what topics may be triggering. Instead, be led by them. Share information, ask open questions, and encourage ongoing communication. 
E.g. ‘some of the breakout rooms will be focusing on x and y, which I know are sensitive topics for many people. Are there any conversations you would prefer to stay out of or any conversations you have a particular interest in?’

· Avoid using acronyms or jargon. 
Where this is difficult due to the nature of the work, consider how you will enable all service users and carers to follow the conversation. E.g. could you provide a written glossary? 
Written by Irum Rela, ELFT Patient Safety Partner (PSP). Approved March 2025.
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