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Stakeholder Engagement and Communication 

Template

Release 1 June 2009

The purpose of this document is to identify and understand the programme’s stakeholders, and to generate ideas and a plan for engaging and communicating with them. 

This template is accompanied by guidance with examples.

Document Control

	Author


	

	Version no.


	

	Status (draft, approved, signed off by Business Change Manager / SRO)
	
	Date
	


Contents

31.
Identification and Analysis


31.1
Stakeholder identification


31.2
Interest and influence


31.3
Stakeholder support and resistance


32.
Engagement and Communications Activities


53.
Review and Sign-off


54.
Stakeholder Engagement and Communication – Check





1. Identification and Analysis

1.1 Stakeholder identification

Identify all the stakeholders involved in or affected by the programme and its outcomes. 

1.2 Interest and influence

Consider their type and level of interest in the programme which is normally determined by how they will be affected.  

1.3 Stakeholder support and resistance

Capture whether the stakeholder is in support of or resistant to the programme and the reasons why.  

	Stakeholder 
	Type of interest/interest area e.g. Service

Financial

Educational
	Level of interest
	Level of influence
	Reasons to support
	Reasons to resist

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


2. Engagement and Communications Activities

List how stakeholders will be engaged and communicated with.  Identify an owner for each stakeholder.    

	Stakeholder
	Engagement and communications activities


	Owner

	
	
	

	
	
	

	
	
	


3. Review and Sign-off

The Business Change Manager should sign of the Stakeholder Engagement and Communication document.  The document should be reviewed at the following stages in the programme life:

· Defining a Programme – before starting the first tranche

· When there are major changes to the definition, scope, delivery status and expected benefits of the programme

· Before transitioning to the future state (to confirm understanding of stakeholders)


4. Stakeholder Engagement and Communication – Check

Does the Stakeholder Engagement and Communication analysis and plan answer the following questions?

	Stakeholder engagement and communications



	Key Questions
	Sub-questions

	Have stakeholders been identified and analysed?  Is there a plan for engaging and communicating with them?
	Stakeholder identification
	Have all the individuals, groups/teams, departments, or organisations with an interest in or ability to influence the programme been identified?

	
	Type and level of interest
	Is there an understanding of why and how much, stakeholders are interested in the programme?

	
	Level of influence
	Is there an understanding of the extent to which stakeholders can influence the programme?

	
	Reasons to support the programme
	Have the reasons why the stakeholder would support the programme been listed?

	
	Reasons to resist the programme
	Have the reasons why the stakeholder would resist the programme been ascertained?

	
	Engagement and communication ideas/activities


	Have activities that will ascertain the stakeholders’, needs, concerns, aspirations and ideas, and how to communicate with them been planned?

	
	Owner


	Who is the person responsible for overseeing communication with this stakeholder?
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