
Worksheet for planning a priority-setting process for policy briefs

	Task
	Who is responsible
	Target date
	Comments

	Agree on team to plan and implement the approach that will be used to set priorities
	
	
	

	Decide criteria to be used to set priorities
	
	
	

	Decide who will make the final decision about priorities and how
	
	
	

	Decide who will be consulted to generate suggestions for topics and how
	
	
	

	Decide who will be consulted to collect comments on proposed topics and how
	
	
	

	Decide what, if any, additional information will be collected to inform decisions about priorities and how
	
	
	

	Decide how information from consultations (and any other information collected) will be summarised and used in deciding on priorities
	
	
	

	Decide who will facilitate any face-to-face or telephone meetings
	
	
	

	Prepare a report of the agreed priorities and how they were set
	
	
	

	Evaluate the approach that was used to set priorities
	
	
	

	Evaluate the SURE guide for setting priorities
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